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Mandate:

The Municipality of Asingan is guided by the 1987 Constitution, the Local
Government Code of 1991 (Republic Act No. 7160), and other relevant laws to serve
its citizens through efficient, transparent, and accountable public service.

Vision:

The Municipality of Asingan, Pangasinan is envisioned to be a self-reliant, ecologically-
balanced, disaster-resilient and orderly community through the promotion of agro-
industrial, trading and tourism development, under righteous, dedicated public
servants, gender-sensitive, accountable, competent, responsive and service-oriented
leaders and a participative mobilized civil society.

Mission:

The municipal government of Asingan is committed to improve the living conditions of
its citizenry under a sustainable environment conducive to agro-industrial and other
rights-based, inclusive socio-economic development undertakings, thereby creating a
better and safer place to live in, work and do business for a healthy, educated,
empowered men and women, God-centered and peace-loving constituents, and
transparent leadership,



IV. Service Pledge:

We, the officials and employees of the Municipality of Asingan, pledge and commit to
deliver quality public service as promised in the Citizens’ Charter. Especially, we will:

Serve with integrity and promptness.

Clearly Display step-by-step procedures, fees, charges.

Promote the implementation of simplified requirements and procedures that will

reduce red tape and expedite business and non-business-related transactions in

the government.

Be consistent in implementing office rules.

Be polite, courteous and treat everyone equally.

Demonstrate professionalism.

Wear prescribed uniform and identification card in compliance with office dress

code.

% Beavailable to serve during official working Hours, Monday to Friday, and ensure
services are uninterrupted

% Attend to all applicants or requesting parties who are within the premises of the
office prior to the end of official working Hours and during lunch break.

% Respond to complaints in a timely and professional manner, and provide

feedback mechanism, and accept constructive criticisms and suggestions.

Provide comfortable and accessible waiting area.

Be considerate in granting extensions for payment related to business permits

due to unusual circumstances.

% regularly review and enhance our services, guided by feedback and performance

assessments. Our goal is to achieve excellence and foster a culture of

continuous improvement.
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MESSAGE

As the Municipal Mayor, it is my duty and commitment to ensure that our local
government provides the best quality of service to everyone. Our goal is to serve with
efficiency, honesty, and dedication. By continuously improving how we deliver public services,
we can make government processes easier, faster, and more accessible to everyone. We aim
to reduce any waste of time, money, or effort in order to ensure that your needs are met in the

best possible way.

The Citizen’s Charter serves as a guide to help us understand the services we offer
and how we can access them. Through this, we hope to make government transactions
clearer and simpler, reducing unnecessary steps and avoiding delays. It is our goal to avert
graft, prevent corruption practices, and eliminate bureaucratic red tape by promoting
transparency and accountability in everything we do. We believe that an informed and

engaged community is key to building a better and more responsive government.

This Citizen’s Charter not only benefits the local government by improving delivery of
service but also empowers all the constituents. We also value your voice by providing
feedback, you help us identify areas where we can do better. Opinions and suggestions are
essential in improving our performance and ensuring that we meet the expectations of the
people. With participation, we can work together to create a local government that truly serves

the people.

This updated Citizen’s Charter reflects our continuous desire to bring positive change
and provide better public service. Let us work hand in hand to make our community a place

where everyone receives fair, efficient, and honest service.

Lagi’t lagi, para sa tao at bayan.

Arya Asenso Asingan!

Engr. CARLOS F. LOPEZ, JR.
Municipal Mayor



List of Offices

Office

Address

Contact Information

Office of the Municipal
Mayor

Brgy. Poblacion East, Asingan
Pangasinan — Municipal Hall 2"
Floor

632-8612

Office of the Sangguniang
Bayan

Brgy. Poblacion East, Asingan
Pangasinan — Sangguniang
Bayan Building

09455529778
09494721060

Office of the Municipal
Planning and
Development Coordinator

Brgy. Poblacion East, Asingan
Pangasinan — Municipal Hall
Ground Floor

https://www.facebook.com/
TheAsinganians

Office of the Local Civil
Registrar

Brgy. Poblacion East, Asingan
Pangasinan — Municipal Hall
Ground Floor

https://www.facebook.com/
TheAsinganians
632-8612

Office of the Municipal
Budget Officer

Brgy. Poblacion East, Asingan
Pangasinan — Municipal Hall
Ground Floor

https://www.facebook.com/
TheAsinganians

Office of the Municipal
Accountant

Brgy. Poblacion East, Asingan
Pangasinan — Municipal Hall
Ground Floor

https://www.facebook.com/
TheAsinganians

Office of the Municipal
Treasurer

Brgy. Poblacion East, Asingan
Pangasinan — Municipal Hall
Ground Floor

https://www.facebook.com/
TheAsinganians

Office of the Municipal
Assessor

Brgy. Poblacion East, Asingan
Pangasinan — Municipal Hall
Ground Floor

https://www.facebook.com/
TheAsinganians

Office of the Municipal
Engineer

Brgy. Poblacion East, Asingan
Pangasinan — Municipal Hall 2"
Floor

https://www.facebook.com/
TheAsinganians
632-8612

Office of the Municipal
Social Welfare and
Development Officer

Brgy. Poblacion East, Asingan
Pangasinan — MSWD Building

https://www.facebook.com/
mswdoasinganpangasinan

Office of the Municipal
Agriculturist

Brgy. Macalong, Asingan
Pangasinan

https://www.facebook.com/
agricultureasingan

Office of the Municipal
Health Officer

Brgy. Poblacion East, Asingan
Pangasinan — Rural Health Unit
| Building

0961-997-0934

Office of the Municipal
Economic Enterprise

Brgy. Poblacion East, Asingan
Pangasinan — Public Market 2"

https://www.facebook.com/
TheAsinganians

Management - Market Floor 632-8612
Office of the Human Brgy. Poblacion East, Asingan 632-8612
Resource and Pangasinan — Municipal Hall 2"

Management Officer Floor

Public Employment Brgy. Poblacion East, Asingan 09287546161

Service Office

Pangasinan — Municipal Hall 2"
Floor




List of Offices

Office of the Municipal
Library

Brgy. Poblacion East, Asingan
Pangasinan —

Sen. Leticia Ramos-Shahani
Municipal Library

https://www.facebook.com/
TheAsinganians

Local Disaster Risk
Reduction Management
Office

Brgy. Poblacion East, Asingan
Pangasinan —

Local Disaster Risk Reduction
Management Office Building

615-1732

Local Youth Development
Office

Brgy. Poblacion East, Asingan
Pangasinan — Danggay Building

https://www.facebook.com/
profile.php?id
=61561030694811

Business One Stop Shop-
Licensing office

Brgy. Poblacion East, Asingan
Pangasinan — Municipal Hall
Grount Floor

https://www.facebook.com/
TheAsinganians




List of Services

OFFICE OF THE MUNICIPAL MAYOR ......octi ittt seeste st sessbesaesbeeessbessassbessssssesssesnesssesnens 14
EXTERNAL SERVICES ......cuuiitiitiiii et e ettt e et e st e e et e e et e et e e et e et e et e s et e e st e et e sen s st sranerenaees 14
1. APPLICATION FOR ON-THE-JOB/INTERNSHIP/IMMERSION TRAINING ......covvuiiiiieeiiieeeiieeeeiieeenn, 15
2. ISSUANCE OF AFFIDAVIT OF LOSS OF SENIOR CITIZEN ID....civiiiiii e 16
3. ISSUANCE OF MAYOR’S CLEARANCE/CERTIFICATION/INDORSEMENT OR RECOMMENDATION ...... 17
4. ISSUANCE OF MAYOR’'S PERMIT .. ettt ittt e e e e e e e e e st e e e e e e e e e e eneeeansns 20
5. ISSUANCE OF OCCUPATIONAL PERMIT FOR EMPLOYMENT ...uuiitiiiiiiiiiieiecee e e e e e e eaee e 23
6. PROCESSING OF INCOMING CORRESPONDENCE COVERING VARIOUS REQUESTS, PROPOSALS,
NI L = 11 =5 N 25
7. PROCESSING STUDENT FINANCIAL ASSISTANCE AND SCHOLARSHIP APPLICATION......ccuvvvvneennnes 27
8. SCHEDULE AN APPOINTMENT WITH THE MUNICIPAL MAYOR ....cvviiiiiiiieie et e e 29
9. SOLEMNIZATION OF MARRIAGE BY THE LOCAL CHIEF EXECUTIVE ...ceuviiviiiiieeeieeeeeeeeeee e 30
OFFICE OF THE SANGGUNIANG BAYAN ... oottt sessstessessaessstessvessaessbessbesssasssessresens 33
EXTERNAL SERVICES........iiiuuiiitiiititietite ettt ee st e e ettt e e ettt e s et e e et e e s et e saaa s eaaeesaaeseabeeetneeeanses 33
1. ACCEPTANCE REQUEST FOR LAND RECLASSIFICATION ...uuivtiiiteitneieteeeneeaeeeneeeneeenesaneesnesennnes 34
2. ACCEPTANCE REQUEST FOR QUARRY PERMIT ....ciuiiitiiiiiiiiiieieeeee e eeite e et e seee st s eaesaneeeneesnns 38
3. ACCEPTANCE REQUEST OF VERIFIED ADMINISTRATIVE COMPLAINT AGAINST ERRING ELECTIVE
BARANGAY OFFICIALS ...vuittieteet ettt et e et e e e e et e et e et e e et e e e e e aa e e et e e e e s eaeeeaeeaaseenessaseanseeneens 42
4. ISSUANCE OF APPROVED SANGGUNIANG BAYAN ORDINANCE .......uciuuiiitieiiiiieeeeeeeeeieesneeenns 46
5. ISSUANCE OF THE CERTIFICATE OF POSTING FOR INFRASTRUCTURE PROJECT, CIvIL CASES AND
(O 1Y 1NN O] =R 47
6. ISSUANCE OF PHOTOCOPIES OF ORDINANCES AND RESOLUTIONS ......uuiiiiiiiiiiieiiiee e eeieeeeenn 49
7. REVIEW AND APPROVAL OF BARANGAY ORDINANCE .....ccvtuiiiinieieieeeiieeeiae e et e e seteeeaaeesaneeenns 51
8. SUBMISSION OF REQUEST FOR FINANCIAL ASSISTANCE ......civtiiiiiieeiieeeeiee et e e eeieeeaieeeaaeeeans 54
OFFICE OF THE MUNICIPAL PLANNING AND DEVELOPMENT COORDINATOR.........cccccu..... 56
EXTERNAL SERVICES ......cuuiiitiitiiteeite et et e et e ettt e e et e et et e e e aa e e et e et e s ea e e et e st sesn s st eeanssensaens 56
1. ISSUANCE OF LOCATIONAL VIABILITY .. et ttitititeiteeeiee e e e et e et e et e e ae s et s saeeaaeesaeesanseaneesneennnns 57
2. ISSUANCE OF ZONING/LOCATIONAL CLEARANCE FOR BUILDING PERMIT......covviiiiiieiieeeeiee, 59
3. ISSUANCE OF ZONING CERTIFICATION FOR ELECTRICAL CONNECTIONS (RESIDENTIAL,
COMMERCIAL, INSTITUTIONAL, INDUSTRIAL AND AGRO- INDUSTRIAL) .....uvvuvurrrnnnnennnnnennnnnnnnnnnnnnnnns 61
4. ISSUANCE OF PRELIMINARY APPROVAL FOR LOCATIONAL CLEARANCE (PALC) UNDER B.P. 220

F N D 0 TR 1 A 63
5. ISSUANCE OF DEVELOPMENT PERMIT UNDER P.D. 957 AND B.P. 220.......cccoiiiiiiiiiiiieieees 66
6. ISSUANCE OF PRELIMINARY APPROVAL FOR LOCATIONAL CLEARANCE (PALC) FOR MEMORIAL
PARK/ CEMETERY/ COLUMBARIUM .....ivtiiittiitteeiieettestessteestae st s saaeesassaasssnessasstnessnessnsssnessneees 69
7. ISSUANCE OF DEVELOPMENT PERMIT FOR MEMORIAL PARK/ CEMETERY/ COLUMBARIUM
L0 N | =L o3 72



9. ISSUANCE OF ZONING CERTIFICATION ... .enee ettt e e e e e e eeaaens

10.SECURE DATA, MAPS AND OTHER CERTIFICATIONS ...ccuuiittiiitieiteetneeeneeteesnesssseenesanessneesnns
HOUSING AND LAND USE REGULATORY BOARD ... .cuuiiiiiiiiiiii et e e e e e e e e e
OFFICE OF THE LOCAL CIVIL REGISTRAR........coe ottt sttt sttt st sae e sbesresresresnens 91
EXTERNAL SERVICES ........iiiuuiiitiieiiteeeite ettt ee st e e st e e et e s et e s et e e e st e saaa e saan e esaeeeateeeraeeeansns 91
1. APPROVAL OF THE CHANGE OF FIRST NAME (CFN) UNDER RA 9048 ........ooovviiiiiiiiiiiiiiiiiieeee, 92
2. APPLICATION/ ISSUANCE OF MARRIAGE LICENSE ....ccuuiiiiiiiiicii it eeeee e e e e et s e e aaee e 96
3. CORRECTION OF CLERICAL ERROR (CCE) UNDER RA QO48.........euiiiiiiiiiiiiiiiiiiiiiiiiie 99
4. CORRECTION OF GENDER, MONTH AND DAY OF BIRTHUNDER RA 10172 ..o, 102
5. DELAYED REGISTRATION OF BIRTH ..uuuiiiiiiiiiiiiiiie et e e ettt e e e st s e e et s e s et e e saaessaansesanaeees 107
6. DELAYED REGISTRATION OF MARRIAGE AND DEATH ...u.iiiiiiiiiie et e e e eaa e 110
7. ENDORSEMENT OF CIVIL REGISTRY DOCUMENTS .. .cctuiiitiieitiiieiiiieeeteeeetee s e e saieesaaeesanaeens 113
8. ISSUANCE OF AMENDED BRITH CERTIFICATE (WITH JUDICIAL ORDER)......uciiieeeeieieiiiiiiiieeeean 115
9. ISSUANCE OF ANNOTATED BIRTH/MARRIAGE/DEATH CERTIFICATE (WITH JUDICIAL ORDER) ..... 117
10. ISSUANCE OF CERTIFIED TRUE COPIES OF BIRTH, MARRIAGE, AND DEATH CERTIFICATES ..... 119
11. OUT-OF-TOWN REGISTRATION/REPORTING (BIRTH, MARRIAGE, DEATH) .....ccvvvviiiieeeeeeeeen, 121
12. REGISTRATION OF BIRTH/ MARRIAGE! DEATH ....iivtiiiii et 124
13. REGISTRATION OF BIRTH (APPLICABLE TO HOSPITALS AND BIRTHING HOMES) .........ccceeeeeeeee 126
14. REGISTRATION OF FOUNDLING . .cuuuiiittiiitteeet e et e e e e e et e e et e e et e e s et e e s ea e e seaeesanaseeanneeeans 128
15. REGISTRATION OF LEGAL INSTRUMENTS (LEGITIMATION, ACKNOWLEDGEMENT, AFFIDAVIT OF
USE OF SURNAME OF FATHER) ....ttttttttttttttttttttttttssatsasssssesssssssssssssssssssssssssssssssssssssssssssssssssnnnnes 130
1 6. SUPPLEMENT REPORT ...uiiiiiitiiteette et et e e e et e et e et e et e et e s e e et e e b e e an e e st s eaneeeaeeeaeeanesanss 133
OFFICE OF THE MUNICIPAL BUDGET OFFICER.........cooioeieeeceeececeeeee st 135
EXTERNAL SERVICES ........oiituiiitiiiiit ettt ettt e et e et e e et e e et e e e et e e e et e e e eba e e s ebeesateeeaasseaneeeans 135
1. REVIEW AND ENDORSEMENT OF BARANGAY BUDGET......cutiiiiiiiieieeeeee e e e e 136
2. SIGNING OF OBLIGATION REQUEST (OR) ...uuuuttuiiiiiiiniiiiiiiiiiiiisiiiiiiibisisiisiesisissssssesssnnssnnnnnne 137
OFFICE OF THE MUNICIPAL ACCOUNTANT ...ttt sttt st sre s sre e s sre s 138
INTERNAL SERVICES ......uoiiittiiiitiiit et e et e e e e et e e et e ettt e e et e s et e s et e e e et e e e eb e s staeeeaaeenansas 138
1. ASSIST IN THE SIGNING OF CLEARANCE ....cuuiiitiiiteiteeeee et eeee e e st s e e et s et e seneseneeeanseanss 139
2. ISSUANCE OF CERTIFICATE OF INCOME TAX WITHHELD FROM EMPLOYEES......c.ccvvvvveevneeennnen. 140
3. PROCESSING OF ALLOWANCES, HONORARIAAND OTHER FORMS OF COMPENSATIONS ........... 141
4. PROCESSING OF CASH ADVANCES ....uuiituiitiiiitieiteeteetee et e et eeeaee et s st s sanee st ssanssan s s ssaneeenns 151
5. PROCESSING CASH ADVANCES (SPECIAL DISBURSING OFFICER) .......uuuuuvuuiuiiiiiniiniinninnnnnnnnnes 154
6. PROCESSING OF HUMAN RESOURCE DEVELOPMENT AND TRAINING PROGRAM ........ccvueevvnnnees 156
7. PROCESSING OF LIQUIDATION OF CASH ADVANCES......ccuuuiiittieiiiieeitieeeeieeesieessieessneesanneens 158
8. PROCESSING OF SALARY ...cituiiiiieitieeeettteeeteeseteessteeeat e e sateesaaeseaasessaneessanserstnsesrseessneees 162
9. TRANSFER FROM TRUST FUND TO GENERAL FUND FOR UNSPENT BALANCE/EXCESS AMOUNT166
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1. FUND TRANSFERS TO IMPLEMENTING AGENCY
2. FUND TRANSFERS TO NON-GOVERNMENT ORGANIZATIONS / PEOPLE’S ORGANIZATION / CIVIL

SOCIETY ORGANIZATION (NGOS/POS/CSOS).....uuuuuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiisiisiineeiinenee 170
3. ISSUANCE OF ACCOUNTANT’'S ADVICE OF LOCAL CHECKS......uuiiiviieiiiieeeieeeeeeeeeeieeeerieeeeanees 172
4. ISSUANCE OF CERTIFICATE OF TAX WITHHELD (BIR FORM 2307 ) ....ccooiiiiieeeeeeeeeeeeeeeee 173
5. LIQUIDATION OF FUNDS TRANSFERRED TO IMPLEMENTING AGENCY .....ccuiiviiiiiiiieieeeieeaneenn 174
6. PRE-AUDIT OF INFRASTRUCTURE PROJECTS THROUGH BIDDING ........ccovvniiiiiiieiiiieeeiieeeeiies 176
7. PROCESSING OF CLAIMS FOR ROAD RIGHT-OF-WAY ..ottt 182
8. PROCESSING OF CULTURAL AND ATHLETIC ACTIVITIES ..evvuiiittieieeeeiieeeeieeeeeeeaieesaaeesanaeees 186
9. PROCESSING OF DISBURSING VOUCHER FOR PAYMENT TO SUPPLIER........cctvvieiiiieiiieeiinns 188
10. PROCESSING OF EXTRAORDINARY AND MISCELLANEOUS EXPENSES ......cccvviiiivieiiieeeiieeenn, 191
11. PROCESSING FINANCIAL ASSISTANCE FOR THE MUNICIPALITY ..vviiviieiiieeeiieeee e e 192
12. PROCESSING OF FINANCIAL EXPENSES ......uiiitiiiiiiiiiiiieeei e e e e e e st e s e e s e e e eaaaeeeaas 195
13. PROCUREMENT OF GOODS THROUGH ALTERNATIVE MODES........cuuiiiiiiiiiiieeiieeee e, 197
14. PROCUREMENT OF GOODS THROUGH BIDDING.......ciiuuiiiiiiiiiiiceieeee e 202
15. PROCESSING OF LEGAL RETAINER'S FEE ...uiitiiiiiiiiiiiiee ettt e e e e e st e eeaaaeeeaas 207
16. PROCESSING OF OTHER EXPENDITURES ... ccuiiitiiitiiieiieiteeeeeeie et e et s saneestassansssneeenessanseanss 209
OFFICE OF THE MUNICIPAL TREASURER ...ttt st s s 210
o =S YIRS = 2T Lo =< 210
1. COLLECTION OF FEES AND CHARGES AND ISSUANCE OF OFFICIAL RECEIPT ....covvviiiiieiiie, 211
2. COLLECTION OF REAL PROPERTY TAXES AND ISSUANCE OF OFFICIAL RECEIPT......ccvvvvvvvnnnnes 216
3. ISSUANCE OF A CERTIFICATION OF NON-DELINQUENCY .......ccuuiiiiiiiiniiiie it 217
4. ISSUANCE OF COMMUNITY TAX CERTIFICATE ...uuiitniitiieeteeeteeeieeee e et e et esaneeeaeesanssanesenssaneeenas 218
OFFICE OF THE MUNICIPAL ASSESSOR......cco ettt s e s s es s ae s 219
EXTERNAL SERVICES ........oiituiiitiiiiit ettt ettt e et e et e e et e e et e e e et e e e et e e e eba e e s ebeesateeeaasseaneeeans 219
1. ANNOTATION/ CANCELLATION OF MORTGAGES AND BAIL BONDS ON TAX DECLARATION OF REAL

[ 2T = = = 1 220
2. ISSUANCE OF CERTIFICATION OF REAL PROPERTY HOLDINGS/ CERTIFICATION OF WITH/WITHOUT
LY 1= (@ AV =11 1= 221
3. ISSUANCE OF TAX DECLARATION FOR NEWLY CONSTRUCTED BUILDING AND NEWLY INSTALLED
Y00 1] = 28 222
4. |1SSUANCE OF TAX DECLARATION FOR TRANSFER OF OWNERSHIP/ SUBDIVIDED OF CONSOLIDATED
R I 10 ] = =1 = 7 224
5. ISSUANCE OF TAX DECLARATION FOR UNDECLARED LAND (TITLED/UNTITLED) .......uvvvuvvvnnnnnnns 226
OFFICE OF THE MUNICIPAL ENGINEER .......ooi ittt 228
EXTERNAL SERVICES ......ccuuiiiuiiitiitiitteeete et et e et e st e st e s et e et e st e eaa e e st e saaeean e eb s sansraneeenaananes 228
1. ISSUANCE OF BUILDING PERMIT . .cvuuiiiiiieit e et e e e et e et e e et e e et e s et e e s st e e s s s e saaseeaaneeeans 229
2. ISSUANCE OF CERTIFICATE OF OCCUPANCY .....ivtuiiitiieieieeesieeesieesesnsesstnsessteessssssssaesssnaeees 233



OFFICE OF THE MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICER
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1. ISSUANCE OF CERTIFICATE OF INDIGENCY .....ituiiitiitiiieiieiteeieeaieeeteestesaneestassanesanessneesnneeanss

2. ISSUANCE OF CERTIFICATE OF FINANCIAL ASSESSMENT ...ivuiiiiieiteitneeeiieeieeineeeneeenesaneeeneens

3. ISSUANCE OF PERSONS WITH DISABILITY IDENTIFICATION CARD .....ccvuiviieiiiiieeiieeeeeei e,

4. ISSUANCE OF SENIOR CITIZENS IDENTIFICATION CARD ....ccuuiiiiiiiiieiieeiieeiee e e e e e e e

5. ISSUANCE OF SOLO PARENTS IDENTIFICATION CARD.........cuciiiiiiiiiieiiiiiiee e

6. PROVISION OF ASSISTANCE FOR INDIVIDUAL IN CRISIS SITUATION ......ccvviieiiiiiiiie i

7. PREPARATION OF SOCIAL CASE STUDY REPORT FOR THE REFERRAL OF CLIENT TO OTHER
INSTITUTION THAT CAN PROVIDE FINANCIAL ASSISTANCE .......0uiiiiiiiniiiiii st 253
OFFICE OF THE MUNICIPAL AGRICULTURIST .....oooii ettt s 254
EXTERNAL SERVICES ........iiituiiitiiiit e eitte ettt ee st e ettt e e et e e et e e et eeeb e e s eba e sabaeesabasestansseaneeenns 254
1. CONSULTATION & MEDICAL ASSISTANCE FOR SICK ANIMALS ... ceutiitiitiieiieiieeeieeeeeeneeeaneeanss 255
2. DISTRIBUTION OF CORN SEEDS UNDER NATIONAL CORN BANNER PROGRAM..........cccvvvnvennnen. 257
3. DISTRIBUTION OF CORN SEEDS UNDER LOCAL GOVERNMENT UNIT-OFFICE OF THE MUNICIPAL
AGRICULTURIST REGULAR PROGRAM .....ccttiiiiiiieiii et ee et e e et e s s e st e e st e e sab e s saa e e saaeeeans 258
4. DISTRIBUTION OF PAPAYA SEEDLINGS UNDER LOCAL GOVERNMENT UNIT - OFFICE OF THE
MUNICIPAL AGRICULTURIST REGULAR PROGRAM......cuutiiiiiiiiii ettt e et e e eans 259
5. DISTRIBUTION OF RICE SEEDS UNDER NATIONAL RICE PROGRAM (RCEF PROGRAM)............. 260
6. DISTRIBUTION OF VEGETABLE SEEDS UNDER HIGH VALUE CROPS DEVELOPMENT PROGRAM

[ Y40 TSP 261
7. DISTRIBUTION OF VEGETABLE SEEDS UNDER LOCAL GOVERNMENT UNIT-OFFICE OF THE
MUNICIPAL AGRICULTURIST REGULAR PROGRAM ... ..ottt e e e et e e e eans 262
8. EMERGENCY RESPONSE TO PEST AND DISEASES OQUTBREAKS. ......civvuiiiiiieiiiieriieeetieeeeaneens 263
O. ISSUANCE OF CERTIFICATION ...ettuiituniittteeetneesetaeesesneesaassssssessssesstsessansersnneessnessssesesaneeees 264
10 ISSUANCE OF LIVESTOCK INSPECTION CERTIFICATE .. cvueitnieenieeieeiteeteeeneesneesaneseneesnesaneeenss 265
11. MASS VACCINATION OF ANTISRABIES ...evive ittt ettt e et e e e e e e e eanas 266
12. MASS VACCINATION AND DEWORMING OF RUMINANTS ...cvtiitiiiiieeiee e e e e e e e e e e eanas 268
13. PROVISIONS OF TECHNICAL ASSISTANCE ON AVAILING FREE INSURANCE OF CROPS, LIVESTOCK
G FARM IMACHINERIES .. ceuieteiteete et et e et e e e et e et e e e e e e e e e e s et e et e s ea e e et e et e eaneesaeeanseenseees 269
14. PROVISION OF TECHNICAL ASSISTANCE ON CROP PRODUCTION AND MANAGEMENT ............. 270
15. REGISTRATION OF FARMERS AT THE REGISTRY SYSTEM FOR BASIC SECTORS IN AGRICULTURE
[(REST 27 TS 271
16. SEED CERTIFICATION ...uuieieitiete et et e et e e e e st e et e e e e et s s e e e aa e e et e et e s enee st s ea e s eneeeneeanseenss 273
17. SEED GROWER ACCREDITATION ... ttutttetteteettesteeaesensesassaassansssasstssenssssseaesenserneeraneeenns 275
T8, SOIL AN ALY SIS ittt e ettt e e e e et e e ettt e e e et e e et e et e e e e e e a e e et e ra e eaaas 276
19. TECHNICAL ASSISTANCE ON AVAILING OF FARM MACHINERIES AND EQUIPMENT’S ................ 277
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OFFICE OF THE MUNICIPAL HEALTH OFFICER
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2. DENTAL CONSULTATION AND SERVICES ....uuiutiiitniiiniiitieiteeteseaeeeteesanessneestsetneesnsesnesaneseneeens

3. FAMILY PLANNING SERVICE. ... .ctuiiitiiitiiteetee e e e e e e et e e e st e e st s st e s e s st e saaeean e saeeaneseneees

4. IMMUNIZATION PROGRAM......utiitiiiiii ettt ettt et e e e e e e e et e et e e e e s b e e e e e eb e st e eanss

5. ISSUANCE OF HEALTH / MEDICAL / IMMUNIZATION CERTIFICATES ...ucivniiiiieiieeeieeeeeee e e e eaneeen 285
6. ISSUANCE OF PERMIT TO OPEN A TOMB (EXHUMATION PERMIT) .....uuuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiies 287
7. ISSUANCE OF PERMIT TO TRANSFER CADAVER / REMAINS .....cvuiiiiiiiiieeieee e e 288
8. ISSUANCE OF SANITARY PERMIT AND HEALTH CERTIFICATE ...vvuniieneieeeiieeeiee et eeeieeeeeeaeeeneeens 289
O. LABORATORY SERVICE ...uuiiituiitttiiittiettteestieesetaeesetaeesataassssessstesetassetasesstsesstsesrsseesansenes 290
10. MEDICAL CONSULTATION SERVICE/ NON-COMMUNICABLE DISEASE.......ccovvnieiiiieiiieeeiieeenn, 291
11. NEWBORN CARE SERVICE ...couuiiititiiitiieiiee et e et e e st e e st e e saaeesaae e s st e s sbaeesabaassabasseaneenans 292
1 2. PRENATAL SERVICE ...uuuiiitiiiite e it e ettt e ettt e st e e e et e e et e e s e e e e s e e e bt e e e b e e eba e e sabaeeeaaaeeeaneeeans 293
13. PROVISION OF DIRECTLY OBSERVED SHORT COURSE CHEMOTHERAPY FOR LEPROSY PATIENTS
........................................................................................................................................... 294
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e =S 296
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EXTERNAL SERVICES ......ccuuiiiuiiitiiteett ettt et e et e et e et e et e s e e e et e et e e e e s et s sansean e eaassanseanseenaananees 297
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SLAUGHTERHOUSE .. .cttiiiitteeiteee e e et e e et e et e e s et e e e et e e e et e e s et e e s aa e s e ba e eeaa e e eaasessbassstneesansenes 304
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2. APPLICATION FOR LEAVE OF ABSENGCE .....uiuutiitiitneiiieeiieeeeeseieesaeesaesaaee st s et seanseenessanssenseens 310
3. APPLICATION FOR LEAVE OF ABSENCE — REHABILITATION LEAVE, MAGNA CARTA FOR WOMEN
(R.A.9710), MATERNITY AND PATERNITY LEAVE ......uuttiiiiiiiiiiiiiiiiiininisinnninninnnnnnnssnenesnnnnnnnnennne 312
4. APPLICATION FOR LEAVE OF ABSENCE — TRAVEL ABROAD .....u.iivtuiiieteeeeiieeeeieeeesieeeeninsesnnneees 314
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11



11. PAYROLL FOR REPRESENTATION AND TRANSPORTATION ALLOWANCE OF NATIONAL AGENCY B

(O 1 =107 RS 327
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3. LOCAL/SPECIAL RECRUITMENT ACTIVITY etttttttuiieeeeeeeeeeetunnnneeeeeseeeeennsnnnnsaaeesseeeesssnnnnaeeaeees 345
4. SUBMISSION OF CURRICULUM VITAE SEEKING EMPLOYMENT .....ccvvviiiiiieeeeieeeiiiiinn e e e e eeeeeeenns 347
OFFICE OF THE MUNICIPAL LIBRARY ..ottt ess s ees e ses s s s e e ssssensssssensens 348
EXTERNAL SERVICES .......cciiiiiiiiiiiiiiitiitete ettt ettt ettt ettt ettt et e et eeeee e ettt e ettt e ettt et eeeeeeeeeeeeeeeeeeeeeeeeees 348
1. COMPUTER AND INTERNET SECTION (COMPUTER UTILIZATION) ...cooiiieeeeeeeee e 349
2. COMPUTER AND INTERNET SECTION (DIGITAL LITERACY TRAINING) .....uuuuuiiiiiiiiiniiiiiiiiiiniiinnnns 349
3. E-GOVERNMENT SERVICES (DIGITAL NATIONAL ID GENERATE AND DOWNLOAD) ........uvvvvennnnes 350
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8. E-GOVERNMENT SERVICES (NBI CLEARANCE APPOINTMENT) ....uuuuiiiiiiiiniiiiiiiiiininiinnnnnnnnnnnees 352
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10. E-GOVERNMENT SERVICES (PAG-IBIG ID NUMBER VERIFICATION) ...ccooviiieieieeeeeeeeeeee e 353
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O N1 1 o T 354
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MATERNITY, DISABILITIES, FUNERAL AND OTHERS) ....uuuuiieeeiiieeeiiiiiiinaeeeeeeeeeeiininnseeeeeeeeeessnnnnnns 356
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18. LIBRARY CHILDREN’S SECTION (CIRCULATION) ...etvteiitiiieeeeeeeeseessunnsseeeeeeeesssnnnnnseaaeseeenenes 357
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19. LIBRARY CHILDREN'’S SECTION (MovIE TIME / AUDIO BOOKS) ,
20. LIBRARY CHILDREN’S SECTION (STORYTELLING).....uuuuuuuuuuuuunnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnne

21, LIBRARY CIRCULATION ...t tttttetitttaeeeeeeeeeeetstiaaaeeeeeeeeeessssanaaaeeeeeeeesssnnnaeaeeeeeeeessnnnnnaaaeees
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23. LIBRARY READING AREA......cciiitttiiiee e et eeeeettitaa s e e e e e e e eeeetasa s s e e e e e e e e eeaasan e e e e e e e e eeeesannnnaeeeees
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ANNUAL BARANGAY YOUTH INVESTMENT PROGRAM (ABYIP)....cccovviiiiiiiiiiiiiiiiiiiiiiiiiieee 364
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DEVELOPMENT COUNCIL) c.ttttttttiteeeteeee ettt ettt ettt ettt ettt ettt e ettt et e et e e et e e e e e et e e e e eeeeeeeeeeeeeees 365
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L0 2 1 ST O (o] =TT 367
4. YOUTH ORGANIZATION REGISTRATION PROGRAM .....ccoiiiiiieiieeeeeeeeeeeeeee e 368
BUSINESS ONE STOP SHOP - LICENSING OFFICE........cccccrmiinnreninieeriseesesie s 370
EXTERNAL SERVICES .......coutuiuiiiieeeietieiiitiaeeeeeeeeeeeatassaaeaeeeeeeeasssnnaeeeeeeeeeesssnnnnaeeeeeeeeensnnnnnnes 370
1. ASSESSMENT OF FEES FOR (NEW/RENEW) MAYORS’ BUSINESS PERMIT ....ccovvvviviiiiiiiiiieeeenn. 371
2. ISSUANCE OF TRICYCLE MAYOR’S PERMIT AND FRANCHISE .......uuuuuuuuuuninnnnnnninnnnnnnnnnnnnnnnnnnnnes 373
3. LARGE CATTLE BRANDING AND ISSUANCE OF CERTIFICATE OF OWNERSHIP / TRANSFER.......... 374
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CUSTOMER FEEDBACK FORM.......ctiiiiirieisieeseseeesesessesaeesseses e ssesessesaesessessssessesessessssessessssesseses 377
COMPLAINT FORM......ooiiiiiiiieeiisie ettt et s saese et s e e saese e stesesessesesesessenessnsanesensans 378
FEED AND REDRESS MECHANISM.......ooiiiiieeseieeseee e et e s saesessensssessesessessnses 379
CLIENT SATISFACTION MEASUREMENT (CSM) FORM .....cccoiiiiiirineeriseesesee s 380
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1. Application for On-The-Job/Internship/Immersion Training
The Office of the Municipal Mayor accepts students who are required to complete On-the-Job
Training, Internship, Immersion, or similar programs as part of their academic requirements.

Office or Division:

Office of the Municipal Mayor

Classification:

Simple Transaction

Type of
Transaction:

G2C — Government to Citizen

G2B — Government to Business

G2G - Government to Government

Who may avail?

Any individual, business, or entity that needs an institution for On-
the-Job Training, Internship, Immersion, or similar academic

requirements.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Letter of Intent/ Application Letter (1 original copy)

Resume (1 Original Copy)

(1 original copy)

Memorandum of Agreement/ Understanding/ Partnership

List of students to undergo training (1 original copy)

Training supervisor of the
client’s school

AGENCY FEES TO | PROCESSING PERSON
SRS s ACTIONS BE PAID TIME RESPONSIBLE
1. Present 1. Received and
application letters check the Senior
and other required | completeness of Administrative
documents to the requirements Assistant V,
service provider at Senior
the front desk 1.1 Indorse : Administrative
. None 5 Minutes :
applicants to the Assistant Ill,
*Ensure that all Human Resource
necessary and Management Office of the
documents are fully | Office (HRMO) Municipal
signed by all Mayor
signatories
2. Acquire approval | 2. Verify if Administrative
of proposal from departments are Officer IV
the Human available for interns (HRMO),
Resource and in requested offices HRMO Clerk
Management Office | or related offices to None 15 Minutes
(HRMO) client's course. Human
Resource and
Management

Office (HRMO)
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2.1 Inform clients of
their schedule and
office designation

TOTAL None 20 Minutes

2. Issuance of Affidavit of Loss of Senior Citizen ID

The Office of the Municipal Mayor as mandated issues Affidavit of Loss as a legal document
declaring that a security certificate has been lost, stolen, or damaged which can be used for
the purpose of re-issuance.

Office of the Municipal Mayor
Simple Transaction

G2C - Government to Citizen

Elderlies, who are residents of Asingan, whose Senior Citizen
ID is lost, stolen, or damaged

Office of the Municipal Treasurer/
Barangay Hall of the client's residence
Requesting Individual

Community Tax Certificate (CTC)

Valid Government ID (1 Original Copy)

1. Present required 1. Receive and Senior
documents to the verify the Administrative
service provider at completeness of Assistant V,
the front desk requirements None 5 Minutes Senior

Administrative

1.1 Start Processing Assistant I,

the Request Adlz'_gi(;stlr\e;tive
2. Sign and claim 2. Release Affidavit ;
document of Loss to client None 3 Minutes Office of the

Municipal Mayor

TOTAL | None 8 Minutes
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3. Issuance of Mayor’s Clearance/Certification/Indorsement or

Recommendation

The Office of the Municipal Mayor issues clearance/certification for the purpose of
foreign/local employment, business requirement, PNP/AFP/PMA/BJMP/BFP Admissions,
firearm’s license, and other legal and/or general applications that need proof of residency and

local records check.

Office or Division:

Office of the Municipal Mayor

Classification:

Simple Transaction

Type of

G2C — Government to Citizen

G2B - Government to Business

Transaction:

G2G — Government to Government

Who may avail? Residents of Asingan only

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Municipal Mayor’s Clearance:

Community Tax Certificate (CTC) (1 original copy)

Office of the Municipal Treasurer/
Barangay Hall of the client's
residence

Barangay Clearance (1 original copy)

Barangay Hall of the client's
residence

National Police Clearance (1 original copy)

Philippine National Police

Official Receipt (O.R.) from payment of fees
(1 original copy)

Clearance fee PHP 142.00

Documentary
Stamp Tax (DST) PHP30.00

Office of the Municipal Treasurer

Municipal Mayor’s Clearance (First-Time
Jobseekers per RA No. 11261)

Community Tax Certificate (CTC) (1 original copy)

Office of the Municipal Treasurer
/ Barangay Hall of the client's
residence

Barangay Clearance (1 original copy)

Barangay Certification for First-Time Jobseeker
(1 original copy)

Barangay Hall of the client's
residence

Police Clearance (1 original copy)

Philippine National Police

Municipal Mayor’s Certification

Official Receipt (O.R.) from payment of fees
(1 original copy)

Clearance fee | PHP 142.00

Office of the Municipal Treasurer
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Documentary Stamp

Tax (DST)

PHP 30.00

Municipal Mayor’s

Indorsement/Recommendation:

Barangay Certification (1 Original Copy)

Barangay Hall of the client's

residence

Request Letter

Requesting Individual

Resume/ PDS/ Pertinent Documents (1 Original

Requesting Individual

Copy)
AGENCY FEES TO BE | PROCESSING PERSON
SEENTSVERE ACTIONS PAID TIME RESPONSIBLE
1. Present required | 1. Receive Senior
documents to the required Administrative
service provider at | documents and Assistant V,
the front desk verify its Adm\?ﬁglt(;; v
completeness Assistant I,
111 h None 5 Minutes Administrative
. nstruct the Aide IV,
client to pay the
necessary fee Office of the
at the Office of Municipal Mayor
the Municipal
Treasurer
2. Pay the required | 2. Issuance of Clearance/ Administrative
fees at the Office of | Official Receipt | Certification Officer 1V,
the Municipal (O.R) fee - Revenue
Treasurer PHP 142.00 Collection Clerk Il,
2.1 Instruct the and Revenue
. . Collection Clerk I,
Make sure to get client to present | Documentary Admini .
_ : ministrative
the Official Receipt | O.R. at the Stamp Tax , Aide IV
. ; . 5 Minutes ide 1V,
that will be issued Office of the (DST)
upon payment and | Municipal PHP 30.00 Office of the
check if details of Mayor Municipal
the receipt are For First Treasurer
correct. Time
jobseekers
(None)
3. Submit the 3. Accept Senior
Official Receipt to documents and Administrative
the service provider | Official Receipt Assistant Ill,
at the Office of the None 5 Minutes Administrative
Municipal Mayor 3.1 Start Aide IV,
. Administrative
processing the Ai
ide |,
request Office Clerks
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Office of the
Municipal Mayor

4. Claim the
Clearance/
Certification/
Indorsement or
Recommendation

4. Record the
details of the
document at the
releasing
logbook and
instruct the
client to sign to
acknowledge of
receipt

4.1 Issue the
Clearance/
Certification/
Indorsement or
Recommendation
to the Client.

None

5 Minutes

Senior
Administrative
Assistant Il
Administrative
Aide IV,
Administrative
Aide |,
Office Clerks

Office of the
Municipal Mayor

TOTAL

PHP 172.00

15 Minutes
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4. Issuance of Mayor’s Permit

The Office of the Municipal Mayor, issues Mayor’s Permit for the rental of public infrastructure,

facilities, and equipment owned and operated by the local government.

Note: Programs or activities conducted by educational, charitable, religious and governmental
institutions free to the public shall be exempted from the payment of the fees provided, that

the corresponding Mayor's Permit shall be secured accordingly.

Office or Division: Office of the Municipal Mayor

Classification: Simple Transaction

G2C — Government to Citizen

Type of Transaction: _
G2B — Government to Business

Who may avail? All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Mayor’s Permit for Temporary Use of Roads, Streets,
Sidewalks, Alleys, Patios, Plazas, and Playground:

Request Letter (1 original copy)

Requesting Individual

Official Receipt (O.R.) from payment of fees
(1 original copy)

PHP

Permit Fee 100.00/sqm/day

Office of the Municipal
Treasurer

Mayor’s Permit for the Conduct of Group Activities:

Request Letter (1 original copy)

Requesting Individual

Official Receipt (O.R.) from payment of fees
(1 original copy)

Conference, meetings, rallies and

demonstrations outdoors, in parks, PHP 1,000.00
plazas, roads/streets;

Dances; Coronation and Ball; PHP 500.00
Promotional Sales; PHP 1,000.00
Other group activities PHP 500.00

Office of the Municipal
Treasurer

Rental Charges for the Use of Asingan Sports Complex:

Request Letter (1 original copy)

Requesting Individual

Official Receipt (O.R.) from payment of fees
(1 original copy)

PHP 1,500.00/day:
PHP 750.00/half day

Without air-conditioning

Office of the Municipal
Treasurer
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With air conditioning, 15t three (3)
Hours;

PHP 7,500.00/day;
PHP 1,000.00 for
the succeeding
Hours

Charges for additional equipment/
accompaniment per day:

Orchestra PHP 1,500.00/day
Combo PHP 1,000.00/day
Light and sound PHP 700.00/day
Video PHP 300.00/day

For Burial/Exhumation/Transfer or Removal of Cadaver

Permit

Request Letter (1 original copy)

Requesting Individual

Recommendation Slip (1 original copy)

Municipal Health Office
— Rural Health Office

Official Receipt (O.R.) from payment of fees

(1 original copy)

Burial/Transfer of Cadaver

PHP 105.00

Exhumation of Cadaver

PHP 210.00

Office of the Municipal
Treasurer

AGENCY FEES TO PROCESSING PERSON
CLIENT STEFS ACTIONS BE PAID TIME RESPONSIBLE
1. Present 1. Receive None 5 Minutes Senior
requirements to the | required Administrative
service provider at | documents and Assistant V,
the front desk check the Senior
Administrative

completeness

1.1 Instruct the
client to pay the
required fees at
the Office of the
Municipal
Treasurer

Assistant 111,
Administrative
Aide IV,

Office of the
Municipal Mayor

2. Pay the required | 2. Issue Official
fees at the Office of | Receipt (O.R.)
the Municipal
Treasurer 2.1 Instruct the
client to present
*Make sure to get | O.R. at the Office
the Official Receipt | of the Municipal
that will be issued Mayor

upon payment and
check if details of
the receipt are
correct

table above

See the

for the fee
per service

5 Minutes Administrative

Officer IV,
Revenue
Collection Clerk
1,
Revenue
Collection Clerk I,
Administrative
Aide IV,

Office of the
Municipal
Treasurer
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3. Return to the Office 3. Accept Senior
of the Municipal Mayor | documents and Administrative
for processing and Official Receipt Assistant I,
release of Mayor’s Administrative
Permit 3.1 Start Offggeci\e/,rks
processing the None 5 Minutes ’
*Pres.ent Official request Office of the
Receipt (O.R.) or proof Municipal Mayor
of payment 3.2 Issue
appropriate
Mayor’s Permit
See the
table above
TOTAL for 15 Minutes
applicable
fees
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5. Issuance of Occupational Permit for Employment
The Office of the Municipal Mayor issues Occupational Permit for the purpose of local
employment and other legal and/or general applications that need proof of residency and local

records.

Office or Division:

Office of the Municipal Mayor

Classification: Simple Transaction

Type of Transaction:

G2C — Government to Citizen

Who may avail?

Residents of Asingan only

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Community Tax Certificate (CTC) (1 original copy)

Office of the Municipal Treasurer/
Barangay Hall of the client's
residence

Barangay Clearance (1 original copy)

Barangay Hall of the client's
residence

National Police Clearance (1 original copy)

Philippine National Office Stations

Health Card/Certificate (1 original copy)

Municipal Health Office - Rural
Health Unit |

Official Receipt (O.R.) for payment fees (1 original
copy)

Occupational permit fee PHP 190.00

Documentary Stamp Tax (DST) | PHP 30.00

Office of the Municipal Treasurer /
Barangay Hall of the client's
residence

For employees below 18 years old:

Birth Certificate (1 original copy)

Parental Consent (1 original copy)

Valid ID of parents/guardian (1 original copy)

Requesting Individual

AGENCY FEES | proCESSING PERSON
CLIENT STEPS ACTIONS TSAFDE TIME RESPONSIBLE
1. Present required 1. Receive requires Senior
documents to documents and Administrative
Service Provider at | check its Assistant V,
the front desk completeness S.GP’OF .
Administrative
None 5 Minutes Assistant I,
1.1 Instruct the Administrative
client to pay the Aide IV,
required fees at the
Office of the Office of the
Municipal Treasurer Municipal Mayor
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AGENCY FEES TO BE PROCESSING PERSON
CLIENT STEPS ACTIONS PAID TIME RESPONSIBLE
2. Pay the required | 2. Issue Official Occupational Administrative
fees at the Office of | receipt (O.R.) permit fee — Officer 1V,
the Municipal PHP 190.00 Revenue
Treasurer 2.1 Instruct the and Collection Clerk
client to present | Documentary R I,
*Make sure to get | O.R. at the Stamp Tax 5 Minutes Colleizgzug/erk
the Official Receipt | Office of the (DST) |
that will be issued Municipal Mayor PHP 30.00 Admin Aide IV,
upon payment and
check if details of For first time Office of the
the receipt are jobseekers Municipal
correct (None) Treasurer
3. Return to the 3. Accept
Office of the documents and
Municipal Mayor for | Official Receipt Senior
processing and Adm/:nistrative
release of 3.1 Start A"‘\j‘;‘jﬁg’:; g‘l/’e
Occupatlonal processing the None 5 Minutes Aide IV,
Permit for request Office Clerks
Employment ’
3.2 Issue the Office of the
*Present Official Occupational Municipal Mayor
Receipt (O.R.) or Permit for
proof of payment Employment
TOTAL | PHP 220.00 15 Minutes
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Proposals, and Queries

This service involves receiving, reviewing, and appropriately addressing incoming
correspondence, including requests, proposals, and inquiries. The Office ensures that each
document is properly logged, assessed, and directed to the relevant department or individual
for further action. Clients or stakeholders will be notified of the outcome or required steps
following the review of their submissions.

Office of the Municipal Mayor
Simple Transaction
G2C - Government to Citizen

G2B — Government to Business
G2G — Government to Government

Residents of Asingan only

Official letter or Correspondence with supporting documents —
if applicable
(1 Original Copy)
Request letter, endorsements, transmittal, proposal, memo,
and query with clear descriptions, contact details and
supporting documents

1 Original Co

Requesting Individual

Requesting Individual

1. Present 1.1 Receive, classify,
required verify, log submitted Senior
documents to documents Administrative
service provider Assistant V,
at the front desk | 1.2 Prepare endorsement Senior -
letter directed to relevant AXS’Z';;:Z ?7/‘1/6
department or individual | e | 30 Minutes | Administrative
Aide |V,
1.3 Submit the document Office Clerk
for signing or for approval
Office of the
1.4 Log documents duly Municipal Mayor
approved and signed
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2. Claim 2. Provide the documents Senior
documents duly | to the client and ask them Administrative
signed or to sign the logbook as Assistant V,
approved. Sign | acknowledgment of Senior
logbook as receipt. AX;E;Z;ZZ?Z‘;‘Q
proof of receipt Administrative

2.1 Release the None 5 Minutes Aide IV,

endorsement letter to the Office Clerk

relevant department or Office of the

individual and instruct the Municipal Mayor

recipient to sign the

logbook to acknowledge

receipt.

TOTAL | None 35 Minutes
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The Office of the Municipal Mayor offers scholarship assistance to qualified but flnanC|aIIy
disadvantaged students pursuing any four- or five-year degree at Pangasinan State
University, Urdaneta City University, and the University of Eastern Pangasinan. Additionally,
the Office coordinates other scholarship opportunities provided by DOST, CHED, and various
public and private Higher Education Institutions (HEls) and State Universities and Colleges
(SUCs).

Office or Division:

Office of the Municipal Mayor

Classification:

Simple Transaction

Type of Transaction:

G2C — Government to Citizen

Who may avail?

Indigent college students residing in Asingan

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Student profile/ Resume/ Curriculum Vitae with
photo and signature (1 Original Copy)

Requesting student

Copy)

Barangay Certificate of Indigency (1 Original Barangay hall of the student’s

residence

Copy)

Copy of Report Card (Form 138) (1 Original

University Registrar Office from the

School Record (Form 137) (1 Original Copy) following schools:

(1 Original Copy)

Copy of latest enrollment or registration form

Pangasinan State University
Urdaneta City University
University of Eastern Pangasinan

FEES
AGENCY PROCESSING PERSON
CLIENTSTIERS ACTIONS T&?DE TIME RESPONSIBLE
1. Submit required | 1. Receive
documents to the requirements and
service provider at | check the )
the front desk completeness of Senior
the documents Administrative
Assistant I,
1.1 Provide the None 5 Minutes Administrative
student with the Aide IV,
schedule of Office of the
screening/ Municipal Mayor
assessment
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2. Attend on
scheduled date and
undergo the

2. Conduct screening
process

screening process 2.1 Instruct students A dmsigigltcr);tive
through interview to monitor Assistant [V
and/or examination | announcements for Senior ’
at the office of the the list of students L :
. L None 1 Hour Administrative
Municipal Mayor eligible for the Assistant II]
scholarship grant. Administrative
. Aide IV
2.2 Compile and . ’
carefully review Office Clerks
results to identify the ,
eligible student O&'J’r?igf ;hle
3. Eligible students | 3. Communicate Ma opr
will visit the Office of | results and conduct y
the Municipal Mayor | an onboarding None 15 Minutes
program for the
scholars
1 Hour and
TOTAL | None 20 Minutes
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8. Schedule an appointment with the Municipal Mayor
This service allows individuals or groups to schedule a meeting with the Municipal Mayor or
their authorized representative. Appointments can be made for purposes such as
discussions, consultations, or addressing specific concerns.

Office of the Municipal Mayor
Simple Transaction

G2C - Government to Citizen
G2B - Government to Business

G2G — Government to Government
Residents, community groups, businesses, and

organizations with concerns or matters to discuss with the
Municipal Mayor or their representative.

Endorsement from the Barangay or concerned office/unit
of competent authority with supporting documents - if
applicable (1 Original Copy)

Communication Letter or Request Letter with supporting
documents - if applicable (1 Original Co

Requesting Individual/
organization/ business entity

Requesting Individual/
organization/ business entit

1. Submit required 1. Receive

documents at the request and check

front desk requirements

* Make sure that your | 1.1 Check the S_e_nlor .

letter includes your availability of the Adml_nlstratlve

contact details, such | Municipal Mayor’s . ASS'Sta.mt v,

as an email address | schedule None 5 Minutes S_e.nlor .

or phone number. Adm!nlstratwe
1.2 Schedule the A'Ac\lsrr?:zf:t?;'::\lle
appointment and Aide IV,

inform the client of
the meeting date

and time Office of the

2. Appear at the 2. Provide the M&r;;:)ﬁal
scheduled date and clients with
time at the office of instructions and None 1 Hour
the Municipal Mayor | assist them in the
conduct of the
meeting
1 Hour and

TOTAL None 5 Minutes
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9. Solemnization of Marriage by the Local Chief Executive

Article 7 (2) of the Family Code of the Philippines provides for rules and regulations
governing the registration of authority to solemnize marriage, which empowered the
Municipal Mayor as Solemnizing Officer to solemnize marriages within their area of
jurisdiction under R.A. 7160 otherwise known as the Local Government Code of the
Philippines.

Office or Division: Office of the Municipal Mayor
Classification: Simple Transaction
Type of Transaction: | G2C — Government to Citizens
Who may avail? All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Solemnization of Marriage through a Marriage
License
Certificate of No Marriage (CENOMAR) Philippine Statistics Authority
(1 original copy) (PSA)
. Office of the Municipal
(%egrfijgi]n(;fl tc):cc;trl)wy;mrtles Trgasurer/ Barangay Hall of the
Clients Residence
Marriage License (1 original copy) Offiqe of the Municipal Civil
Registrar
Certificate of Compliance (COC) from attending the Municipal Social Welfare and
Pre-Marriage Counseling Development Office (MSWDO)
Office of the Municipal Civil
Family Planning Seminar Registrar
(1 original copy) Rural Health Unit | — Local
Population Office
Parental Advice (for ages 22-25) (1 original copy) Requesting Individual/s
Parental Consent (for ages 18-21) (1 original copy) Requesting Individual/s
List of Sponsors (1 original copy) Requesting Individual/s
Solemnization of Marriage under Article 34 of the
Family Code:
Certificate of No Marriage (CENOMAR) (1 original Philippine Statistics Authority
copy) (PSA)
Office of the Municipal
Cedula of both parties (1 original copy) Treasurer or Barangay Hall
where the client resides
Affidavit of Cohabitation (1 original copy) Notary Public/ Law Office
Affidavit of Two Disinterested Persons (1 original copy) | Notary Public/ Law Office
List of Sponsors (1 original copy) Requesting Individual
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AGENCY FEES TO BE | PROCESSING
CLIENT STEPE ACTIONS PAID TIME RESPONSIBLE
1. Present 1. Receive
required requirements and Senior
documents to check the Administrative
service provider at | completeness Assistant V,
the front desk Senior
1.1 Instruct the , Administrative
. None 5 Minutes Assistant Il
client to schedule Administrative
and undergo the Aide IV,
Pre-Marriage
Counselling and Office of the
Family Planning Municipal Mayor
Seminar
2. Visit the MSWD | *MSWD Office Social Welfare
Office to schedule Officer IlI,
the counseling and | 2.1 Schedule the Social Welfare
seminar counseling and Officer I,
seminar Social Welfare
* Make sure to Officer I,
receive the 2.2 Conduct Municipal
Certificate of counseling and Social Welfare
Compliance seminar and
(COC) after None 1 Hour Development
completing the 2.3 Prepare and Office
Pre-Marriage issue the
Counselling Certificate of Local
Compliance to Population
clients who have Officer
fully completed Office of the
the counseling Local
and seminar. Population
Officer
3.Visit the Office of | 3. Check the Senior
the Municipal availability of the Administrative
Mayor to schedule | requested date of Assistant V,
the Solemnization | solemnization Senior
of Marriage _ Adm/f;lstratlve
3.1 Reserve dates None 5 Minutes ASS{szfant I(/,
Administrative
and process the Aide IV
request
Office of the

Municipal Mayor
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4. Attend the 4.1 Conduct Senior
Solemnization of the Administrative
Marriage on Solemnization Assistant V,
scheduled date at the | of Marriage Ad S_e(utort‘
Municipal Conference A S’Z’;g ,: ? /I/\l/e
Hall ‘é'?’ C°"e°rt]. Administrative
Fggr;f:r:? 'P Sponsorship Aide 1V,
SpONSOrS Fee 1 Hour, 30 Office Clerk
PHP 53.00 Minutes Office of the
4.2 Prepare Per Sponsor Municipal Mayor
the Certificate
of Marriage
and process
notarization
and
registration
5. Claim Certificate of | 5. Release
Marriage at the Office | certificate to .
of the I%/Iunicipal the clients None 5 Minutes
Mayor
2 Hours,
TOTAL | PHP 53.00 45 Minutes
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Office of the Sangguniang Bayan

External Services
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1. Acceptance Request for Land Reclassification
This service is available to eligible applicants for land reclassification.

Office or Division: Office of the Sangguniang Bayan
Classification: Simple Transaction
G2C — Government to Citizen
Type of Transaction: G2B — Government to Business
G2G — Government to Government
Who may avail? To qualified applicants for land reclassification/ realtors
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Land reclassification from agricultural to
commercial/industrial:
(Prepare at 18 copies each)
Submit letter of intent to the Office of the Municipal
Mayor, the Municipal Vice Mayor, and copy furnished | Requesting Agency or Individual
all the Sangguniang Bayan Members
Barangay Resolution with the following:

e Minutes of Public Hearing

e List of attendees of the Public Hearing

e Picture
Duly notarized neighbor’s consent with affixed
signature
Transfer Certificate of Titel (TCT)
Tax declaration of Real Property
Technical Description
Vicinity Map/ Location Map
Site Development Map
Certification from Municipal Agricultural Office
Certification from the Municipal Planning and
Development Office
Certification from National Irrigation Administration
(NIA) Field Verification Report
Certification from Department of Agrarian Reform
(DAR) for NON-CARP
Checklist of the requirements for the issuance of
Department of Agriculture Certification:
(Original Copies at 4 Copies Each)

Letter of request for department of Agriculture
Certificate address to the Office of the Regional
Executive Director (ORED) to be endorsed by the
Sangguniang Bayan Office.
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Duly accomplished application form — Land Use
Reclassification

Department of Agriculture

(to be filled out by the Applicant)

Municipal Land Use Plan Map (Scale 1:20,000 or
larger/ shape file format) showing the proposed land/s
to be reclassified with coordinates (longitude and
latitude)

Panoramic photos of the area with captions (east,
west, north, south) taken not earlier than one (1)
month before filing of application

Certification from MPDC (total agricultural lands in the
LGU and percentage of converted agricultural land as
approved CLUP)

Certification from Municipal Agriculture Office (actual
use of the property)

Certification from National Irrigation Administration

(that the land is not classified as non-negotiable for
conversion or reclassification under AO 220 (1992)
Certificate of non-irrigation coverage

Proof of ownership

FEES

PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TPOAIIBDE TIME RESPONSIBLE
1. Submit 1. Receive and review
required documents. Ensure that
documents to the | the client has provided
service provider the correct number of
document copies as
required.
SB Secretary,
1.2 Include the Legislative Staff |l
app”cation request to Administrative Aide
the agenda for the 1st vi, AZ’ZZIZ"IS\yat"VG
reading and refer it to o o
the corgnmittee None 20 Minutes Administrative Aide

concerned.

1.3 Inform the client of
the schedule for the
public/committee
hearing and session.

1
Administrative Aide

Office of the
Sangguniang
Bayan
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FEES

PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TPC,)AIIBDE TIME RESPONSIBLE
2. Attend the 2. Conduct 15t reading
committee/ public | of the committee/ public
hearing on the hearing.
scheduled time
and date at the 2.1 Render committee SB Secretary,
Sangguniang report and Legislative Staff I,
Bayan Session recommendations for Administrative Aide
Hall the adoption of the VI, Administrative
. Aide IV,
resolution. Administrative Aide
_ None 2 Hours I,
2.2 Draft the resolution Administrative Aide
based on the
committee's findings Office of the
and recommendations. Sangguniang
Bayan
2.3 Schedule the
resolution for its 2"
reading, to present
drafted resolution.
3. Attend the 2" | 3. Conduct 2" reading
reading of the of the committee/ public
committee/ public | hearing for deliberation
hearing on the and/ or approval.
scheduled time
and date at the 3.1 Upon approval
Sanggunlang prepare thg final form of SB Secretary,
Bayan Session the resolution Legislative Staff I,
Hall _ Administrative Aide
3.2 Secure signhatures VI, Administrative
for the resolution from Aide 1V,
the Sangguniang None 2 Hours Administrative Aide

Bayan Secretary,
Municipal Vice Mayor,
and Municipal Mayor.

*This process will
require 5 working days,
or up to 10 working
days if any of the
signatories are
unavailable due to
official duties or
seminars.

1,
Administrative Aide

Office of the
Sangguniang
Bayan
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FEES | bROCESSING PERSON

CLIENT STEPS AGENCY ACTIONS TPC,)AIIBDE TIME RESPONSIBLE
4. Claim a copy of | 4. Issue a copy of the SB Secretary,
the Resolution. resolution to the client Legislative Staff Il,

and have them sign the Administrative Aide
releasing logbook to vi, A/‘Z\’?Zj’”’féf ative
acknowledge receipt of A dmini; triitiv’e Aide
the document None 5 Minutes

1
Administrative Aide

Office of the
Sangguniang
Bayan
4 Hours,
TOTAL | NONE 20 Minutes

Steps for the Issuance of Department of Agriculture Certification:

1. The Sangguniang Bayan Office will endorse the copies of the above requirements to
the Office of the Regional Executive Director (ORED), Department of Agriculture for
the issuance of DA Certificate.

2. The Regional Land Use Technical Working Group (RLUTWG) Secretariat will furnish
a scan copy of the application letter and filled up application form to the Technical
Review Team (TRT), Bureau of Soils and Water Management (BSWM) Secretariat
through electronic mail, courier and/or registered mail.

3. The Regional Land Use Technical Working Group (RLUTWG) together with Technical
Review Team (TRT), Bureau of Soils and Water Management (BSWM) shall conduct
validation of the submitted documents and submit a joint recommendation to the
Regional Executive Director (RED).

4. The Regional Executive Director (RED) shall issue duly signed DA Certificate to LGU,
copy furnished Bureau of Soils and Water Management — Agricultural land
Management and Evaluation Division (BSWM-ALMED) and Department of
Agriculture Office of the Secretary (DA OSEC. (If areas applied for reclassification are
to remain as agricultural, the RED shall recommend alternative areas for
development purposes).

5. After the copy of the DA Certification will be issued, the Sangguniang Bayan Office
thereafter will cause for the immediate reclassification.
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2. Acceptance Request for Quarry Permit D g PR
This applies to companies, Civil Society Organizations, or any entity intending to operate
within Asingan.

Office or Division: Office of the Sangguniang Bayan

Classification: Simple Transaction

G2C — Government to Citizen

Type of Transaction: G2B — Government to Business

G2G — Government to Government
All Non-Government Organizations and People’s
Organization of Asingan, Pangasinan.

Quarry Operators

Who may avail?

Owner of piggery, gasoline station, rice mill/poultry

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Accreditation of Non-Government Organization/
People’s Organization: (Prepare at 18 copies each)
Duly accomplished application form for accreditation
Board Resolution
Certificate of Registration issued by the SEC or CDA
List of current officers and members
Latest Annual Accomplishment Report
Latest Financial Statement
Profile indicating the purpose and objectives of the
organization
Copy of the Minutes of the latest meeting of the
organization
Constitution and by-laws duly registered with the SEC
or CDA
Application for Quarry Permit: (Prepare at 18 copies)
Letter of intent to the Municipal Mayor and Municipal
Vice Mayor, copy furnished all the Sangguniang Bayan
Members
Barangay Resolution with;

Transcript of Barangay Public Hearing

Requesting Agency or
Individuals

Barangay Hall of the company

List of Attendees with their affixed signature address
Tax Declaration
Duly notarized neighbor’s consent with signatures Requesting Agency or
Lot Title Individuals
Photocopy of the quarry site plan
Clearance from the IMPACT Office of the Governor Office of the Governor

Department of Environment and

Clearance from DENR Natural Resources
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Additional requirements for Quarry Permit:

Five (5) year work program duly prepared and signed
by license mining engineering/geologist.

Initial Environmental Examination (IEE) Report

Environmental Protection and Enhancement Program

Proof of Technical Competence

Requesting Agency or

Proof of financial capability

Individuals

Duly certified articles of incorporation/partnership,
association by laws and certificate of registration
issued by Securities and Exchange Commission (SEC)

Environmental Compliance Certificate (ECC)

Application for Piggery/Gasoline Station/Rice
Mill/Poultry: (Prepare at 18 copies each)

Barangay Resolution;

Transcript of Barangay Public Hearing

List of Attendees with their affixed signatures

Title/Tax Declaration

Clearance from the Department of Agrarian Reform

Letter of Application

Feasibility Study or background information of the
project

Certification from the Municipal Assessor for non-
tenancy of the lot

Duly notarized affidavit Neighbor’s consent (with their
affixed signature)

ECC clearance from the DENR

Bills of Materials/Project cost estimate/Map site
Development Plan

Latest Tax Receipt

Lease Contract

AGENCY
ACTIONS

FEES TO

CLIENT STEPS BE PAID

PROCESSING

TIME

1. Receive and
review documents.
Ensure that the
client has provided
the correct number
of document copies
as required.

1. Submit
required
documents to
the service

provider None

20 Minutes
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PERSON
RESPONSIBLE

SB Secretary,
Legislative Staff I,
Administrative Aide VI,
Administrative Aide 1V,
Administrative Aide Il
Administrative Aide

Office of the
Sangguniang Bayan




FEES

AGENCY PROCESSING PERSON
CLIENT STEPS ACTIONS 5SS TIME RESPONSIBLE
1.2 Include the
application request
to the agenda for
the 1st reading SB Secretary,
and refer it to the Legislative Staff I,
committee Administrative Aide VI,
concerned. Administrative Aide 1V,
Administrative Aide Ill,
1.3 Inform the Administrative Aide
client of the ,
schedule for the S nOfﬁ(r:](_a ﬂf tr|13e n
public/committee angguniang Baya
hearing and
session.
2. Attend the 2. Conduct 1%
committee/ public | reading of the
hearing on the committee/ public
scheduled time hearing.
and date at the
Sangguniang 2.1 Render
Bayan Session committee report
Hall and
recommendations
for the adoption of
the resolution. SB Secretary,
Legislative Staff Il
Administrative Aide VI,
‘esolution based Administrative Aide IV
None 2 Hours Administrative Aide I,

on the committee's
findings and
recommendations.

2.3 Schedule the
resolution for its
2"d reading, to
present drafted
resolution.

Administrative Aide

Office of the
Sangguniang Bayan
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FEES

AGENCY PROCESSING PERSON
CLIENT STEPS ACTIONS TPOAII?,DE TIME RESPONSIBLE
3. Attend the 2" 3. Conduct 2
reading of the reading of the
committee/ public | committee/ public
hearing on the hearing for
scheduled time deliberation and/
and date at the or approval.
Sangguniang
Bayan Session 3.1 Upon approval
Hall prepare the final
form of the
resolution
SB Secretary,
3.2 Secure Legislative Staff Il
; Administrative Aide VI,
Cesalution from the Adminisirative Aide IV
Sangguniang None 2 Hours Adm/n{s{rat/vg Aldg 1,
Administrative Aide
Bayan Secretary,
Municipal Vice Office of the
Mayor, and Sangguniang Bayan
Municipal Mayor.
*This process will
require 5 working
days, or up to 10
working days if
any of the
signatories are
unavailable due to
official duties or
seminars.
4. Claim a copy of | 4. Issue a copy of SB Secretary,
the Resolution. the resolution to Legislative Staff I,
the client and have Administrative Aide VI,
them sign the _ Adm/:n/:stratl:ve Al:de 1V,
releasing logbook None 5 Minutes Adm/n{szfrat:vg A:dg 1,
to acknowledge Administrative Aide
receipt of the Office of the
document Sangguniang Bayan
4 Hours,
TOTAL | NONE 20 Minutes
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3. Acceptance Request of Verified Administrative Complaint Against

Erring Elective Barangay Officials
The Sangguniang Bayan resolves administrative complaints brought to its attention.

Office of the Sangguniang Bayan

Simple Transaction

G2C — Government to Citizen

G2B — Government to Business

G2G - Government to Government

General Public

Notarized Complaint (1 Original copy)

Requesting Agency /Individual

Official receipt for payment of Filling Fee

Filling Fee

PHP 1,000.00

Office of the Municipal Treasurer

1. Submit required

1. Receive and

the receipt are
correct

documents to the | review documents SB Secretary,
service provider Legislative Staff Il
1.2 Instruct client to Administrative Aide
provide 18 copies of Vi, Af\'j’("j’g’f\y ative
all pertinent g o
documents None 15 Minutes Admm/stlrﬁt/ve Aide
, , Administrative Aide
1.3 Advice client to
proceed to the Office Office of the
of the Municipal Sangguniang
Treasurer to pay for Bayan
the required fee
2. Pay required 2. Issue Official
fees at Mynlmpal Receipt upon full Administrative
Hall _—.Offlce of the | payment. Officer IV,
Municipal _ Revenue Collection
Treasurer 2" 2.1 Instruct client to Clerk Il
window. return to the Office Filling Revenue Collection
of the Sangguniang Fee 5 Minutes Clerk I,
*Make sure to get | Bayan and present PHP Administrative Aide
the Official Receipt | the Official Receipt | 1,000.00 v
that will be issued i
upon payment and Office of the
check if details of Municipal
Treasurer
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AGENCY FEES TO | PROCESSING PERSON

CLIENT STEPS

ACTIONS BE PAID TIME RESPONSIBLE
3. Return to the 3. Receive the SB Secretary,
Office of the required document Legislative Staff
Sangguniang Bayan | and official receipt, L
and present the then verify its Adrz/.mst\r/ "J;t’Ve
Official Receipt contents ide VI,
Administrative
Aide 1V,
3.1 Process the None 10 Minutes Administrative
request Aide 1ll,
Administrative
Aide
Office of the
Sangguniang
Bayan
PHP .
TOTAL 1,000.00 30 Minutes

RESPONSIBILITIES OF SERVICE PROVIDER
PROVISIONS FROM THE LOCAL GOVERNMENT CODE

Section 62. NOTICE OF HEARING

a) That within seven (7) days, after the administrative complaint is filed, the Sanggunian
concerned shall require the respondent to submit his/her verified answer within fifteen
(15) days from receipt thereof and commence the investigation of the case within ten
(10) days after the receipt of such answer of the respondent.

b) When the respondent is an elective official of the province or a highly urbanized city,
such hearing and investigation shall be conducted in the place where he renders or
holds office. For all other local elective officials, the venue shall be the place where the
Sanggunian concerned is located.

c) However, no investigation shall be held within ninety (90) days immediately prior to any
local election, and no preventive suspension has been imposed to the ninety (90) days
period immediately preceding local election, it shall be deemed automatically lifted
upon the start of the aforesaid period.
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Section 63. PREVENTIVE SUSPENSION

a)

b)

d)

Preventive suspension may be imposed by the Mayor, if respondent is an elective
official of the barangay.

Preventive suspension may be imposed at any time after the issues are joined, when
the evidence of guilt is strong, and given the gravity of the offense, there is great
probability that the continuance in office of the respondent could influence or pose a
threat to the witnesses to the safety and integrity of the records and other evidence;
Provided, that any single preventive suspension of the local elective official does not
extend beyond sixty (60) days; Provided, further that the event that several
administrative cases are filed against an elective official, he cannot be preventively
suspended for more than ninety (90) days within a single year on the same grounds
existing and known at the time of the first suspension.

Upon expiration of the preventive suspension, the suspended elective officials shall be
deemed reinstated in the office without prejudice to the continuation of the proceedings
against him, which shall be terminated within one hundred twenty (120) days from the
time he was formally notified of the case against him. However, if the delay in the
proceedings of the case is due to his fault, neglect or request other than the appeal
duly filed, the duration of such delay shall not be counted in computing the time of
termination of the case.

Any abuse of the exercise of the power of preventive suspension shall be penalized as
abuse of authority.

Section 64. SALARY OF RESPONDENT PENDING SUSPENSION:

The respondent official preventively suspended from office shall receive no salary or
compensation but upon subsequent exoneration and reinstatement, he shall be paid full
salary or compensation including such emoluments during such suspension.

Section 65. RIGHTS OF RESPONDENT

The respondent shall be accorded full opportunity to appear and defend himself in person or
by counsel, to confront and cross-examine the withesses and the production of documentary
evidence in his favor through the compulsory process of subpoena or subpoena duces tecum.

Section 66. FORM AND NOTICE OF DECISION

a)

b)

The investigation of the case shall be terminated within (90) days from the start thereof.
Within thirty (30) days after the end of the investigation, the Office of the President or
the Sanggunian concerned shall render a decision in writing stating clearly and
distinctly the facts and the reasons for such decision. Copies of said decision shall
immediately be furnished the respondent and all interested parties.

The penalty of suspension shall not exceed the unexpired term of the respondent or a
period of six (6) months for every administrative offense, nor shall said penalty be a
bar to the candidacy of the respondent so suspended as long as he meets the
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qualification on shall be considered a bar to the candidacy of the respondent fomamy
elective position.

Section 67. ADMINISTRATIVE APPEALS

Decision in administrative cases may within (30) days from receipt thereof, be appealed to
the following:

a) The Sangguniang Panlalawigan, in the case of decisions of the Sangguniang
Panlungsod of component cities and the Sangguniang Bayan.

Section 68. EXECUTION PENDING APPEAL

An appeal shall not prevent a decision from becoming final or executory. The respondent shall
be considered as having been placed under preventive suspension during the pendency of
an appeal. And the event the appeal results in an exoneration, he shall be paid his salary and
such other emoluments during the pendency of the appeal.
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4. Issuance of Approved Sangguniang Bayan Ordinance
Provide Clients who are requesting copies of the approved ordinances.

Office or Division:

Office of the Sangguniang Bayan

Classification:

Simple Transaction

Type of Transaction:

G2C — Government to Citizen

G2G - Government to Government

Who may avail?

General Public

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Duly accomplished request form

Office of the Sangguniang Bayan

Request Letter

Requesting Agency /Individual

AGENCY FEES TO | PROCESSING PERSON
GHISNIESIIERE ACTIONS | BE PAID TIME RESPONSIBLE
1. Submit required 1. Receive SB Secretary,
documents to the document and Legislative
service provider or | review request Staff Il,
fill-up request form at Administrative
the lobby desk 1.2 Search for the A d:;:’gfst\r/zgﬁv e
requested Aide IV
documents None 35 Minutes Administrative
Aide I,
1.3 Process the Administrative
request, have the Aide
document dated
and signed, then Office of the
record it in the Sangguniang
releasing logbook Bayan
2. Claim the 2.1 Issue the SB Secretary,
requested Photocopy | photocopy of the Legislative
of Ordinances or Resolutions or Staff ll,
Resolutions and sign | Ordinances Administrative
the releasing requested and A d:;:’g?st\r/;ﬁve
Logbook instruct the client Aide IV,
to sign the None 3 Minutes Administrative
releasing logbook Aide Il
to confirm receipt. Administrétive
Aide
Office of the
Sangguniang
Bayan
TOTAL NONE 38 Minutes

46




5. Issuance of the Certificate of Posting for Infrastructure Project, Civ

Cases and Criminal Cases
The Sangguniang Bayan regulates the posting of documents.

Office of the Sangguniang Bayan

Simple Transaction

G2C - Government to Citizen

G2B — Government to Business

G2G — Government to Government

Document for posting (1 Photocopy)

Companies, groups, individuals, or any entity.

Requesting Agency /Individual

Official receipt for payment of Posting fee

Posting Fee

PHP 100.00

Office of the Municipal Treasurer

1. Submit required 1. Receive and SB Secretary,
documents to the review documents Legislative Staff
service provider i i
1.2 Advice client ’z;zgt\’/";’t"’e
o proceed (o the Administrative
Office of the Aide IV
Municipal None 15 Minutes Administrative
Treasurer to pay Aide Ill,
for the required Administrative
fee Aide
Office of the
Sangguniang
Bayan
2. Pay required fees | 2. Issue Official Administrative
at Municipal Hall — Receipt upon full Officer IV,
Office of the payment. c /Fe;{e”“g/ iy
Municipal Treasurer ollec ’/‘I’” er
2"d window. 2.1 Instruct client | Posting Revenue
to return to the Fee . .
. llect lerk |
*Make sure to get the | Office of the PHP 5 Minutes Czden:ﬁgtgg&e ’
Official Receipt that | Sangguniang 100.00 Aide IV
will be issued upon Bayan and
payment and check if | present the Office of the
details of the receipt | Official Receipt Municipal
are correct Treasurer
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3. Return to the 3. Receive SB Secretary,
Office of the required Legislative Staff
Sangguniang document and M
Bayan and receipt, then Administrative
present the verify its contents Ad,f,ﬁ-g,-it\,/el;t,-ve
Official Receipt Aide IV,
3.1 Process the None 15 Minutes Administrative
request by Aide I,
preparing the Administrative
certificate, then Aide
date, sign, and
sealed. Office of the
Sangguniang
Bayan
4. Claim the 4. Issue the SB Secretary,
requested Certificate of Legislative Staff
Certification Posting to the . ’_” .
client and have Ad’;?;gft\r/‘j't’ve
them sign the Administrative
releasing logbook Aide IV,
to a(?knowledge None 3 Minutes Administrative
receipt and/or, Aide Ill,
post the Administrative
document at the Aide
Sangguniang
Bayan Bulletin Office of the
Board Sangguniang
Bayan
TOTAL | PHP 112.50 38 Minutes
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6. Issuance of Photocopies of Ordinances and Resolutions
The Sangguniang Bayan provides copies of ordinances and resolutions for mformatlonal

purposes.

Office or Division:

Office of the Sangguniang Bayan

Classification:

Simple Transaction

Type of Transaction:

G2C — Government to Citizen

G2G — Government to Government

Who may avail?

All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Request letter or;

Requesting Agency /Individual

Fill-up request form

Office of the Sangguniang Bayan

Official Receipt for payment of fees;

First copy PHP 100.00 Office of the Municipal Treasurer
Per additional copy PHP 12.50
FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS | 55,10 TIME RESPONSIBLE
1. Submit required 1. Receive SB Secretary,
documents to the document and Legislative
service provider or | review request Staff I,
fill-up request form Administrative
at the lobby desk 1.2 Search for the Aide VI,
requested Adml'n/strat/ve
Aide 1V,
documents None 30 Minutes Administrative
Aide Il
1.3 Advice client to Administrative
proceed to the Aide
Office of the
Municipal Treasurer Office of the
to pay for the Sangguniang
required fee Bayan
2. Pay required fees | 2. Issue Official Administrative
at Municipal Hall — | receipt upon full First Officer 1V,
Office of the payment. Photoco Revenue
Municipal Treasurer Py Collection Clerk
2"d window. 2.1 Instruct client to PHP I,
return to the Office 100.00 c Revenue
N . , ollection Clerk
Make sure to get of the Sangguniang Additional 5 Minutes I
the Of_flClaI Recelpt Bayan 'a'nd present copy Administrative
that will be |ssuedd the Official Receipt PHP Aide 1V,
upon payment an
check if details of 12.50/ per Office of the
the receipt are copy Municipal
correct Treasurer

49




AGENCY FEES TO PROCESSING
CLIENTSTEPS | acTiONs | BEPAID TIME RESPONSIBLE
3. Return to the 3. Receive SB Secretary,
Office of the required Legislative
Sangguniang document and Staff Il,
Bayan and receipt, then Adm’.n'Str ative
present the verify its contents Ad,ﬁﬂfgt\,/;’ﬁve
Official Receipt Aide IV,
3.1 Process the None 15 Minutes Administrative
request, have the Aide Ill,
document dated Administrative
and signed, then Aide
record it in the
releasing logbook Office of the
Sangguniang
Bayan
4. Claim the 4. Issue the SB Secretary,
requested photocopy of the Legisiative
Photocopy of Resolutions or Staftll,
Ordinances or Ordinances Adm{n/stratlve
Resolutions and requested and A dr,::'giit\/{al;tive
sign the releasing | instruct the client Aide IV,
Logbook to sign the None 3 Minutes Administrative
releasing logbook Aide I,
to confirm receipt. Administrative
Aide
Office of the
Sangguniang
Bayan
TOTAL| 5 53 Minutes
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7. Review and Approval of Barangay Ordinance

This service ensures that the projects, programs and activities of the barangay’s are aligned
with those of the municipality.

Office of the Sangguniang Bayan

Simple Transaction

G2C — Government to Citizen

G2G - Government to Government

All 21 Barangays of Asingan, Pangasinan.

Prepare 18 copies each:

Barangay Ordinance
Minutes of the Barangay Public Hearing Requesting barangay
List of Attendees at the Barangay Public Hearing

1. Submit required 1. Receive and SB Secretary,
documents to the review Legislative Staff
service provider documents. L
client has Aide VI,
. Administrative
provided the X
b f Aide 1V,
correct number o Administrative
docume_nt copies Aide Ill,
as required. Administrative
Aide
1.2 Include the
application Office of the
request to the Sangguniang
agenda for the 1st None 20 Minutes Bayan

reading and refer
it to the committee
concerned.

1.3 Inform the
client of the
schedule for the
public/committee
hearing and
session.
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FEES

CLIENT PROCESSING PERSON
STEPS AGENCY ACTIONS 70 BE TIME RESPONSIBLE

2. Attend the | 2. Conduct 15t reading

committee/ of the committee/ public

public hearing | hearing.

at the

scheduled 2.1 Render committee

timg qnd date. | report/ . SB Secretary,

(Within 10 recommendations for Legislative Staff I,

Working Days) | the adoption of the Administrative Aide VI,
resolution. Administrative Aide 1V,

None 2 Hours Administrative Aide I,

2.2 Draft the resolution Administrative Aide
based on the _
committee's findings Office of the
and recommendations. Sangguniang Bayan
2.3 Schedule the
resolution for its 2"
reading, to present
drafted resolution.

3. Attend the | 3. Conduct 2" reading

2" reading of | of the committee/ public

the committee/ | hearing for deliberation

public hearing | and/ or approval.

at the

scheduled 3.1 Upon approval

time and date. | prepare the final form

(Within 5 of the resolution

Working Days) SB Secretary,
3.2 Secure signatures p ;ﬁ%gﬁg‘ﬁ esltzg e”’VI
Iﬁ;@;g;ﬁﬁgﬂg from Administrative Aide 1V,

None 2 Hours Administrative Aide Il

Bayan Secretary,
Municipal Vice Mayor,
and Municipal Mayor.

*This process will
require 5 working days,
or up to 10 working
days if any of the
signatories are
unavailable due to
official duties or
seminars.

Administrative Aide

Office of the
Sangguniang Bayan
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4. Claim a copy of | 4. Issue a copy of the SB Secretary,
the Resolution. resolution to the client Legislative Staff
and have them sign L
the releasing logbook Administrative
to acknowledge receipt Aide VI,
of the document Administrative
Aide 1V,
4.1 The Secretariat will None > Minutes Adn,z\liggtlrﬁtlve
transmit the approved Administrative
SB Ordinance to the Aide
Sangguniang
Panlalawigan for Office of the
review and approval. Sangguniang
(minimum of 2 months) Bayan
4 Hours,
TOTAL | NONE 20 Minutes
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8. Submission of Request for Financial Assistance

The Sangguniang Bayan approves resolution for financial assistance chargeable against the
20% Development Fund or Public Affairs Fund of the Municipality and/or personal fund of the
SB members.

Office of the Sangguniang Bayan
Simple Transaction
G2C - Government to Citizen

G2G - Government to Government

Barangay’s, Schools, NGO’s and other duly recognized
organizations/associations

Resolution from Barangay, School, NGO/PO, other Barangay, School, NGO/PO,

duly recognized organizations/associations other duly recognized
(18 Photocopies) organizations/associations
The project estimate and program of works must be Barangay, School, NGO/PO,

signed by the Municipal Engineer or their authorized other duly recognized
representative, along with the appropriate signatures, | organizations/associations
as applicable, from the following:

Barangay — Punong Barangay

Schools — School Head

NGOs/POs — President (accredited by the SB)
18 Photocopies

1. Submit required | 1. Receive resolution SB Secretary,
documents to the | and review its Legislative
service provider at | contents Staff I,
the lobby desk Adm{nlstrat/ve
1.2 Inform the client of A dll::'giit\l{;’tive
any alterations or Aide [V
corrections and Administre;tive
arrange the_schedule None 30 Minutes Aide I,
for the session Administrative
Aide
1.3 Include the
resolution in the Office of the
agenda under the Sangguniang
"Business of the Day" Bayan

and notify the client of
their official schedule.
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FEES
AGENCY PROCESSING PERSON
GHISNIESIIS ACTIONS TISA?DE TIME RESPONSIBLE
2. Attend the session | 2. Assist the client SB Secretary,
on the designated in the conduct of Legislative
date and time at the | the session. Staff Il,
Office of the Administrative
: Aide VI,
Sangguniang Bayan 2.1 Upon approval Administrative
of the request, Aide IV
proceed with the Administrative
processing and Aide IIl,
prepare the Administrative
Sangguniang _ None 1 Hour Aide
Bayan resolution.
Office of the
2.2 Advise the Sangguniang
client to await a Bayan
notification or
further instructions
regarding the
availability of the
resolution for
receipt.
3. Claim the 3. Record the Legislative
requested copy of the | approved Staff I,
approved resolution at the Administrative
Sangguniang Bayan | releasing logbook Aide VI,
resolution and sign Administrative
the releasing logbook | 3.1 Issue the AdA'.d.e v,
> ministrative
at the Off_lce of the approved_ Aide Il
Sangguniang Bayan. | Sangguniang Administrative
Bayan resolution None 3 Minutes Aide
* Thoroughly review and have the client
the resolution to sign the Releasing Office of the
ensure that all logbook as Sangguniang
information is confirmation of Bayan
accurate and that it receipt of the
has been fully signed | document.
by all required
signatories.
1 Hour and
TOTAL | None 33 Minutes
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Office of the Municipal Planning and Development
Coordinator

External Services
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1. Issuance of Locational Viability

To ensure the viability of

the place where the construction is to be undertaken.

Office of the Municipal Planning Development Coordinator

Complex Transaction

G2C - Government to Citizen

G2G - Government to Government

All

Land Title (1 photocopy) Office of the Municipal Assessor
Recent Tax Declaration (1 photocopy) Office of the Municipal Assessor
Recent Tax Receipt (1 photocopy) Office of the Municipal Treasurer
1. Submit required 1. Review Zoning
documents document Officer/Municipal
presented Planning and
Development
None 25 Minutes Officer
Municipal
Planning and
Development
Office
2. Fill up application | 2. Advise client
form to pay at the
Office of the None
Municipal
Treasurer
3. Have it notarized
the Locational Form None
4. Return to service
, None
provider.
5. Pay the necessary | 5. Official Issue Local Treasury
fee to the Receipt (O.R.) Operations
Treasurer’s Office. Officer, Revenue
PHP 5 Minutes Collection Clerk
342.00
Office of the
Municipal
Treasurer
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6. Present the 6. Process & Zoning

Official Receipt to release the Officer/Municipal
service provider at certificate of Planning and
MPDC Office locational Development
V|qb|I|ty. File None 5 Minutes Officer
office copy.
Municipal

Planning and
Development
Office

PHP .
TOTAL 342.00 35 minutes
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2. Issuance of Zoning/Locational Clearance for Building Permit e
Zoning/Locational clearance is an approval document and serves as pre-requisite in issuance
of building permit to guarantee the structure's compliance with the municipality's
Comprehensive Land Use Plan and Zoning Ordinance.

Office or Division: Office of the Municipal Planning Development Coordinator
Classification: Highly Technical

G2C — Government to Citizen

Type of Transaction: | G2B — Government to Business

G2G — Government to Government

Who may avail? All

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Application form for Locational Clearance/Cert. of Municipal Planning and
Zoning Compliance (2 Original Copies) Development Office
Sketch Plan/Vicinity Map as described in the Licensed and registered Geodetic
Application Form (2 photocopies) Engineer
Site Development Plan as described in the Licensed and registered Geodetic
Application Form (2 photocopies) Engineer

Any of the following requirement is related to the right over land:
Certified True Copy of Certificate of Title (1
photocopy)

Certified True Copy of Tax Declaration (1 photocopy) | Office of the Municipal Treasurer
Pro-Forma affidavit as describe in the Application
Form (2 Original Copies)

In case the property is not registered in the name
of the applicant, Any of the following:

(2 Photocopies Each)

Office of the Municipal Treasurer

Notary Public

Duly notarized Deed of Sale or Deed of Donation Notary Public

Contract of Lease or Authorization to use Land Rightful Owner

Bill of Materials/Project Cost Estimate (2 Licensed and Registered
Photocopies) Engineer/Architects
Environmental Compliance Certificate (ECC) Department of Environmental and
-if applicable Natural Resources (DENR)

CLIENT STEPS | AGENCY ACTIONS FEES TO | PROCESSING PERSON

BE PAID TIME RESPONSIBLE
1. Present fully 1. Receive a fully . ,
accomplished and | accomplished and ZO;\ZZ% igff;c;er/
duly notarized duly notarized Plannin P and
application form application form. Develolfment
None 15 Minutes Officer
1.1 Assess fees, Municipal

prepare order of
payment and refer
to the Office of the
Municipal Treasurer

Planning and
Development
Office
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2. Payment of

2. Receive payment

Local Treasury

fees. and issue official As per Operations
receipt Schedule Officer, Revenue
of Fees 5 Mi Collection Clerk
inutes
Imposed
by Office of the
HLURB Municipal
Treasurer
3. Present official | 3. Evaluate and Zoning
Receipt and verify requirements. Officer/Municipal
submit complete . Planning and
requirements. 3.1 Prepare Zoning / None 5 Minutes Developgment
Locational Officer
Clearance.
4. Claim Zoning/ | 4. Approve and issue Municipal
Locational of Zoning / None 5 Minutes Planning and
Clearance Locational Development
Clearance Office
As per
Schedule
TOTAL | °TF€8S | 30 minutes
Imposed
by
HLURB
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3. Issuance of Zoning Certification for Electrical Connections

(Residential, Commercial, Institutional, Industrial and Agro- Industrial)
Zoning Clearance is issued to business establishment once it has been verified to conform
with the Comprehensive Land Use Plan and Zoning Ordinance of the municipality.

Office or Division: Office of the Municipal Planning Development Coordinator
Classification: Simple Transaction
Type of . G2C — Government to Citizen
Transaction:
Who may avail? Proprietors or Owners of business establishments, Corporations
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Land Title (1 photocopy) Owner
Tax Declaration (1 photocopy) Owner
Tax Receipt (1photocopy) Owner
Sketch Map/Vicinity Map Owner/Electrician
Picture of House or establishment Owner
Notarized Affidavit of Consent (if not owner of the lot)
or Notarized Deed of Sale (photocopy) or Notarized Oowner
Contract to Sale, Affidavit of Self Adjudication or
Subdivision or Survey Plan
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Present required 1. Receive the
documents. required Zoning
documents. Officer/Municipal
Planning and
1.1 Evaluate Development
documents. None 10 Minutes Officer
1.2 Prepare order Municipal
of payment; Refer Planning and
to the Office of Development
the Municipal Office
Treasurer
2. Payment of Fees. | 2. Receive Local Treasury
payment and Operations
issue official Officer, Revenue
receipt. See table 5 Mi Collection Clerk
inutes
below
Office of the
Municipal
Treasurer
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3. Present official 3. Process Zoning
receipt. documents. Officer/Municipal
Planning and
3.1 Approve and Development
issue of Zoning None 5 Minutes Officer
Clearance.
Municipal
Planning and
Development
Office
TOTAL | S8 1801 | 50 Minutes
below
PROJECT TYPE FEES
Residential PHP342.00
Institutional PHP447.00
Commercial/Industrial PHP656.00
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4. Issuance of Preliminary Approval for Locational Clearance (PALC)
UNDER B.P. 220 AND P.D. 957

Preliminary Approval for Locational Clearance (PALC) is a document required for an
enterprise or a private person to secure before developing (start of construction/development)
a subdivision project with or without housing component to ensure that the project is in
conformity with the Comprehensive Land Use Plan and Zoning Ordinance of the municipality.

Office or Division: Office of the Municipal Planning Development Coordinator
Classification: Highly Technical

G2C — Government to Citizen

Type of Transaction: | G2B — Government to Business

G2G — Government to Government

Developers, House Contractors, Lot Owners, Business
Proprietors, Private Companies

Who may avail?

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Letter of Intent Owner/Developer

— Municipal Planning and
PALC Application Form Development Office
Site Development Plan as described in the Licensed and registered
Application Form (Two Sets — 1 original copy and 1 | Architect/Geodetic Engineer/Civil
photocopy) Engineer/Environmental Planner
Vicinity Map as prescribed in the Application Form | Licensed and registered Geodetic
(2 photocopies) Engineer
Topographic Plan as prescribed in the Application Licensed and registered Geodetic
Form (2 photocopies) Engineer
Survey Plan of Lots as described in the TCTs. Licensed and registered Geodetic
(2 photocopies) Engineer
Certified True Copy of Titles (2 photocopies) Municipal Assessor’s Office

Certified True Copy of Tax Declaration (2
photocopies)

Certified True Copy of Current Tax Receipts

(2 photocopies)

Right to Use or the Deed of Sale of right-of-way for
access roads and other utilities when applicable Notary Public
(2 photocopies)

Sworn Statement as to nature, number and income
level of beneficiaries (2 photocopies)

Sworn Statement as to the maximum selling price
per unit (2 photocopies)

Bill of Materials/Project Cost Estimates

(2 photocopies)

Endorsement of Sangguniang Barangay thru a
Resolution (2 photocopies)

Certified True Copy of Conversion Clearance if land | Department of Agrarian Reform
is agricultural (2 photocopies) (DAR)

Municipal Assessor’s Office

Office of the Municipal Treasurer

Notary Public

Notary Public

Licensed Engineers/Architects

Barangay
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Certified True Copy of Environmental Compliance

Certificate (ECC) (2 photocopies)

Department of Environment and I
Natural Resources

Zoning Certification (2 photocopies)

Municipal Planning and
Development Office

FEES TO BE | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS PAID TIME RESPONSIBLE
1. Submit Letter | 1. Receive Letter of
of Intent fully Intent, fully
accomplished accomplished and
and duly duly notarized None 5 Minutes
notarized application form and
application form | complete Zoning
and complete requirements. Officer/Municipal
requirements. 1.1 Evaluate Planning and
Payment of requirements and None 5 Working Development
fees. site visits; Prepare days Officer
evaluation report.
1.2 Assess fees, As per the Municipal
prepare order of Schedule of Planning and
payment and refer Fees Development
to the Office of the Imposed by Office
Municipal Treasurer HLURB. 5 Minutes
Under P.D.
957 and B.P.
220
5 mins
2. Payment of 2. Receive payment As per the Local Treasury
fees. and issue official Schedule of Operations
receipt Fees Officer, Revenue
Imposed by Collection Clerk
HLURB. :
5 Minutes Office of the
Under P.D. Municipal
957 and B.P. Treasurer
220
5 mins
2.1 Submit technical Zoning
evaluation to SB Officer/Municipal
members and Planning and
members of the Development
Land U.SG None 10 Minutes Officer
Committee for
Consideration in Municipal
their deliberations Planning and
and/or approval of Development
the project. Office
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2.2 Deliberation
and approval by
the Sangguniang

Sangguniang
Bayan and Land
Used Committee

Bayan and Lan None 15 Working Days
Used Committee Asingan,
of the project Pangasinan
3. Claim the 3. Issue PALC Zoning
Preliminary duly signed by Officer/Municipal
Approval for the Municipal Planning and
Locational Mayor, Land Development
Clearance (PALC) Used Committee N . Officer
) one 5 Minutes
Chairman and
MPDC. Municipal
Planning and
Development
Office
As per
Schedule
TOTAL of Fees | 20 days and 30
Imposed minutes
by
HLURB

PALC is covered Under P.D. 957 and B.P. 220 and qualified for multi-stage processing
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5. Issuance of Development Permit Under P.D. 957 AND B.P. 220
Development Permit (in addition to securing Locational Clearance) is a required document for
all owners and/or developers of subdivision projects which shall be subject of evaluation by
the concerned Municipal Departments or Offices, pursuant to the provision of PD 957 and its
Implementing Rules and Regulations, of BP 220 and its Implementing Rules and Regulations
and in accordance with the procedures laid down in E.O. 71, Series of 1993.

Office or Division: Office of the Municipal Planning Development Coordinator
Classification: Highly Technical

G2C — Government to Citizen

Type of Transaction: | G2B — Government to Business

G2G — Government to Government

Developers, House Contractors, Lot Owners, Business
Proprietors, Private Companies

Who may avail?

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Engineering Design Plans/Construction to include Licensed and Registered Civil
the following: Engineer/Sanitary Engineer
Road (Geometric and Structural) Design as Licensed and Registered Civil
prescribed in the Application Form (2 photocopies) | Engineer
Storm Drainage and Sanitary Sewer System as Licensed and Registered Civil

prescribed in the Application Form (2 photocopies) | Engineer/Sanitary Engineer
Site Grading Plan as prescribed in the Application Licensed and Registered Civil
Form (2 photocopies) Engineer

Licensed and Registered Civil
Engineer/Sanitary Engineer/
Mechanical Engineer

Water System Layout as prescribed in the
Application Form (2 photocopies)

Certified True Copy of Tax Declaration as
prescribed in the Application Form (2 photocopies)
Certified True Copy of Conversion Clearance if land | Department of Agrarian Reform
is agricultural (2 copies) (DAR)

Environmental Compliance Certificate (ECC) or
Certificate of Non-Coverage (CNC) whichever is
applicable (2 photocopies)

Municipal Assessor’s Office

Department of Environment and
Natural Resources (DENR)

Municipal Planning and
Development Office

Zoning Certification (2 photocopies)

Project Description for Projects: (2 photocopies
each)

Project Profile as prescribed in the Application Form | Owner/Developer
Licensed and registered
Accountant

Audited Financial Statement

Income Tax Return for at least three (3) proceeding

years

. . Securities and Exchange
SEC Registration Commission (SEC) 9
Articles of Incorporation or partnership Owner/Developer

Bureau of Internal Revenue (BIR)

66



Corporation by-laws and all implementing
amendments

Owner/Developer

For New Corporations (3 years and below):

Statement of Capitalization

Owner/Developer

Sources of Income

Owner/Developer

Cash flow

Owner/Developer

Plans Specification, Bill of Materials and Cost
Estimates (2 photocopies)

Licensed and Registered
Engineers/Architects/Environmental
Planners

Application for Permit to Drill (2 photocopies)

National Water Resources Board
(NWRB)

Application for Power Supply System (2
photocopies)

PANELCO Il

Traffic Impact Assessment for projects 30 hectares
and above (2 photocopies)

Consultants

Housing Construction: (3 photocopies each)

Housing Plans as prescribed in the Application
Form

Licensed and registered
Engineers/Architecs

Sworn Statements as prescribed in the Application
Form

Notary Public

List of Names of duly Licensed Professionals who
signed the plans and other similar documents as
prescribed in the Application Form (2 photocopies)

Owner/Developer

CLIENT AGENCY FEESTO | PROCESSING
STEPS ACTIONS | BE PAID TIME SERSIONIXES RGNS
1. File fully 1. Receive
:ﬁgo(;r;?hshed ;uc!gom lished Zoning Officer/ Municipal
Jy b Planning and Development
notarized and duly Officer
application Notarized None 5 Minutes
i%rrrnn \?2:2 ?Oprﬁl'lc;ant(ljon Municipal Planning and
b Development Office
requirements. | complete
requirements.
1.1 Evaluate
requirements
and site visit; Local Treasury Operations
prepare Officer,
evaltlj’tatlon None 5 working days Revenue Collection Clerk
repo
g Office of the Municipal
Treasurer
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PERSON

CLIENT AGENCY FEES TO | PROCESSING
STEPS ACTIONS BE PAID TIME RESPONSIBLE
1.2 Assess fees As per
and prepare of Schedule of
order of payment Fees 5 Minutes
Imposed by Local Treasury
HLURB Operations Officer,
1.3 Process As per the Revenue Collection
payment and issue | Schedule of Clerk
of official receipt Fees
Imposed b . Office of the
I-?LURB. ’ 5 Minutes Municipal Treasurer
Under P.D.
957 and B.P.
220
1.4 Submit
technical evaluation
to SB Members
and members of
the Land Used None 10 Minutes | Sangguniang Bayan
Committee for
consideration and/
or approval of the
project.
1.5 Deliberation
and approval by the
g:;ggir:gnl?and None 15 \E/)V:;I:ng Sangguniang Bayan
Used Committee of
the project
1.6 Issue the Zoning Officer/
Development Municipal Planning
Permit duly signed and Development
by the Municipal . Officer
Mayor, Land Used None 5 Minutes
Committee Municipal Planning
Chairman and and Development
MPDC. Office
As per
Schedule of
TOTAL Fees 20 days and
30 minutes
Imposed by
HLURB

DP is covered Under P.D. 957 and B.P. 220 and qualified for multi-stage processing
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6. Issuance of Preliminary Approval for Locational Clearance (PALC) For

Memorial Park/ Cemetery/ Columbarium

Preliminary Approval for Locational Clearance (PALC) is a document required for an
enterprise or a private person to secure before developing (start of construction/development)
a memorial park/cemetery/columbarium to ensure that the project is in conformity with the
Comprehensive Land Use Plan and Zoning Ordinance of the municipality.

Office or Division: Office of the Municipal Planning Development Coordinator

Classification: Highly Technical

G2C — Government to Citizen

Type of Transaction:

G2B — Government to Business

G2G — Government to Government

Who may avail?

Developers, House Contractors, Lot Owners, Business
Proprietors, Private Companies

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Letter of Intent

Owner/Developer

PALC Application Form

Municipal Planning and
Development Office

Site Development Plan as described in the
Application Form (Two Sets — 1 original copy and 1
photocopy)

Licensed and registered
Architect/Geodetic Engineer/Civil
Engineer/Environmental Planner

Vicinity Map as prescribed in the Application Form
(2 photocopies)

Licensed and registered Geodetic
Engineer

Topographic Plan as prescribed in the Application
Form (2 photocopies)

Licensed and registered Geodetic
Engineer

Survey Plan of Lots as described in the TCTs.
(2 photocopies)

Licensed and registered Geodetic
Engineer

Certified True Copy of Titles (2 photocopies)

Municipal Assessor’s Office

Certified True Copy of Conversion Clearance if land
is Agricultural (2 photocopies)

Department of Agrarian Reform

Certified True Copy of Environmental Compliance
Certificate or Certificate of Non-Coverage (CNC) (2
photocopies)

Department of Environment and
Natural Resources (DENR)

Zoning Certification (2 photocopies)

Municipal Planning and
Development Office
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PERSON

FEES TO | PROCESSING
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit Letter | 1. Receive Letter of
of Intent, fully Intent, fully
accomplished accomplished and
and duly duly Notarized None 5 Minutes
notarized application form and
application form | complete . ,
with complete requirements. Zoning _O_ff/cer/
requirements. 1.1 Evaluate As per Mun!CIp al
. Planning and
requirements and Schedule D
o evelopment
site visit; prepare of Fees Offi
. icer
evaluation report Imposed
by Municipal
HLURB 5 Days Planning and
Development
Under A
P.D. 957 Office
and B.P.
220
1.2 Assess fees and
prepare of order of None 2 Minutes
payment
2. Payment of 2. Receive payment Local Treasury
fees. and issue of official Operations
receipt Officer, Revenue
None 5 Minutes Collection Clerk
Office of the
Municipal
Treasurer
2.1 Submit
Technical evaluation
to SB Members and
Land Used Sangguniang
Committee for None 10 Minutes
: . Bayan
consideration in
their deliberations
and/or approval of
the project.
2.2 Deliberation and
approval by the
Sangguniang Bayan None 15 Working Sangguniang
and Land Used Days Bayan

Committee of the
project.
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3. Claim the 3. Issue PALC Zoning
Preliminary duly signed by the Officer/Municipal
Approval for Municipal Mayor, Planning and
Locational Land Used Development
Clearance (PALC) | Committee N . Officer
Chairman and one 5 Minutes
MPDC. Municipal
Planning and
Development
Office
As per
Schedule
TOTAL of Fees 20 days and
Imposed 27 minutes
by
HLURB

PALC is covered Under P.D. 957 and B.P. 220 and qualified for multi-stage processing
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7. Issuance of Development Permit for Memorial Park/ Cemetery/

Columbarium Projects

Development Permit (in addition to securing Preliminary Approval and Locational Clearance
(PALC)) is required for all enterprises/private persons or an LGU who wants to develop
memorial park/cemetery/columbarium which shall be subject of evaluation by the concerned
Municipal Departments or Offices, pursuant to the Rules and Regulations for Memorial
Parks/Cemeteries promulgated by the Department of Human Settlement and Urban
Development (DHSUD).

Office or Division: Office of the Municipal Planning Development Coordinator

Classification: Highly Technical

G2C — Government to Citizen

Type of Transaction: G2B — Government to Business

G2G — Government to Government
Developers, House Contractors, Lot Owners, Business
Proprietors, Private Companies

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Development Permit for Memorial Park/ Cemetery/
Columbarium Projects Application Form
(4 Original copies)
Final Memorial Park/Cemetery Plan as prescribed in Licensed and Registered

Who may avail?

Municipal Planning and
Development Office

the Application Form (2 photocopies) Environmental Planner
Engineering Plans as prescribed in the Application Licensed and registered Civil
Form (2 photocopies) Engineer

Storm Drainage as prescribed in the Application Form | Licensed and registered Civil

(2 photocopies) Engineer/Sanitary Engineer
Centralized or combined Storm and Sewer System as | Licensed and registered Sanitary
prescribed in the Application Form (2 photocopies) Engineer

Site Grading Plan as prescribed in the Application Licensed and registered Civil
Form (2 photocopies) Engineer

Electrical Plan and specifications as prescribed in the | Licensed and registered Electrical
Application Form (2 photocopies) Engineer

Landscaping Plan as prescribed in the Application Licensed and Registered

Form (2 photocopies) landscape Architect

Summary of Project Study as prescribed in the

Application Form (2 photocopies) Consultants/owner/Developer

Proof of ownership or right over land:

Certified True Copy of Title (2 photocopies) Office of the Municipal Assessor

Certified True Copy of Tax Declaration as prescribed
in the Application Form (2 photocopies)

Office of the Municipal Assessor

72



Certified True Copy of Current Real Estate Tax
Receipt (2 photocopies)

Office of the Municipal Treasurer

Intent to Sell and Authority to Develop (2 photocopies)

Owner

Clearances/permits as prescribed in the Application
Form (2 photocopies)

National Water Resources Board
(NWRB)

Certified True Copy of Conversion Clearance if land is
agricultural (2 copies)

Department of Agrarian Reform
(DAR)

Permit when necessary (2 photocopies)

Department of Public Works and
Highways (DPWH)

Initial and Operational Clearances (2 photocopies)

Department of Health (DOH)

Environmental Compliance Certificate (ECC) or
Certificate of Non-Coverage (CNC) whichever is
applicable (2 photocopies)

Department of Environment and
Natural Resources (DENR)

Joint Affidavit as prescribed in the Application Form
(2 photocopies)

Owner/Developer and Licensed
Environmental Planner

List of Names of duly Licensed Professionals who
signed the plans and other similar documents as
prescribed in the Application Form (2 original copies)

Owner/Developer

AGENCY FEES TO | PROCESSING PERSON
CLIENT STERS ACTIONS BE PAID TIME RESPONSIBLE
1. Submit Letter of 1. Receive Letter
Intent, fully of Intent, fully
accomplished and accomplished
duly notarized and duly
application form with | Notarized ) )
complete application form None 5 Minutes Zoning Officer/
requirements. and complete Municipal
requirements. Planning and
Development
Officer
1.1 Evaluate Municipal
requirements and Planning and
site visit; prepare None 5 Days Development
evaluation report Office
1.2 Assess fees
and prepare of None 2 Minutes
order of payment
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2. Payment of fees.

2. Receive

Local Treasury

payment and As per Operations
: . Schedule .
issue of official of Fees Officer, Revenue
receipt Imposed 5 Minutes Collection Clerk
by Office of the
HLURB Municipal
Treasurer
2.1 Submit
Technical
evaluation to SB
Members and
Land Used Sanggunian
Committee for None Sgyan J
consideration in
their deliberations
and/or approval
of the project.
2.2 Deliberation
and approval by
the Sangguniang _ nagunian
Bayan and Land None 5 Minutes Sa Igag;ana 9
Used Committee
of the project.
3. Claim the 3. Issue PALC Zoning
Preliminary Approval | duly signed by Officer/Municipal
for Locational the Municipal Planning and
Clearance (PALC) Mayor, Land Development
Used Committee None 5 Minutes Officer
Chairman and
MPDC. Municipal
Planning and
Development
Office
As per
Schedule
of Fees 5 Days
TOTAL Imposed 22 Minutes
by
HLURB

DP is covered Under P.D. 957 and B.P. 220 and qualified for multi-stage processing.

74




8. Issuance of Approval for Alteration of Plan

All owners and/or developers of subdivision projects may avail this service if alteratlons are

to be done on the development plans of the project.

Office or Division:

Office of the Municipal Planning Development Coordinator

Classification: Highly Technical

G2C — Government to Citizen

Type of Transaction:

G2B — Government to Business

G2G — Government to Government

Who may avail?

Developers, House Contractors, Lot Owners, Business
Proprietors, Private Companies

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Development Permit for Memorial Park/ Cemetery/
Columbarium Projects Application Form
(4 Original copies)

Municipal Planning and
Development Office

Final Memorial Park/Cemetery Plan as prescribed in
the Application Form (2 photocopies)

Licensed and Registered
Environmental Planner

Engineering Plans as prescribed in the Application
Form (2 photocopies)

Licensed and registered Civil
Engineer

Storm Drainage as prescribed in the Application Form
(2 photocopies)

Licensed and registered Civil
Engineer/Sanitary Engineer

Centralized or combined Storm and Sewer System as
prescribed in the Application Form (2 photocopies)

Licensed and registered Sanitary
Engineer

Site Grading Plan as prescribed in the Application
Form (2 photocopies)

Licensed and registered Civil
Engineer

Electrical Plan and specifications as prescribed in the
Application Form (2 photocopies)

Licensed and registered Electrical
Engineer

Landscaping Plan as prescribed in the Application
Form (2 photocopies)

Licensed and Registered
landscape Architect

Summary of Project Study as prescribed in the
Application Form (2 photocopies)

Consultants/owner/Developer

Proof of ownership or right over land:

Certified True Copy of Title (2 photocopies)

Office of the Municipal Assessor

Certified True Copy of Tax Declaration as prescribed
in the Application Form (2 photocopies)

Office of the Municipal Assessor

Certified True Copy of Current Real Estate Tax
Receipt (2 photocopies)

Office of the Municipal Treasury

Intent to Sell and Authority to Develop (2 photocopies) | Owner
Clearances/permits as prescribed in the Application National Water Resources Board
Form (2 photocopies) (NWRB)

Certified True Copy of Conversion Clearance if land is
agricultural (2 copies)

Department of Agrarian Reform
(DAR)

Permit when necessary (2 photocopies)

Department of Public Works and
Highways (DPWH)

Initial and Operational Clearances (2 photocopies)

Department of Health (DOH)
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Environmental Compliance Certificate (ECC) or
Certificate of Non-Coverage (CNC) whichever is
applicable (2 photocopies)

Department of Environment and

Natural Resources (DENR)

Joint Affidavit as prescribed in the Application Form

(2 photocopies)

Owner/Developer and Licensed
Environmental Planner

List of Names of duly Licensed Professionals who
signed the plans and other similar documents as
prescribed in the Application Form (2 original copies)

Owner/Developer

AGENCY FEES TO | PROCESSING PERSON
SISV SIS ACTIONS BE PAID TIME RESPONSIBLE
1. Submit Letter of 1. Receive Letter
Intent, fully of Intent, fully
accomplished and accomplished Zoning
duly notarized and duly . . .
application form with | Notarized None 5 Minutes Officer/Municipal
complete application form Planning and
requirements. and complete Development
requirements. Officer
1.1 Evaluate Municipal
requirements and
sitg visit; prepare None 5 Days Planning and
evaluation report Develo.pment
Office
1.2 Assess fees
and prepare of None 2 Minutes
order of payment
2. Payment of fees. | 2. Receive Local Treasury
payment and As per Operations
issue of official Schedule Officer, Revenue
receipt of Fees 5 Mi Collection Clerk
inutes
Imposed
by Office of the
HLURB Municipal
Treasurer
2.1 Submit
Technical
evaluation to SB
Members and
Land Qsed None 10 Minutes Sangguniang
Committee for Bayan

consideration in
their deliberations
and/or approval
of the project.
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2.2 Deliberation
and approval by

the Sangguniang None 15 Working Sangguniang
Bayan and Land Days Bayan
Used Committee
of the project.
3. Claim the 3. Issue PALC Zoning
Preliminary Approval | duly signed by Officer/Municipal
for Locational the Municipal Planning and
Clearance (PALC) Mayor, Land Development
Used Committee . Officer
) None 5 Minutes
Chairman and
MPDC. Municipal
Planning and
Development
Office
As per
Schedule
TOTAL of Fees 20 days and
Imposed 27 minutes
by
HLURB

Alteration of Plan is covered Under P.D. 957 and B.P. 220 and qualified for multi-stage

processing.
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9. Issuance of Zoning Certification
Zoning Certification certifies that the landholding is zoned for uses specified as per approved
Comprehensive Land Use Plan/Zoning Ordinance of the Municipality of Asingan

Office of the Municipal Planning Development Coordinator

Simple Transaction

G2C - Government to Citizen
G2B — Government to Business

G2G — Government to Government

Developers, House Contractors, Lot Owners, Business
Proprietors, Private Companies

Vicinity Map drawn to scale showing the property in
question and showing the landmark

TCT or any proof of ownership or right over the
roperty, Consent

1. Present fully 1. Receive fully

accomplished and accomplished and ,

duly notarized duly notarized None ~ Zoning

application form with | application form Ofﬂce”/MU”’Clpal

supporting with supporting Planning and

documents. documents. Development
1.1 Evaluate of Orficer
documents. None .

Municipal

1.2 Refer to the Planning and
Office of the Development
Municipal None 5 Minutes Office
Treasurer for
payment of fees.

2. Payment of fees. | 2. Receive Local Treasury
payment and Operations
issue official Officer, Revenue
receipt. See Table 5 Minutes Collection Clerk

Below
Office of the
Municipal
Treasurer

3. Present official 3. Preparation of

receipt. Zoning None 3 Minutes
Certification.
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4. Claim the Zoning | 4. Approval and Zoning
Certification issuance of Officer/Municipal
Zoning Planning and
Certification. Development
Officer
None
Municipal
Planning and
Development
Office
TOTAL See Table 13 Minutes
Below
PROJECT TYPE FEES
Residential PHP342.00
Institutional PHP447.00
Commercial/Industrial PHP656.00
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10.Secure Data, Maps and Other Certifications
An enterprise/individuals/government agencies or corporation who need other certifications
from the Office of the MPDC other than Zoning and Locational Clearance and those who want
to secure data or maps may avail of this service.

Office of the Municipal Planning Development Coordinator

Simple Transaction
G2C - Government to Citizen
G2B — Government to Business

G2G - Government to Government

Developers, House Contractors, Lot Owners, Business
Proprietors, Private Companies

Request Letter/Letter of Intent Client

Valid ldentification Card

SSS, GSIS, PAG-IBIG, LTO,
COMELEG,; if student, school ID

1. Present Request
Letter/ Letter of
Intent and valid ID.

1. Receive of
Request Letter
and check ID for
verification.

None

1.1 Check the
availability of
data/maps;
check records
for certification.

None

1.2 Prepare
order of
payment; Refer
of client to the
Office of the
Municipal
Treasurer for
payment of fees.

None

5 Minutes

2. Payment of fees.

2. Receive
payment and
issue of official
receipt.

PHP
172.00

5 Minutes

Local Treasury
Operations
Officer, Revenue
Collection Clerk

Office of the
Municipal
Treasurer
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3. Present official
receipt.

3. Process
request for

data/maps or None
certification.
3.1 Approve and
release data/
maps or 2 Minutes
certification None
requested.
4. Claim the Zoning
data/map(s) or Officer/Municipal
certification Planning and
requested Development
Officer
None
Municipal
Planning and
Development
Office
TOTAL | PHP172.00 | 12 minutes
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Housing and Land Use Regulatory Board
2013 SCHEDULE OF FEES

1. ZONING/ LOCATIONAL CLEARANCE

A. Single residential structure attached or

detached
1. P100,000 and below P288
2. Over P100,000 to P200,000 P576

o
3. Over P200,000 P720+ (1/10 of 1% in excess of

P200,000)
B. Apartments/ Townhouses
1. P500,000 and below P1,440
2. Over P500,000 to P2 Million P2,160
P3,600+ (1/10 of 1% of cost in
3. Over P2 Million excess of P2 Million regardless of

the number of floors)

C. Dormitories

1. P2 Million and below P3,600
P3,600+ (1/10 of 1% of cost in
2. Over P2 Million excess of P2 Million regardless of

the number of floors)

B. Institutional

Project Cost of which is:

1. Below P2 Million P2,880

2 Over P2 Million P2,880+ (1/10 Qf.l% of cost in
excess of P2 Million)

E. Commercial, Industrial and Agro-Industrial
Project Cost of which is:

1. Below P100,000 P1,440
2. Over P100,000 to P500,000 P2,160
3. Over P500,000 P2,880
4. Over P1 Million to P2 Million P4,320

P7,200+ (1/10 of 1% of cost in

5. Over P2 Million excess of P2 Million

F. Special Uses/ Special Projects

(Gasoline Station, Cell Sites, Slaughter House,
Treatment Plants, etc.)

P7,200+ (1/10 of 1% of cost in

1. Below P2 Million excess of P2 Million)

P7,200+ (1/10 of 1% of cost in

2. Over P2 Million excess of P2 Million)

G. Alteration/ Expansion (affected areas/ cost

only) Same as the original application

2. SUBDIVISION AND CONDOMINIUM PROJECTS
(under P.D. 957)
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A. Subdivision Projects

1. Approval of Subdivision Plans (including
townhouses)

a. Preliminary Approval and Location Clearance
(PALC)/ Preliminary Subdivision Development
Plan (PSDP)

e Processing Fee

P360/ hectare or a fraction thereof

e Inspection Fee*

P1,500/ hectare regardless of
density

b. Final Approval and Development Permit

¢ Processing Fee

P2,880/ hectare regardless of
density

Additional Fee on Floor Area of housing
component

P3/ square meter

e Inspection Fee*

P1,500/ hectare regardless of
density

c. Alteration of Plan (affected areas only)

Same as Final Approval and
Development Permit

2. Certificate of Registration Processing Fee

e Processing Fee

P2,880

3. License to Sell

e Processing Fee

P216/ saleable lot

Additional Fee on Floor Area of housing
component

P14.4/ square meter

e Inspection Fee*

P1,500/ hectare regardless of
density

4. Certificate of Completion

e Certificate Fee

P216

e Processing Fee

¢ Inspection Fee*

P1,500/ hectare regardless of
density

5. Extension of Time to Develop

e Processing Fee

P504

Additional Fee (unfinished area for
development)

P14.4/ square meter

e Inspection Fee*

P1,500/ hectare regardless of
density

Application for CR/ LS with DP issued by LGU
shall be charge inspection fee

B. Condominium Projects

1. Approval of Condominium Plans/ Final Approval
and Development Permit

a. Preliminary Approval and Location Clearance

b. Final Approval or Development Permit

¢ Processing Fee

P720
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Land Area P7.2/ square meter
Number of Floors P288/ floor
Building Area P23.05/ square meter of GFA

e Inspection Fee*

P1,500/ hectare

c. Alteration of Plan (affected areas only)

Same as Final Approval and
Development Permit

d. Conversion (affected areas only) -do-
2. Certificate of Registration
e Processing Fee P2,880

3. License to Sell

a. Residential

P17.3/ square meter of saleable
area

b. Commercial

P36/ square meter of saleable
area

e Inspection Fee

P1,500/ hectare

4. Extension of Time to Develop

e Processing Fee

P504

Additional Fee (unfinished floor area for
development)

P17.30/ square meter

e Inspection Fee

P1,500/ hectare

5. Certificate of Completion

e Certificate Fee

P216

e Processing Fee

e Inspection Fee

P1,500/ floor

3. SUBDIVISION AND CONDOMINIUM PROJECTS
(under B.P. 220)

A. Subdivision Projects

1. Approval of Subdivision Projects

a. Preliminary Approval and Locational Clearance

e Processing Fee

Socialized Housing

P90/ hectare

Economic Housing

P216/ hectare

e Inspection Fee

Socialized Housing

P1,500/ hectare

Economic Housing

P1,500/ hectare

b. Final Approval and Development Permit

e Processing Fee

Socialized Housing

P600/ hectare

Economic Housing

P1,440/ hectare

e Inspection Fee

Socialized Housing

P1,500/ hectare

Economic Housing

P1,500/ hectare

(Projects already inspected for PALC
application may not be charged inspection fee)
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c. Alteration of Plan (affected areas only)

Same as Final Approval and

Development Permit

d. Building Permit (floor area of housing unit)

P7.2/ square meter

2. Certificate of Registration

e Processing Fee

Socialized Housing

P420

Economic Housing

P720

3. License to Sell (per saleable lot)

e Processing Fee

Socialized Housing

P24/ saleable lot

Economic Housing

P72/ saleable lot

Additional fee on floor area of housing
component

P3/ square meter

e Inspection Fee

Socialized Housing

P1,500/ hectare

Economic Housing

P1,500/ hectare

4. Extension of Time to Develop

e Processing Fee

Socialized Housing

P420

Economic Housing

P504

Additional fee (unfinished area for
development)

P2.88/ square meter

e Inspection Fee

Socialized Housing

P1,500/ hectare

Economic Housing

P1,500/ hectare

5. Certificate of Completion

e Certificate Fee

Socialized Housing

P180

Economic Housing

P216

e Processing Fee

Socialized Housing

Economic Housing

¢ Inspection Fee

P1,500/ hectare

6. Occupancy Permit

e Processing Fee

Socialized Housing

P6/ square meter

Economic Housing

P7.2/ square meter

e Inspection Fee (saleable floor area of the
housing component)

Socialized Housing

P1,500/ square meter

Economic Housing

P1,500/ square meter

B. Condominium Projects

1. Approval of Condominium Plans

a. Preliminary Approval and Location Clearance

85




b. Final Approval or Development Permit

e Processing Fee

Total Land Area

P7.2/ square meter

Number of Floors

P144/ floor

Building Areas

P5.8/ square meter of GFA

e Inspection Fee

P1,500/ hectare

c. Alteration of Plan (affected areas only)

Same as Final Approval and
Development Permit

2. Certificate of Registration

P720

3. License to Sell

a. Residential

P7.2/ square meter of saleable
area

b. Commercial

10.65/ square meter of saleable
area

e Inspection Fee

P1,500/ hectare

4. Extension of Time to Develop

e Processing Fee

P3/ square meter

e Inspection Fee (unfinished area for
development)

P1,500/ floor

5. Certificate of Completion

e Certificate Fee

P216

e Processing Fee

e Inspection Fee

P1,500/ floor

4. INDUSTRIAL/ COMMERCIAL SUBDIVISION

1. Approval of Industrial / Commercial Subdivision

a. Preliminary Approval and Locational
Clearances

e Processing Fee

P432/ hectare

e Inspection Fee

P1,500/ hectare

b. Final Approval and Development Permit

e Processing Fee

P720/ hectare

e Inspection Fee

P1,500/ hectare

(Projects already Inspected for PALC

application may not be charged inspection

fee)

c. Alteration of Plan (affected areas only)

Same as Final Approval and
Development Permit

2. Certificate of Registration

P2,880

3. License to Sell

¢ Processing Fee

P3/ square meter of land area

e Inspection Fee*

P1,500/ hectare

4. Extension of Time to Develop

e Processing Fee

P504
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Additional Fee (unfinished area for

development) P14.4/ square meter

e Inspection Fee P1,500/ hectare
5. Certificate of Completion
e Certificate Fee P216
e Processing Fee
Industrial P504
Commercial P720
e Inspection Fee* P1,500/ hectare

5. FARM/ LOT SUBDIVISION

1. Approval of Farm/ Lot Subdivision

a. Preliminary Approval and Locational Clearance

e Processing Fee P288/ hectare

e Inspection Fee P1,500/ hectare
b. Final Approval and Development Permit

e Processing Fee P1,440/ hectare

e Inspection Fee P1,500/ hectare

(Projects already Inspected for PALC
application may not be charged inspection fee)

Same as Final Approval and

c. Alteration of Plan (affected areas only) Development Permit

2. Certificate of Registration P2,880
3. License to Sell

e Processing Fee P720/ lot

e Inspection Fee P1,500/ hectare
4. Extension of Time to Develop

e Processing Fee P504

Additional Fee on Floor Area of Housing

Component and other Development P14.4/ square meter

e Inspection Fee P1,500/ hectare
5. Certificate of Completion

e Certificate Fee P216

e Processing Fee

e Inspection Fee P1,500/ hectare

6. MEMORIAL PARK/ CEMETERY PROJECT/
COLUMBARIUM

1. Approval of Memorial Park/ Cemetery Project/
Columbarium

a. Preliminary Approval and Locational Clearance

Memorial Project P720/ hectare

Cemeteries P288/ hectare

Columbarium P3,600/ hectare
e Inspection Fee

Memorial Project P1,500/ hectare
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Cemeteries P1,500/ hectare

Columbarium P1,500/ hectare
b. Final Approval and Development Permit
Memorial Project P3/ square meter
Cemeteries P1.5/ square meter
Columbarium P7.2/ square meter of land area
P3/ floor

e Inspection Fee

(Projects already Inspected for PALC
application may not be charged inspection fee)

Memorial Project P1,500/ hectare
Cemeteries P1,500/ hectare
Columbarium P1,500/ hectare

Same as Final Approval/

c. Alteration Fee Development Permit

2. Certificate of Registration P2,880

3. License to Sell

e Processing Fee

Memorial Project P72/ 2.5 square meter
- Apartment Type P28.8/ unit
Cemeteries P28.8/ tomb
Columbarium P72/ vault

e Inspection Fee
Memorial Project P1,500/ hectare
Cemeteries P1,500/ hectare
Columbarium P1,500/ floor

4. Extension of Time to Develop
e Processing Fee P504

Additional Fee (unfinished area for
development)

Memorial P1,500/ hectare
Cemeteries P1,500/ hectare
Columbarium P1,500/ floor
5. Certificate of Completion

e Certificate Fee P216

e Processing Fee
Memorial Project P1,440
Cemeteries P720/ hectare
Columbarium P5.8/ square meter of GFA

e Processing Fee

e Inspection Fee

Memorial Project P1,500/ hectare
Cemeteries P7,500/ hectare
Columbarium P1,500/ floor
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7. OTHER TRANSACTIONS/ CERTIFICATIONS

A. Application/ Request for:

1. Advertisement Approval P720
2. Cancellation/ Reduction of Performance Bond [P2,880
3. Lifting of Suspended License to Sell P2,880
4. Exemption from Cease and/ Desist Order P216
5. Clearance to Mortgage P1,440
6. Lifting of Cease-and-Desist Order P2,880
7. Change of Name/ Ownership/ Amendments of P1.440
CRLS
. Voluntary Cancellation of CRLS P1,440

|00

. Revalidation/ Renewal of Permit (Condominium)

P60% of current processing fee

B. OTHER CERTIFICATIONS

1. Zoning Certifications

P720/ hectare

2. Certification of Town Plan/ Zoning Ordinance

P216

Approval
3. Certification of New Rights/ Sales P216
4. Certificate of Registration (form) P216
5. License to Sell (form) P216

6. Certificate of Creditable Withholding Tax

P216/ lot or unit

(Maximum of 5 lots per certificate)

7. Other to include:

a. Availability of Records/ Public Request P288
b. Certificate of no record on file P288
c. Certification of with or without CRLS P288
d. Certified thru copy of documents (report size)
e Document of five (5) pages or less P43.2
e Every additional page P4.4
e. Photocopy of documents P3
f. Other not listed above P216
8. REGISTRATION OF DEALER/ BROKER/
SALESMAN
1. Dealers/ Brokers P720
2. Salesman/ Agent P288

9. HOMEOWNERS ASSOCIATION

1. Registration of HOA

Examination/ Registration

Regular HOAS

CMP HOAS
e Articles of Incorporation Eggg
e By-Laws gggg
2. Stamping of Books P50/ book
3. Amendments
e Articles of Incorporation P720
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e By-Laws P720
4. Dissolution of Homeowners Association P720
5. Certification of the new set of Officers P504
6. Other Certification P216
e Inspection Fee P1,500/ hectare
7. Research Fee P50/ docket
10. LEGAL FEES (CMP PROJECT)
1. Filling Fee P1,440
2. Additional Fee for claims (for refund, damages,
attorney’s fee, etc.)
a. Not more than P20,000 P173
b. More than P20,000 but less than P80,000 P576
c. P80,000 or more but less than P100,000 P864
d. P100,000 or more but less than P150,000 P1,440
e. For each P1,000 in excess of P150,000 P7.2
3. Motion for reconsideration P600
4. Petition of Review P2,880
5. Prayer for Cease and Desist P1,200

6. Pauper-litigants are exempt from payment of
legal fees

a. Those who gross income is not more than
P6,000 per month and residing within Metro
Manila

b. Those who gross income is not more than
P4,000 per month and residing within Metro
Manila

c. Those who do not own real property

7. Government agencies and its instrumentalities
are exempted from paying Legal fees

8. Local government and government owned or
controlled corporation with or without
independent charters are not exempted paying
legal fees.

11. UPLC LEGAL RESEARCH FEE

Computation of Legal Research Fee for the
University of the Philippines Law Center

(UPLR) remains at One Percent (1%) of every fee
charged but shall in No Case Be Lower than
P12

Covered by Memorandum
Circular No. 18 Series of 2013
(October 2, 2013)
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Office of the Local Civil Registrar

External Services
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1. Approval of the change of First Name (CFN) under RA 9048 g
Enables the owner to change their first name if the registered name differs from the one, they
commonly use, or if the name is associated with dishonor, is considered ridiculous, or is
excessively difficult to write or pronounce. (Approval of Change of First Name (CFN) Under
RA 9048) Qualified for multi-stage process

NOTE: A 10 working day posting period must be observed for the Notice of Change of First
Name, accompanied by a simultaneous 2-week publication period. The 2-week count will
begin once the notice is published in the newspaper. Additionally, a 6-month evaluation period
will be conducted by the PSA Central Office.

Office or Division: Office of the Local Civil Registrar

Classification: Highly Technical Transaction

G2C - Government to Citizens

Type of Transaction:
G2G — Government to Government

Who may avail? Those who were born in Asingan, Pangasinan only.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Certificate of Live Birth from PSA (5 photocopies) (F’Ff‘é'f;"”e Statistics Authority

2-3 public or private documents showing the correct

first name of the document owner (Original & 3 Provided by Client

Photocopies)

Company where client is
employed (if employed)

Public Attorney’s Office (PAO)

Clearance from employer certifying there is no
pending administrative case, if not, affidavit of non-

employment (if not employed)
Private Law Office/ Firms (if not
employed)
NBI clearance National Bureau Investigation
Police clearance Philippine National Police

Barangay where the client
Barangay clearance

resides
Affidavit of publication with newspaper clippings Accredited local newspaper
Fees:
Filling Fee PHP 3000.00
Verification PHP 150.00 | Office of the Municipal Treasurer
Certificate of Finality PHP 250.00
Certified Photocopy PHP 145.00
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PERSON

AGENCY FEES TO BE | PROCESSING
CLIENT STEPS ACTIONS PAID TIME RESPONSIBLE
1. Submit the 1. Receive and Local Civil
document to the evaluate the Registrar,
service provider at | documents to Assistant
the office counter | verify their Registration
completeness Stati(s)gg;ae:l fz\ide
None 20 minutes Administrative’
1.1 Instruct the Aide,
client to pay fees
at the Ofﬁce Of Office of the
the Municipal Local Civil
Treasurer Registrar
2. Pay required 2. Issue Official
fees at Municipal | receipt upon full Administrative
Hall — Office of the | payment. Officer 1V,
Municipal Revenue
Treasurer 2nd 2.1 Instruct client | Filing Fee Collection Clerk
window. to return to the PHP Re vlénue
Office of the 3,000.00 .
*Make sure to get | Local Civil 5 Minutes CO”eCt’;)n Clerk
the O_fficial _ Registrar and o Administrative
Receipt that will | present the Verification Aide IV
be issued upon Official Receipt PHP 150.00 '
payment and Office of the
check if details of Municipal
the receipt are Treasurer
correct
3. Submit the 3. Receive and
Official receipt and | review Official
receive Notice of | Receipt
Publication at the |31 Post the Local Civil
office counter Notice of Change RegiStrar,
of First Name for Assistant
*Then mail the 10 Working day Regl‘?tratlon
,\N/gﬁ)”aSta' Mesa 3.2 Release the None 20 Minutes Administrative
notice of Aide,
publication for
*Ob;erve the the change of Office of the
posting and first name then Local Civil
evaluation advise the client Registrar
periods. to observe the 2-

week publication
period
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PERSON

AGENCY FEES TO | PROCESSING
GHISNIESIIS ACTIONS BE PAID TIME RESPONSIBLE
3.3 Prepare and
release
endorsement
letter and advise
petitioner/ client
to mail the
petition to NSO
Sta Mesa Manila
and advise the
client to observe
the 6-month
evaluation period
4. Return to the 4. Issue Official
office of the Local | receipt upon full
Civil registrar after | payment.
observing the
necessary 4.1 Instruct client
posting, to return to the
publishing, and Office of the
evaluation Local Civil
periods, and pay Registrar and - .
the necessary present the Adgf;,’.q’Str ative
. . . - icer |V,
fees at the Office | Official Receipt Certificate of Revenue
of the Municipal Finality Collection Clerk
Treasurer PHP 250.00 I,
+ 30 DST Revenue
*Make sure to get , Collection Clerk
the Official Certified 5 Minutes !
Receipt that will Photocopy Administrative
be issued upon PHP 145.00 Aide 1V,
payment and ,
check if details of Office of the
the receipt are Municipal
Treasurer

correct

94




5. Present the

Official receipt,
then review and
claim the
Certificate of
Finality at the

5. Prepare the
Certificate of
Finality,
annotated
birth/marriage/
death certificate

Local Civil

. Registrar,

office counter _ Assistant

5.1 Advise Registration
* Thoroughly petitioner to Officer |,
review the review the . Statistician Aide,
document to document, then None 10 Minutes Administrative
ensure that all hand carry the Aide,
information is document to PSA .
accurate and that | Quezon City for Office of the
it has been fully | the issuance of Local Civi
signed by all annotated Registrar
required document in
signatories. Security Paper

(SECPA)

PHP
TOTAL 3.545.00 1 Hour
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2. Application/ Issuance of Marriage License ST~
This allows couples to apply for and receive a marriage license, a required document before

getting married

NOTE: A 10-day posting period must be observed before the document is registered.

Office or Division:

Office of the Local Civil Registrar

Classification:

Complex Transaction

Type of Transaction:

G2C — Government to Citizen

Who may avail?

Pangasinan

Bona fide residents of Asingan, Pangasinan or one of the
contracting parties is a bona fide resident of Asingan,

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Information Sheet

Office of the Local Civil Registrar

Birth Certificate of the contracting parties
(Original & 1 Photocopy)

Philippine Statistics Authority (PSA)

Community Tax Certificate of both parties, or
Valid ID of both parties
(Original & 1 Photocopy)

Municipal Treasurer’s Office

Concern Agencies (1.D)

Death Certificate of dead spouse, if widow or
widower. (Original & 1 Photocopy)

Philippine Statistics Authority (PSA)

Office of the Local Civil Registrar

Court decision for contracting party whose
previous marriage was annulled.
(Original & 1 Photocopy)

Regional Trial Court

Municipal Circuit Trial Court

Divorce documents for contracting parties who are
divorced.
(Original & 1 Photocopy)

Regional Trial Court

Municipal Circuit Trial Court

Legal Capacity to marry (if one of the contracting
parties is a foreigner). (Original & 1 Photocopy)

Embassy/ Consulate of Country
(Manila)
*country origin of foreigner

Picture of the would-be couple. (Original Copy)

Provided by Client

Certificate of Pre-Marriage Counselling.
(3 Original copies)

Municipal Social Welfare and
Development Office (MSWDO)

CENOMAR (Certificate of No Marriage) (Original &
1 Photocopy)

Philippine Statistics Authority (PSA)

Parental advice/consent for the contracting party
who is below 25 years old (2 Original Copies)

Office of the Local Civil Registrar

Consulate/ Embassy of Philippines
(if abroad)

Fees:
Marriage Application PHP 300.00
Marriage License PHP 105.00

Office of the Municipal Treasurer
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1. Submit the 1. Receive and Local Civil
document to the evaluate the Registrar,
service provider at | documents to verify Assistant
the office counter | their completeness Registration
Officer |,
1.2 Advise the clientto | None 5 minutes Sf;ﬁig;’;a@ﬁf’
complete the Aide,
information sheet
provided by this office. Office of the
Local Civil
Registrar
2. Fill out the 2. Receive & review
information sheet | the information sheet
& submit it to
service provider at | 2.1 Prepare the
the office Counter | Application or consent
or advise
2.2 Request the client
(would-be couple) to
review and sign the
application form
*If clients are below 25
years old parents
should sign the None 25 Minutes

consent or advise

2.3 Instruct the client
to pay fees at the
Office of the Municipal
Treasurer
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FEES TO PROCESSING
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
3. Pay required fees | 3. Issue Official Administrative
at Municipal Hall — receipt upon full Officer 1V,
Office of the payment. Marriage Revenue
Municipal Treasurer Application Collection
2nd window. 3.1 Instruct client to PHP Clerk I,
return to the Office | 300.00 Jeventie
*Make sure to get of the Local Civil 5 Minutes Clerk |
the Of_flClaI Recelpt Registrar and N Mgrrlage Administrative
that will be issued present the Official License Aide IV,
upon payment and Receipt PHP
check if details of 105.00 Office of the
the receipt are Municipal
correct Treasurer
4. Submit the 4. Receive and
Official Receipt to verify Official
the Office of the Receipt o
Local Civil Registrar Local Civil
4.1 Advise the Registrar,
client (would-be Assistant
couple) to return Registration
after Ten (10 Statggg;:; fi\ide
calepdar dgy) None 2 Minutes Administrative
posting period for Aide,
the issuance of
marriage license Office of the
] Local Civil
*10 day posting Registrar
period starts after
the completion of
all requirements
5. Claim document | 5. Process the
after the 10-day request by Local Civil
posting period at the | preparing the Registrar,
office counter document, and Assistant
securing applicable Registration
* Thoroughly review | signatures Sta tg;f(’;‘;g; ﬁ\i o
the Certificate to ) ) None 10 Minutes Administrative
ensure that all 5.1 A(_jV|se clients Aide
information is to review the ’
accurate and that it | marriage license Office of the
has been fully then submit it to the Local Civil
signed by all Solemnizing Officer Registrar
required signatories.
TOTAL | PHP 405.00 47 Minutes
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3. Correction of Clerical Error (CCE) Under RA 9048 ST~
This service is applicable to errors that occur due to clerical mistakes in writing, copylng,
transcribing, or typing entries in the Civil Register. These errors are typically minor and do not
alter the essential information or cause harm to the record. (Correction of Clerical Error (CCE)
Under RA 9048) Qualified for multi-stage process

NOTE: A 10- working day posting period must be observed for the petition of correction and
a 6-month evaluation period to be conducted by the Office of the Civil Registrar General
(OCRG) before the issuance of Security Paper (SECPA)

Office or Division: Office of the Local Civil Registrar

Classification:
Type of Transaction:

Highly Technical Transaction

G2C - Government to Citizen
Those whose birth/marriage/death occurred in Asingan,
Pangasinan
CHECKLIST OF REQUIREMENTS
Birth/marriage/death certificate to be
corrected from PSA (Original & 6
photocopies)
Any 3-4 documents showing the correct entry
of the item/items to be corrected, such as the
following: (Original & 3 Photocopies)
Baptismal Certificate
Marriage Contract of parents/petitioner
Birth certificate of siblings

Medical Certificate

Who may avail?

WHERE TO SECURE

Philippine Statistics Authority (PSA)

Provided by Client

Church/Chapel/Temple

Philippine Statistics Authority (PSA)
Philippine Statistics Authority (PSA)
Hospitals, Clinic private and/or
Government

Comelec where client is registered

Voter’s affidavit

Fees:
Filling Fee PHP 1000.00
Verification Fee PHP 150.00 Office of the Municipal Treasurer
Certificate of Finality PHP 250.00
Certified Photocopy PHP 145.00
AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Submit the 1. Receive and Local Civil
document to the | evaluate the Registrar,
service provider | documents to verify Assistant
at the office their completeness Registr, at’IO” Officer
counter L1 Instruct the None 20 minutes Sta_tis_tician Aide,
\ Administrative Aide,
client to pay fees at
the Office of the Office of the Local
Municipal Treasurer Civil Registrar
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AGENCY FEES TO PROCESSING PERSON
CLIENT TR ACTIONS BE PAID TIME RESPONSIBLE
2. Pay required 2. Issue Official
fees at Municipal receipt upon full
Hall — Office of the | payment. Administrative
Municipal Filing Fee Officer 1V,
Treasurer 2" 2.1 Instruct client PHP Revenue
window. to return to the 1000.00 Co”elgt"’” Clerk Il,
Office of the evenue
. s . Collection Clerk |
*Make sure to get | Local Civil Verification 5 Minutes Admin ) 2
. . . ministrative Aide
the Official Receipt | Registrar and Fee IV,
that will be issued | present the PHP
upon payment and | Official Receipt 150.00 Office of the
check if details of Municipal
the receipt are Treasurer
correct
3. Submit the 3. Receive and
Official receipt at review Official
the office counter | Receipt
and observe the
ten (10) working 3.1 Post the
day posting period | Notice of Posting
of the P_etltlon for | of the P_etltlon for None 3 Minutes
Correction Correction for ten
(10) working days
3.2 Advice client ?:;{Stcr;‘zl
to return after 10 Assistant
days posting Registration Officer
/
3. Claim the 3. Sign and Statistician Aide,
petition from the | endorse the Administrative
service provider at | petition to the Aide,
the office counter | Office of the Civil ,
and mail the Registrar General Office of the Local
petition to the (OCRG) Civil Registrar
Philippine
Statistics Authority | 3.1 Advise None 2 Minutes
(PSA) for petitioner/ client
affirmation to mail the

* The petition shall
be evaluated by
the OCRG for 6
months

petition to PSA
(to be evaluated
by the OCRG for
6 Months)
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AGENCY FEES TO | PROCESSING PERSON
CRISNU SIS ACTIONS BE PAID TIME RESPONSIBLE
4. Return to the 4. Issue Official
office of the Local | receipt upon full
Civil registrar after | payment. .
the 6-month Certificate L
evaluation period, | 4.1 Instruct client | ©f Finality Adgf%;rf\t/’ve
and pay the to return to the PHP Revenue
necessary fees at | Office of the 250.00 + Collection Clerk Il,
the Office of the Local Civil 30 DST Revenue
Municipal Registrar and - . Collection Clerk I,
Treasurer present the Certified SMinutes | A iministrative Aide
Official Receipt Photocopy v,
*Make sure to get PHP .
the Official Receipt 145.00 Office of the
that will be issued 1“!!":2'50[:?::’
upon payment and
check if details of
the receipt are
correct
5. Present the 5. Prepare the
Official receipt, Certificate of
then review and Finality,
claim the annotated
Certificate of birth/marriage/
Finality at the death certificate Local Civil
office counter Registrar,
5.1 Advise Assistant
* Thoroughly petitioner to Registr atllon Officer
e | en | N | 10Minutes | Sttt A,
ensure that all hand carry the dmﬂ;gahve
information is document to PSA
accurate and that | Quezon City for Office of the Local
it has been fully the issuance of Civil Registrar
signed by all annotated
required document in
signatories. Security Paper
(SECPA)
TOTAL PHP 40 Minutes

1,575.00
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4. Correction Of Gender, Month and Day of Birth Under Ra 10172

Enables owner of documents to correct his/her gender, month and day of birth. (Correctlonof
Gender, Month and Day of Birth Under RA 10172) Qualified for multi-stage process

NOTE: A 2-week publication period must be observed, this will begin once the notice is
published in the newspaper. Simultaneously a 6-month evaluation period will be conducted
by the PSA Central Office. And processing for affirmation at PSA is 2-3 months.

Office or Division: | Office of the Local Civil Registrar

Classification: Highly Technical Transaction

Type of

. G2C — Government to Citizen
Transaction:

Who may avail? Those who were born in Asingan, Pangasinan only.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Certified true copy of the birth certificate or certified
transcription or the certified true copy of the page of
the registry book containing the entry or entries
sought to be corrected (both PSA and LCRO copy)
(Original & 6 Photocopies)

Philippine Statistics Authority
(PSA)

Office of the Local Civil Registrar

Earliest school record or earliest school documents. In
case where the petitioner/document owner never
entered school, an affidavit attesting to the facts shall
be submitted (Original & 3 Photocopies)

School attended by Client

Medical records. In case where the
petitioner/document owner has no medical records, an
affidavit attesting to the facts shall be submitted
(Original & 3 Photocopies)

Hospital, Clinics

Baptismal certificate and other documents issued by
religious authorities. In case the petitioner/document
owner has no baptismal certificate or similar
documents, an affidavit attesting to the facts shall be
submitted (Original & 3 Photocopies)

Church, Chapel, Temple

Clearance or a certification that the owner of the
document has no pending administrative, civil or
criminal case or no criminal record which shall be
obtained from the following:

» Employer, if employed (no pending
administrative case) If not Affidavit of Non-Employment
» National Bureau of Investigation (NBI), and
» Philippine National police

» Barangay clearance

Affidavit of non-employment
(PAO, or Private Law
Office/Firms)

National Bureau of Investigation
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Those with criminal records or those with pending
administrative, civil or criminal case are prohibited
from filing a petition under RA 10172 for the correction
on the day and/or month in the date of birth as well as
correction in the entry for sex in the birth certificates.

In case the petition is filed on behalf of another
person, the clearances to be submitted shall not be for
the petitioner but for the person being presented by
the petitioner. If the person represented is a minor
(under 18 years old), such clearances shall be
complied with, only if required by the C/MCR

(Original & 3 Photocopies)

Philippine National Police

Barangay of Client

Proof of publication
» Copy of the newspaper clipping of the
published petition.
» Affidavit of publication from the publisher
(Original & 3 Photocopies)

Authorized/ Accredited
Newspaper Publication

In case of correction of Sex/ Gender;
Medical certificate issued by an accredited
government physician (Original & 3 Photocopies)

Rural Health Unit

Any Government Accredited
Physicians

Certificate of authenticity of medical certification to be
issued by Local Civil Registrar (3 Original copies)

Other documents which the petitioner or the Local
Civil Registrar, or the CG may consider relevant and
necessary for the approval of the petition (3 Original
copies)

Office of the Local Civil Registrar

Photocopy of Official Receipt (filing fee)
(3 Original copies)

Office of the Municipal Treasurer

Valid ID (Original & 3 Photocopies)

Provided by Client

Notice of posting (3 Original copies)

Certificate of posting (3 Original copies)

Office of the Local Civil Registrar

Special power of attorney (3 Original copies)

Law Office/Firms

Fees:

Filling Fee PHP 3,000.00
Verification Fee PHP 150.00
Certificate of Finality PHP 250.00
DST PHP  30.00
Certified Photocopy PHP 145.00

Office of the Municipal Treasurer
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FEES TO | PROCESSING
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit the 1. Receive and Local Civil
document to the | evaluate the Registrar,
service provider | documents to verify Assistant
at the office their completeness Registration
counter fo:qer h .
1.1 Instruct the client None 20 minutes Statistician Aide,
' Administrative
to pay necessary fees Aide,
Office of the
Local Civil
Registrar
2. Pay required 2. Issue Official
fees at Municipal | receipt upon full Administrative
Hall — Office of payment. Officer 1V,
the Municipal Filling Fee Revenue
Treasurer 2n 2.1 Instruct client to PHP Collection Clerk
window. return to the Office of | 3 000.00 I,
- , Revenue
the Local Civil Collection Clerk
*Make sure to get | Registrar and present o 3 Minutes p
the Official the Official Receipt Verification Administrative
Receipt that will Fee Aide IV.
be issued upon PHP ’
payment and 150.00 Office of the
check if details of Municipal
the receipt are Treasurer
correct
3. Submit the 3. Receive and
Official receipt, review official receipt,
the_n claim the then process Request Local Civil
notlc.e fqr by preparing the . Registrar.
Publication and Notice of Publication Assistant
endorsement at and Endorsement Registration
the Office of the Officer I,
Local Civil 3.1 Release the None 15 minutes | Statistician Aide,
Registrar notice of publication Administrative
for the correction of Aide,
gender, month and ]
day of birth to the Office of the
client and advise the Local Civil
Registrar

client to observe the
2-week publication
period
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FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
3.2 Release
endorsement and
advise petitioner to
mail the document to
PSA Quezon City and
advise the client to
observe the 6-month
evaluation period
3.3 Instruct the client
to wait for a message
or any form of
communication from
this office, which will
reach out as soon as
the document is
received.
4. Pay required 4. Issue Official
fees at Municipal | receipt upon full Certificate Administrative
Hall — Office of payment. of Finality Officer IV,
the Municipal PHP Revenue
Treasurer 2 4.1 Instruct client to 250.00 Collection Clerk
window. return to the Office of + I,
the Local Civil DST copovenue
*Make sure to get | Registrar and present PHP 3 Minutes p
the O_fflClaI _ the Official Receipt 30.00 Administrative
Receipt that will Aide IV,
be issued upon Certified
payment and Photocopy Office of the
check if details of PHP Municipal
the receipt are 145.00 Treasurer
correct
5. Submit the 5. Receive and review Local Civil
Official receipt at | Official Receipt Registrar,
the Office of the Assistant
Local Civil 5.1 Prepare Certificate Registration
Registrar of Finality, Annotated Qfﬁqer h
birth/marriage/death None 10 Minutes | Stafistician Aide,
o Administrative
Certificate Aide,
Office of the
Local Civil
Registrar

105



6. Claim the
Certificate of

6. Release
Certificate of

Finality Fing]ity and advise Registrar,

petitioner to hand Assistant
* Thoroughly carry the document Registration
review the to PSA Quezon Officer |,
document to City, Manila for the Statistician Aide,
ensure that all issuance of None 2 Minutes Administrative
information is annotated Aide,
accurate and that | document in
it has been fully | Security Paper Office of the
signed by all (SECPA) Local Civil
required Registrar
signatories.

TOTAL | PHP 3,575.00 | 53 Minutes
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5. Delayed Registration of Birth
This service is designed to assist individuals whose birth was not registered within the 30- day
reglementary period (after the occurrence of birth). This allows for the formal registration of
birth after the standard registration period has passed, ensuring that the individual’s birth is
legally documented. This also applies to the registration of births that are found to be negative

in the Civil Registry office and in the National Statistics Office.

NOTE: A 10-day posting period must be observed before the document is registered.

Office or Division:

Office of the Local Civil Registrar

Classification: Complex Transaction

G2C — Government to Citizen

Type of Transaction:

G2G — Government to Government

Who may avail?

Individuals born in Asingan only

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Negative Certification of birth from PSA
(Original & 3 Photocopy)

Philippine Statistics Authority
(PSA)

Any 3-4 documents showing the following.
Name of the child/person to be registered
Date of Birth
Place of Birth
Name of parents

(Original & 3 Photocopy)

Provided by Client

Affidavit of late registration to be executed by two
disinterested persons.
(Original & 3 Photocopy)

Public Attorney Office (PAQO)

Private Law Office/Firms

Certificate of Marriage (If client is married)
(Original & 3 Photocopy)

Philippine Statistics Authority
(PSA)

National ID / PhilSys Registration Slip

PSA registration center

2x2 picture

Provided by Client

Barangay Certification

Barangay Hall of the Clients
Residence

Community Tax Certificate/Valid ID
(Original & 3 Photocopy)

Office of the Municipal Treasurer

Barangay Hall of the Clients
Residence

Fees:

MF 102 PHP 100.00
Affidavlit to use Surname of Father PHP 142.00
(if applicable)

Documentary Stamp Tax PHP 30.00

Office of the Municipal Treasurer
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AGENCY FEES TO BE | PROCESSING
SRIENT SUEPS ACTIONS PAID TIME RESPONSIBLE
1. Submit the 1. Receive and
document to the review the
service provider documents to )
at the office verify their None 5 Minutes
counter completeness
1.2 Interview the Local Civil
informant (father Registrar,
or mother of the Assistant
child, the child - Registration
’ ’ None 15 Minutes .
Atty in fact) Officer I,
Statistician Aide,
Administrative
Aide,
36305;16;?66[? de Office of the
h ’ Local Civil
secure the Registrar
required
signatures, then ,
hand the None 10 Minutes
document to the
client for review
and signing.
2. Submit the 2. Receive and
document, . Review Document Local Civil
prope.rly reviewed . Registrar,
and signed, to the | 2.1 Advise the Assistant
service provider client to return Registration
at the office after the 10 Officer |,
counter. calendar days . Statistician Aide,
None 5 Minutes Administrative
2.2 Instruct the Aide,
client to pay fees .
at the Office of the Office of the
Municipal Iﬁecailsi:rg/r"
Treasurer 9
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PERSON

AGENCY FEES TO BE | PROCESSING
CLIENT STEPS ACTIONS PAID TIME RESPONSIBLE
3. Pay required fees 3. Issue Administrative
at Municipal Hall — Official receipt ME - 102 Officer IV,
Office of the Municipal | upon full PHP 100.00 Revenue
Treasurer 2" window. | payment. ' CO”eCt’I‘I)” Clerk
AUSF Revenue
*Make sure to get the | 3.1 Instruct )
Official Receipt that client to return PHPa::ij.OO 5 Minutes CO”eCt'fn Clerk
will be issued upon to the Office Documentary Administrative
payment and check if | of the Local St T Aide IV,
: : L ) amp Tax
details of the receipt Civil Registrar (DST)
are correct and present PHP 30.00 Office of the
the Official : Municipal
Receipt Treasurer
4. Submit the official 4. Receive
receipt to the Office of | and verify
the Local Civil Official receipt
Registrar, then return
after the 10 calendar | 4.1 Process
days posting period. the request
and prepare
the document None 10 Minutes Local Civil
] Registrar,
4.2 Review Assistant
the final Registration
output, and Officer |,
secure Statistician Aide,
necessary Administrative
signatures Aide,
5. Claim the 5. Record and )
document release the Office of the
document to ngca.l tC'V'I
* Thoroughly review the client, egistrar
the Certificate to then instruct
ensure that all client to sign
information is the logbook to None 5 Minutes
accurate and that it acknowledge
has been fully signed | receipt
by all required
signatories.
TOTAL | PHP 272.00 55 Minutes
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6. Delayed Registration of Marriage and Death
This service is designed to assist individuals who have not registered their marriage or death
within the reglementary period of 30 days for death and marriage, and 15 days for marriage
with license but not registered. This allows for formal registration after the standard
registration period has passed, ensuring that these events are legally documented.

NOTE: A 10-day posting period must be observed before the document is registered.

Office or Division: Office of the Local Civil Registrar
Classification: Simple Transaction

G2C — Government to Citizen

Type of Transaction:
G2G — Government to Government

Who may avail? Individuals whose marriage or death occurred in Asingan only

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Negative Certification of birth from PSA Philippine Statistics Authority
(Original & 3 Photocopy) (PSA)

For Delayed Registration of Marriage

Any 2 documents showing the following.
Name of the married couple
Date of Marriage
Place of Marriage
Name of parents

(Original & 3 Photocopy)

Provided by Client

Certificate of Marriage
(4 Copies Original)
For Delayed Registration of Death

Issued by Solemnizing Officer

Any 2 documents showing the following.
Name of the Deceased
Date of Death
Place of Death
Name of parents
(Original & 3 Photocopy)

Provided by Client

Certificate of Death Government or Private Hospitals,
(4 Copies Original) Clinics, Rural Health Unit
Affidavit of late registration to be executed by two Public Attorney Office (PAO)

disinterested persons.
(Original & 3 Photocopy)

Community Tax Certificate/Valid ID
(Original & 3 Photocopy)

Private Law Office/Firms

Office of the Municipal Treasurer
Barangay Hall of the Clients
Residence
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AGENCY FEES TO | PROCESSING
CEIENT SUERS ACTIONS BE PAID TIME RESPONSIBLE
1. Submit the 1. Receive and
document to the review the
service provider at the | documents to )
office counter verify their None 5 Minutes
completeness
1.2 Interview
the informant
(father or
mother of the :
N 15 Minut
child, the child, one nutes
Atty in fact)
1.3 Prepare
the document, Local Civil
and secure the Registrar,
required Assistant
signatures, , Registration
then hand the None 10 Minutes Officer I,
document to Statistician Aide,
the client for Administrative
review and Aide,
signing. ,
2. Submit the 2. Receive and ?_ﬁ'ce of the
; ocal Civil
doqument, prop_erly Review Registrar
reviewed and signed, Document
to the service provider .
at the office counter. 2.1 Advise the None S Minutes
client to return
after the 10
calendar days
3. After observing the | 3.1 Process
10 calendar days the request
posting period, return | and prepare
to the Office of the the document
Local Civil Registrar None 10 Minutes

3.2 Review the
final output,
and secure
necessary
signatures

111




4. Claim the document

4. Record and

release the Local Civil
* Thoroughly review document to ’Zeg’_sfr ar;
the Certificate to the client, then Resfslfr:gon
ensure that all instruct client ngﬁcerl
informatic_:m is accurate | to sign the None & Minutes Statistician ,2\ide,
and that it has been logbook to Administrative
fully signed by all acknowledge Aide,
required signatories. receipt
Office of the
Local Civil
Registrar
TOTAL None 50 Minutes
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7. Endorsement of Civil Registry Documents
Allows individuals whose birth, marriage, or death records are not found (negative) in the PSA
but are available in the Office of the Local Civil Registrar (LCRO) to have their documents
officially included in the PSA database. The required procedures must be followed before
registration, and only applications with complete documentation will be processed.

NOTE: A 5-day processing period must be observed before the issuance of Security Paper
(SECPA)

Office or Division: Office of the Local Civil Registrar
Classification: Simple Transaction
Type of Transaction: | G2C — Government to Citizen
Who may avail? Those whose birth/marriage/death in Asingan, Pangasinan only
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Negative Cerlifcation of brth, martiage or death flom | pyyjppine staistics Offce (PSA)
Eﬁzzlrsement [PHP 158.00 Office of the Municipal Treasurer
AGENCY FEES TO BE | PROCESSING PERSON
CLIENTSTIERS ACTIONS PAID TIME RESPONSIBLE
1. Submit the 1. Receive and Local Civil
document to the evaluate the Registrar,
service provider at | documents to Assistant
the office counter verify their Registration
completeness Qfﬁger h
None 20 minutes Stat/st'/c./an A/de,
Administrative
1..2 Instruct the Aide,
client to pay fees
at the Office of Office of the
the Municipal Local Civil
Treasurer Registrar
2. Pay required fees | 2. Issue Official Administrative
at Municipal Hall — receipt upon full Officer 1V,
Office of the payment. Revenue
Municipal Treasurer Collection Clerk
2"d window. 2.1 Instruct client Re V’énue
to return to the :
*Make sure to get Office of the 5 Minutes Collection Clerk
the Official Receipt | Local Civil Endorsement b
h ) . PHP 158.00 Administrative
that will be issued Registrar and Aide IV,
upon payment and present the
check if details of Official Receipt Office of the
the receipt are Municipal
correct Treasurer
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AGENCY FEES TO BE | PROCESSING
CRISNU SIS ACTIONS PAID TIME RESPONSIBLE
3. Submit the 3. Receive and
Official receipt and | review Official
claim document at | Receipt
the office counter
3.1 Issue the
*Mail the document and
endorsement to advise the client
PSA, Q.C. or PSA | to review the
Calasiao and endorsement Local Civil
follow-up Registrar,
endorsement after | 3.2 Instruct the Assistant
5 days for the client to mail Registration
issuance of the Orficer |,
Security Paper endorsement to None 5 Minutes Statistician Aide,
y Fap Administrative
(SECPA) PSA, Q.C. or Aide
PSA Calasiao, ’
* Thoroughly and follow-up Office of the
review the endorsement Local Civil
endorsement to after 5 days for Registrar
ensure that all the issuance of
information is Security Paper
accurate and that it | (SECPA)
has been fully
signed by all
required
signatories.
TOTAL | PHP 158.00 40 Minutes
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8. Issuance of Amended Brith Certificate (with Judicial Order)
Enables an adopted child to obtain a new or amended birth certificate

NOTE: A 5-day processing period must be observed before the issuance of Security Paper
(SECPA)

Office or Division: Office of the Local Civil Registrar

Classification:
Type of Transaction:
Who may avail?

CHECKLIST OF REQUIREMENTS
Certificate of Live Birth (Original & 3 Photocopies)

Simple Transaction

G2C - Government to Citizen

Adopted children born in Asingan, Pangasinan only

WHERE TO SECURE

Philippine Statistics Authority (PSA)
Regional Trial Court

Municipal Circuit Trial Court
Regional Trial Court

Municipal Circuit Trial Court
Regional Trial Court

(from LCR of Town/City)

Municipal Circuit Trial Court (from

Decree of Adoption (Original & 3 Photocopies)

Certificate of Finality (Original & 3 Photocopies)

Certificate of registration of court decision
(Original & 3 Photocopies)

LCR of Town/City)
Regional Trial Court (from LCR of
Certificate of Authenticity Town/City)
(Original & 3 Photocopies) Municipal Circuit Trial Court (from
LCR of Town/City)
Fees:
Certificate of Live Birth (COLB) PHP 100.00 | Office of the Municipal Treasurer
Endorsement PHP 158.00
AGENCY FEES TO BE PROCESSING PERSON
e il ACTIONS PAID TIME RESPONSIBLE
1. Submit the 1. Receive and L ocal Civil
docgment to' the | evaluate the Registrar,
service provider | documents to Assistant
at the office verify their Registration
counter completeness Officer I,
: Statistician Aide,
1.2 Instruct the None 20 minutes Administrative
client to pay Aide,
fees at the
Office of the Office of the
Mun|C|pa| Locall Civil
Treasurer Registrar
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AGENCY FEES TO BE PROCESSING

CLIENT STEPS | AcTiONS PAID TIME RESPONSIBLE
2. Pay required | 2. Issue Official
fees_a.t receipt upon full Administrative
Municipal Hall — | payment. Officer IV
Office of the Revenue
Municipal 2.1 Instruct Collection Clerk
Treasurer 2" client to return COLB I,
window. to the Office of PHP 100.00 Revenue

the Local Civil ' 5 Minutes Collection Clerk
*Make sure to Registrar and Endorsement e
get the Official | present the PHP 158.00 Administrative
Receipt that will | Official Receipt ' Aide IV,
be issued upon i
payment and Ol\f/lﬁce_ O.f ”}e
check if details Trensaror
of the receipt
are correct
3. Submit the 3. Receive and
Official receipt review Official
and claim Receipt
document at the
office counter 3.1 Issue the

document and
*Mail the adwse the . Local Civil
document to client to review Registrar
PSA and follow- | the papers Assistant
up document Registration
after 5 days at 3.2 Instruct the Officer |,
PSA Q.C. client to mail None 5 Minutes Statistician Aide,

the Administrative
* Thoroughly endorsement to Aide,
review the PSA, Q.C. and i
document to follow-up at Office of the
ensure thatall | PSAQ.C. after Local Civil
information is 5 days Registrar
accurate and
that it has been
fully signed by
all required
signatories.

TOTAL | PHP 258.00 40 Minutes
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9. Issuance of Annotated Birth/Marriage/Death Certificate (with Judicial

Order)

Allows the client to have his/her birth certificate annotated reflecting the corrections made in
the birth/marriage/death certificate a Judicial Order.
NOTE: A 5-day processing period must be observed before the issuance of Security Paper

(SECPA)

Office or Division:

Office of the Local Civil Registrar

Classification:

Simple Transaction

Type of Transaction:

G2C - Government to Citizen

Who may avail?

Pangasinan.

All those whose birth/marriage/death occurred in Asingan,

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Birth/Marriage/Death Certificate from PSA

Philippine Statistics Authority
(PSA)

Court decision

Regional Trial Court

Municipal Circuit Trial Court

Certificate of Finality from court

Regional Trial Court

Municipal Circuit Trial Court

Certificate of registration of Court decision

Regional Trial Court
(from LCR of Town/City)

Municipal Circuit Trial Court (from
LCR of Town/City)

Certificate of Authenticity

Regional Trial Court (from LCR of
Town/City)

Municipal Circuit Trial Court (from

LCR of Town/City)
Fees:
Certificate of Live Birth (COLB) PHP 100.00 . .
Endorsement PHP 158.00 Office of the Municipal Treasurer
Annotation PHP 105.00
AGENCY FEES TO BE PROCESSING PERSON
L ACTIONS PAID TIME RESPONSIBLE
1. Submit the 1. Receive and Local Civil
document to the | evaluate the Registrar,
service provider | documents to Assistant
at the office verify their Registration
counter completeness Officer I,
None 20 minutes Stat'St.'C.'an A.' de,
Administrative
1.2 Instruct the Aide,
client to pay fees
at the Office of the Office of the
Municipal Local Civil
Treasurer Registrar
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AGENCY FEES TO BE | PROCESSING
GHISNIESIIS ACTIONS PAID TIME RESPONSIBLE
2. Pay required 2. Issue Official - .
fees at Municipal receipt upon full Adgf;ZZ£r7\t/'ve
Hall — Office of the | payment. Revenue
Municipal COLB Collection Clerk
Treasurer 2" 2.1 Instruct PHP 100.00 I,
window. client to return Revenue
to the Office of Endorsement 5 Minutes Collection Clerk
*Make sure to get | the Local Civil PHP 158.00 l,
the Official Receipt | Registrar and Administrative
that will be issued | present the Annotation Aide IV,
upon payment and | Official Receipt PHP 105.00 ,
check if details of Office of the
. Municipal
the receipt are Treasurer
correct
3. Submit the 3. Receive and
Official receipt and | review Official
claim document at | Receipt
the office counter
3.1 Issue the
*Mail the document and -
document to PSA advisg the client LRP:;IStCr;‘ZI
and follow-up to review the Assistant
document after 5 papers Registration
days at PSA Q.C. Officer I,
3.2 Instruct the None 5 Minutes Statistician Aide,
* Thoroughly client to mail the Administrative
review the endorsement to Aide,
document to PSA, Q.C. and .
ensure that all follow-up at PSA Office of the
information is Q.C. after 5 Local Civi
accurate and that it | days Registrar
has been fully
signed by all
required
signatories.
TOTAL | PHP 363.00 40 Minutes
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10. Issuance of Certified True Copies of Birth, Marriage, and Death

Certificates
This service offers the issuance of Certified True Copies of Birth, Marriage, and Death
Certificates, provided the records are available in the Registry Books. These authenticated
copies are valid for legal and administrative use, ensuring the accuracy and authenticity of
the documents.

Office or Division: Office of the Local Civil Registrar

Classification: Simple Transaction

Type of G2C — Government to Citizen

Transaction: G2G — Government to Government

Who may avail? Indiyiduals or authorized representative ir] nee.d of certified qopies
of birth, marriage, or death that occurred in Asingan Pangasinan.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Registration of Birth
Valid Identification / Government Issued ID Provided by Client

Fill-up request form indicating the:

Name, date & place of birth, name of parents
Special Power of Attorney or authorization, along with
the owner's valid ID

(If the requester is not the document owner or their
parent)

Registration of Marriage

Fill-up request form indicating the:

Name of contracting parties, date, & place marriage
Registration of Death

Fill-up request form indicating the:

Name of deceased, date. and place of death

Provided by Client

Provided by Client

Provided by Client

Provided by Client

Fees:
Certificate Fee PHP 150.00 . .
Documentary Stamp Tax PHP 3000 Office of the Municipal Treasurer
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Submit the 1. Receive Local Civil
request form to the | documents and Registrar,
service provider at | verify if record Assistant
the office counter. | exists Registration
Officer |,
1.2 Instruct the None 5 minutes Statistician Aide,
client to pay the Administrative
required fee at the Aide,
Office of the
. Office of the Local
Municipal Treasurer Civil Registrar
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AGENCY FEES TO BE | PROCESSING
SEENISVES ACTIONS PAID TIME RESPONSIBLE
2. Pay required fees | 2. Issue Official Administrative
at Municipal Hall — receipt upon full Officer 1V,
Office of the payment. Certifi Revenue
Municipal Treasurer erlilelgate Cg/’é‘iit’ﬁ”
nd \nsi i ’
2" window. tzolr;?jrtr:”tgt t‘;]"eem PHP 150.00 Revenue
*Make sure to get Office of the Local and 5 Minutes Collection
> . . . Documentary Clerk |,
the Official Receipt | Civil Registrar Stamp Tax Administrative
that will be issued and present the (DST) Aide IV,
upon payment and Official Receipt PHP 30.00
check if details of ' Office of the
the receipt are Municipal
correct Treasurer
3. Submit the 3. Receive and
Official receipt to the | verify Official
Office of the Local receipt L ocal Civil
Vi i ocal Civi
Civil Registrar 3.1 Process the Registrar
request by Assistant
preparing the Registration
document, then < tQ;‘fiqef fq y
“\/erifier” wi , atistician Aide,
;'}ﬁx Xﬁ;}fﬁg Wil None SMinutes | A gministrative
signature Aide,
. Office of the
3.2 Review the Local Civil
flngl output, and Registrar
affix the Local
Civil Registrar
Signature
4. Claim the 4. Record and
Cert_ified True_\ Copy | release the Local Civil
of Birth, Marriage, d(_)cument to the Registrar.
Death client, then Assistant
instruct client to Registration
* Thoroughly review | sign the logbook Officer I,
the Certificate to to acknowledge None 3 Minutes Statistician Aide,
ensure that all receipt Administrative
information is Aide,
accurate and that it ]
has been fully Office of the
signed by all Loca_l Civil
X . . Registrar
required signatories.
TOTAL | PHP 180.00 | 18 Minutes
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11. Out-Of-Town Registration/Reporting (Birth, Marriage, Death) D
Applies to residents of Asingan whose vital events like birth/marriage/death took place outS|de
the municipality and whose record is not available in PSA.

Office or Division: Office of the Local Civil Registrar

Classification: Simple Transaction

G2C — Government to Citizen

G2G — Government to Government

Who may avail? Those who were born in Asingan, Pangasinan only.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Basic Requirements:

Negative Certification

(Original & 3 Photocopies)

Type of Transaction:

Philippine Statistics Authority (PSA)

Affidavit of delayed registration Public Attorney’s Office (PAO)
(Original & 3 Photocopies) Private Law Office/ Firms
Birth:

Any 3-4 documents showing the date/place

of birth and name of parents Provided by Client

(Original & 3 Photocopies)
Marriage contract, if married
(Original & 3 Photocopies)
Marriage:

Marriage Certificate original copy (4 Original) | Philippine Statistics Authority (PSA)
Certified transcription of marriage (4 Original) | Church/Chapel/Temple

Death:

Philippine Statistics Authority (PSA)

Philippine Statistics Authority (PSA)
Client’s original copy of Death Certificate (4 | Church, Chapel, Temple where event
Original Copies) occurred Hospital, Clinics where event
occurred

Fees:
Postal money Order (PMO) PHP 500.00
Certificate of Live Birth

Office of the Municipal Treasurer

(COLB) PHP 100.00
Service Fee PHP 200.00
FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS | 5c5a D TIME RESPONSIBLE
1. Submit the 1. Receive and Local Civil
document to the | evaluate the Registrar,
service provider | documents to verify Assistant
at the office their completeness Registration
counter None 20 minutes Officer I,
1.2 Instruct the client Statistician Aide,
' Administrative Aide,
to get a Postal Money
Order Office of the Local
Civil Registrar
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PERSON I

FEES TO | PROCESSING

CLIENT STEPS | AGENCY ACTIONS | 5epaD TIME RESPONSIBLE
2. Secure Postal
Money Order
(PMO) at the PMO Post Master
Asingan Post PHP
Office 500.00 Asingan Post Office
3. Submit 3. Sign the Affidavit
additional
documents and | 3.1 Advise the client to
affix signatures mail the document to
to the affidavit at | the Civil Registrar of Local Civil
the Office of the | the city or town where Registrar,
Local Civil the Birth, Marriage, or Assistant
Registrar Death event took Regisr. at;on Officer

. place. None | 3Minutes | g isician Aide,
Then mail the _ Administrative Aide,
affidavit to the 3.2 Instruct client to
Civil Registrar of | pay the necessary Office of the Local
the city or town | fees at the Office of Civil Registrar
where the Birth, | the Municipal
Marriage, or Treasurer
Death event took
place.
4. Pay required | 4. Issue Official receipt
fees at Municipal | upon full payment.
Hall — Office of
the Municipal 4.1 Instruct client to Administrative
Treasurer 2" return to the Office of COLB Officer IV,
window. the Local Civil PHP Revenue Collection

Registrar and present | 100.00 Clerk I,
*Make sure to the Official Receipt . Revenue Collection
- , 3 Minutes Clerk I,

get th_e Oﬁ'C'al, Service Administrative Aide
Receipt that will Fee IV,
be issued upon PHP
payment and 200.00 Office of the
check if details of Municipal Treasurer
the receipt are
correct
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5. Submit the

Official receipt at
the Office of the

5. Receive and review
Official Receipt

Local Civil 5.1 Instruct the client
Registrar to wait for a message None 3 Minutes

from this office, which

will reach out as soon

as the document is Local Civil

received. Registrar,
6. Claim the 6. Process the request Assistant
Certificate by preparing the Registr at;on Oificer
. document, and Statistician Aide,

Thoroughly securing applicable Administrative Aide,
review the signatures
document to _ _ Office of the Local
ensure t_hat gll 6.1_AdV|se clle_n_ts to None 5 Minutes Civil Registrar
information is review the certificate
accurate and and have client sign a
that it has been | logbook to
fully signed by all | acknowledge receipt
required
signatories.
TOTAL | ool | 34 Minutes
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12. Registration of Birth/ Marriage/ Death
This service provides the official registration of vital events, including birth, marriage, and

death. This process ensures that these events are officially documented and recognized by

the government, allowing individuals to obtain legal certificates that are essential for a variety

of personal, legal, and administrative purposes.

Registration must be done within the 30-day reglementary period from the date of occurrence,
except for marriages solemnized with a license which must be registered within 15 days from
the date of marriage.

Office or Division: Office of the Local Civil Registrar
Classification: Simple Transaction
G2C — Government to Citizen
G2G — Government to Government
Individuals whose birth/marriage/death occurred in Asingan
Pangasinan.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Registration of Birth
Accomplished Certificate of Live Birth (MF 102)
(4 original copies)
Registration of Marriage
Accomplished Certificate of Marriage (MF 97) Church, Temples, Chapels, Court
(4 original copies) Office of the Municipal Mayor
Registration of Death

Accomplished Certificate of Death (MF 103)
(4 original copies)

Type of Transaction:

Who may avail?

Rural Health Unit (RHU)

Government or Private Hospitals,
Clinics
Rural Health Unit (RHU)

FEES
PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TO BE
PAID TIME RESPONSIBLE
1. Submit the 1. Receive and Local Civil
document to the evaluate the Registrar,
service provider documents to ensure Assistant
at the office they are filled out Registration
counter properly, then assign a Officer |,
registry number None 5 minutes Statistician Aide,
Administrative
1.2 Process request by Aide,
preparing the _
document and Office of the
securing applicable Local Civil
signatures Registrar
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2. Claim document at

2. Record and

Local Civil

the office counter release the Reg/"strar,
document to the As§/star_;t
client, then Reglgtratlon
i i Officer |,
instruct client to Statistician Aide
sign the logbook None 2 Minutes Administrative
to acknowledge Aide
receipt ’
Office of the
Local Civil
Registrar
TOTAL None 7 Minutes
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13. Registration of Birth (applicable to Hospitals and Birthing Homes
This service provides the official birth registration that occurred in Hospitals and/or Blrthlng

homes. This process ensures that these events are officially documented and recognized by

the government, allowing individuals to obtain legal certificates that are essential for a variety

of personal, legal, and administrative purposes.

Midwives are responsible for registering these births and their registration must be done within
the 30-day reglementary period from the date of occurrence.

Office or Division: Office of the Local Civil Registrar

Classification:

Simple Transaction

Type of G2C — Government to Citizen

Transaction:

G2G - Government to Government

Who may avail? Individuals born in Asingan only

CHECKLIST OF REQUIREMENTS
Registration of Birth

WHERE TO SECURE

Government or Private Hospitals,
Clinic, Birthing Homes/ Facilities
where childbirth occurred

Rural Health Unit (RHU)

Accomplished Certificate of Live Birth (MF 102)
(4 original copies)

Fees:
MF 102 PHP 100.00
Affidavit to use Surname of | 5115 445 g Office of the Municipal Treasurer
Father (if applicable) '
Documentary Stamp Tax PHP 30.00
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit the 1. Receive and Local Civil
document to the evaluate the Registrar.
service provider at | documents to ensure Assistant
the office counter they are filled out Registration
properly, then assign Officer I,
a registry number Statistician
None 5 minutes Aide,
1.2 Instruct the client Adminjstrative
to pay the required Aide,
fee at th_e _Offlce of Office of the
the MUﬂICIpﬁ' Local Civil
Treasurer Registrar
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AGENCY FEES TO BE | PROCESSING
CLIENT STEPS ACTIONS PAID TIME RESPONSIBLE
2. Pay required fees | 2. Issue Official Administrative
at Municipal Hall — receipt upon full ME - 102 Officer 1V,
Office of the payment. PLIP 100.00 Revenue
Municipal Treasurer ' Collection
2"d window. 2.1 Instruct client AUSE Clerk Il
to return to the Revenue
. PHP 142.00 . Collection
*Make sure to get the | Office of the and 5 Minutes Clerk |,
Official Receipt that | Local Civil Documentary Administrative
will be issued upon Registrar and Stamp Tax Aide IV,
payment and check if | present the (DST)
details of the receipt | Official Receipt PHP 30.00 Office of the
are correct ’ Municipal
Treasurer
3. Submit the Official | 3. Receive and
receipt to the Office verify Official Local Civil
of the Local Civil receipt Registrar,
Registrar Assistant
3.1 Process the Reogf;'ftr at;on
request and eer %
Statistician
ggi%?:\i:}?e None 7 Minutes Aide,
Administrative
] Aide,
3.2 Review the
final output, and Office of the
affix the Local Local Civil
Civil Registrar Registrar
Signature
4. Claim the Certified | 4. Record and
True Copy of Birth, release the Local Civil
Marriage, Death document to the Registrar,
client, then Assistant
* Thoroughly review | instruct client to Registration
the Certificate to sign the logbook Officer |,

. Statistician
ensure that all to acknowledge None 3 Minutes Aide
information is . receipt Administrative
accurate and that it Aide
has been fully signed ’
by all required Office of the
signatories. Local Civil

Registrar
TOTAL | PHP 272.00 25 Minutes
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14. Registration of Foundling g PR
This service is designed to legally document and register a founding. This process ensures
that the child is officially recognized in the civil registry, granting them legal identity.

A foundling is an infant or child who has been deserted or abandoned, with no known parents,
guardians, or relatives. It may also refer to a child placed in an orphanage, charitable, or
similar institution, whose birth and parentage are unknown.

Registration must be completed within the 30-day reglementary period from the time the
foundling is discovered in Asingan.

Office or Division: Office of the Local Civil Registrar

Classification: Simple Transaction

G2C — Government to Citizen

G2G — Government to Government

Abandoned infants/children with unknown facts of birth and
parentage found in Asingan, Pangasinan.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Municipal Social Welfare and
Development Office (MSWDO)
Affidavit of finder stating the facts and circumstances Public Attorney’s Office (PAQO)
surrounding the finding of the child that it has been
reported to Punong Barangay or the Police Authorities Private Law Offices/ Firms
(Original & 3 Photocopies)
Certification of Punong Barangay attesting to the facts Barangay hall of the client’s
as reported by the finder (Original & 3 Photocopies) residence

Certification of the Police Authorities if this event was
reported to the Police headquarters.

Type of Transaction:

Who may avail?

3 copies of accomplished certificate of Foundling

Philippine National Police
Office

(Original & 3 Photocopies)
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
(1j. Submit the ) 1. Rleceiver:]and Local Civil
ocgment to_t e evaluate the Registrar
service provider at | documents to ensure Assistant
the office counter they are filled out Registration
properly, then assign Officer |,
a registry number , Statistician Aide,
None | 20minutes | " iistrative
1.2 Process request Aide,
by preparing the _
document and (ifﬂceloé.thle
securing applicable ocal Livi
. Registrar
signatures
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2. Claim document at

2. Record and

Local Civil

the office counter release the Registrar,
document to the Assistant

* Thoroughly review client, then instruct Registration

the Certificate to client to sign the Sta t/(s)tf/fg:; ﬁ\i o

ensure that all logbook to None 5 Minutes Administrative

information is accurate | acknowledge Aide

and that it has been receipt '

fully signed by all Office of the

required signatories. Local Civil

Registrar
TOTAL | None 25 Minutes
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15. Registration of Legal Instruments (Legitimation, Acknowledgement;?
Affidavit of use of Surname of Father)

This service is designed to formally document legal declarations. This allows individuals to
legally recognize and register important legal instruments that establish or clarify relationships
and update the birth record of the registrant.

Office or Division:
Classification:

Office of the Local Civil Registrar
Simple Transaction
G2C — Government to Citizen
G2G — Government to Government
Individuals born in Asingan only
WHERE TO SECURE
Philippine Statistics Authority (PSA)

Type of Transaction:

Who may avail?

CHECKLIST OF REQUIREMENTS
Certificate of Live Birth of Child
Legitimation:

Joint Affidavit of Legitimation (Both Parents)

Public Statistics Authority (PSA)
Private Law Office or Firm

Marriage contract of parents:

Certificate of No Marriage (CENOMAR) from PSA
Acknowledgement:

Affidavit of Acknowledgement (Father)

Affidavit of use of Surname of Father:

Affidavit to use Surname of Father to be executed
by the mother

Fees:

Philippine Statistics Authority (PSA)

Local Civil Registrar

Local Civil Registrar

Documentary Stamp Tax (DST) PHP 30.00
Legitimation Fee with (+) DST PHP 200.00
Zggrﬁgﬁgr é)g;i)ee;tlﬁcate Egg 1?388 Office of the Municipal Treasurer
Endorsement Fee PHP 158.00
Affidavit to use of Surname of
Father Fee (AUSF) with (+) DsT | PHP 142.00
AGENCY FEES TO BE PROCESSING PERSON
CLIENT STEPS ACTIONS PAID TIME RESPONSIBLE
1. Submit the 1. Receive and Local Civil
document to the | review the Registrar,
service provider | documents to Assistant
at the office verify their Registration
counter completeness .Of'.c’(fGr h .
None 5 Minutes Statlst_lc_/an A/de,
Administrative
1._2 Instruct the Aide,
client to pay fees
at the Office of the Office of the
Municipal Local Civil
Treasurer Registrar
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AGENCY FEES TO BE PROCESSING
CLIENT STEPS ACTIONS PAID TIME RESPONSIBLE
2. Pay required fees | 2. Issue Official
at Municipal Hall — | receipt upon Legitimation
Office of the full payment. fee
Municipal Treasurer PHP 200.00
2" window. 2.1 Instruct and
client to return DST
*Make sure to get to the Office of
the Official Receipt | the Local Civil PHP 30.00 Administrative
that will be issued Registrar and Officer IV,
upon payment and | present the Photocopy of Revenue
check if details of Official Receipt Certificate Collection Clerk
the receipt are PHP 105.00 I,
correct Revenue
For Add.itional 5 Minutes Collection Clerk
Copies e
PHP 16.00 Adml.n/strat/ve
Aide 1V,
Endorsement Office of the
Fee Municipal
PHP 158.00 Treasurer
For AUSF
PHP142.00
and
DST
PHP 30.00
3. Submit the 3.1 Process the
Official Receiptto | request by Local Civil
the Office of the preparing the Registrar,
Local Civil Registrar | document, Assistant
. Registration
S.ecuqng g Officer I,
signatures, an ofin ;
er?dorse to None 10 Minutes Slté.\a(;;;z,)cllsat?a/?/vdee’
PSA-OCRG Aide,
Office of the
Local Civil

Registrar
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4. Claim the
document

4. Record and
release the
document to

Local Civil

. . Registrar,
*Thoroughly review | the client, then Assistant
the Certificate to instruct client to Registration
ensure that all sign the Officer |,
information is logbook to None 5 Minutes Statistician Aide,
accurate and that it | acknowledge Administrative
has been fully receipt Aide,
signed by all i
Ofce i
signatories. Registrar

TOTAL 25 Minutes
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16. Supplement Report
Enables the client to complete their birth, marriage, or death certificate by providing the
necessary information for any missing or incomplete entries.

Office of the Local Civil Registrar

Simple Transaction

G2C - Government to Citizen

G2G - Government to Government

Certificate of Live Birth/Marriage/Death
(Original & 3 Photocopies)

Those whose birth/marriage/death in Asingan, Pangasinan only

Philippine Statistics Office (PSA)

Photocopies)

Affidavit of Supplement report (Original & 3

Public Attorney’s Office (PAO)

Private Law Firms/ Offices

Any 2-3 public or private document showing the
missing entry in the certificate of birth/marriage/death
(Original & 3 Photocopies)

Provided by Client

Fees:

Certificate of Live Birth (COLB) PHP 100.00
Endorsement PHP 158.00
Supplemental PHP 142.00

Office of the Municipal Treasurer

1. Submit the
document to the
service provider
at the office
counter

1. Receive and
evaluate the
documents to
verify their
completeness

1.2 Instruct the
client to pay
fees at the
Office of the
Municipal
Treasurer

None

20 minutes

Local Civil

Registrar,

Assistant

Registration
Officer I,
Statistician Aide,
Administrative
Aide,

Office of the
Local Civil
Registrar
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PERSON

AGENCY FEES TO BE | PROCESSIN
CLIENT STEPS | AcTiONS PAID GTIME | RESPONSIBLE

2. Pay required 2. Issue Official
fees at Municipal | receipt upon full
Hall — Office of payment. Administrative
the Municipal Officer 1V,
Treasurer 2" 2.1 Instruct PHCFi?IC_)Ig 00 Revenue
window. client to return ' CO”e/gge’;nculgr kIl

to the Office of ,
*Make sure to get | the I__ocal Civil Epnggr?ggggt 5 Minutes Czlifniiﬁgtgﬁcg h
the Official Registrar and Aide IV,
Receipt that will present the Supplemental
be issued upon Official Receipt PHpE 142.00 Office of the
payment and ' Municipal
check if details of Treasurer
the receipt are
correct
3. Submit the 3. Receive and
Official receipt review Official
and claim Receipt
dopument at the Local Civil
office counter 3.1 Issue a Registrar,

copy of the Assistant
* Thoroughly supplemental Registration
review the report to the Officer I,
Certificate to client None 5 Minutes Statistician Aide,
ensure that all Administrative
information is Aide,
accurate and that _
it has been fully Office of the Local
signed by all Civil Registrar
required
signatories.

TOTAL PHP 400.00 30 Minutes
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Office of the Municipal Budget Officer

External Services

135



1. Review And Endorsement of Barangay Budget Wog P
The Office of the Municipal Budget Officer is tasked to assist barangays in the preparatlon of
their Annual and Supplemental Budgets to ensure compliance with statutory, contractual
obligation and budgetary requirements prior to the review and approval of the Sangguniang

Bayan.

Office or Division:

Office of the Municipal Budget Officer

Classification:

Simple Transaction

Type of Transaction:

G2C - Government to Citizen
(Barangay Treasurer’s & Secretaries)

G2G - Government to Government

Who may avail?

21 Barangays of the Municipality

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Annual Investment Program (AIP) (1 original copy) 21 Barangays

Barangay Budget Preparation Forms; (1 original copy each) | 21 Barangays

Budget of Expenditures and Sources of Financing

Programmed Appropriation By PPA, Expense Class, Object of
Expenditure and Expected Results

List of Projects Chargeable Against 20% Development Fund

Plantilla of Personnel

Statement of Indebtedness. If any

CLIENT STEPS

FEES TO | PROCESSING PERSON

AGENCY ACTIONS | =0\ TIME RESPONSIBLE

1.Submit Proposed
Barangay Budget

1. Receive and
review the
documents

1.1 Prepare
endorsement letter to

the Sangguniang None 4 Hours
Bayan Municipal Budget

1.2 Note: if it needs Officer
re;ns,lo[\é cgrrectlons:[, Office of the
return the documen Municipal Budget
to the client for Officer
proper amendments

2. Receive the
documents with
endorsement letter
to be submitted to
the Office of the
Sangguniang Bayan

2. Issue the
endorsement letter
and return the
reviewed documents

None 3 minutes

4 Hours

TOTAL None 3 Minutes
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2. Signing Of Obligation Request (Or)

The Office of the Municipal Budget Officer ensures that disbursements conform with the
Annual Procurement Plan (APP), Quarterly Allotment of the different offices and Annual

Investment Plan (AIP) of the municipality.

Office or Division:

Office of the Municipal Budget Officer

Classification: Simple Transaction

Type of

G2C - Government to Citizen

Transaction:

G2G — Government to Government

Who may avail?

(MSWDO)

Municipal and national officials and employees of the municipality,
suppliers, contractors and indigent families as endorsed by the
Office of the Municipal Social Worker & Development Officer

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Obligation Request signed by proper authority/head
of office / requesting officer (3 original copies)

Office of the Municipal Budget
Officer

Disbursement Vouchers

Office of the Municipal
Accountant

Purchase Request, Purchase Order, Canvass,
Inspection Report (for supplies & materials)

Requesting Office/ General
Services Office/ Inspection Team

Certificate of Eligibility approved by the Municipal
Mayor (for financial assistance)

Office of the Municipal Mayor

Timebook and Payroll (for Salaries and Wages)

Office of the Human Resource
and Management Officer

Travel Order, Certificate of Appearance, Itinerary of
Travel (for payment of per diems & travelling
expenses/liquidation of cash advances)

Various Offices

Job Order Office of the Municipal Engineer/
(for repair of vehicles, equipment and other utilities) Procurement Office
AGENCY FEES TO | PROCESSING PERSON
GHISNI SIS ACTIONS BE PAID TIME RESPONSIBLE
1. Present 1. Check the
documents/ documents and Municipal Budget
papers to the record the None 5 minutes Officer
service provider transaction Administrative
Officer Il
A
TOTAL None 8 Minutes
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Office of the Municipal Accountant

Internal Services
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1. Assist in the Signing of Clearance

Clearances forwarded to the Municipal Accounting office are facilitated for countersign of the

concerned offices before the approval of the Municipal Accountant.

Office or Division:

Office of the Municipal Accountant

Classification: Simple Transaction

Type of Transaction:

G2G-Government to Government

Who may avail? Requisitioning Office

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

The following are to be submitted in the original copy:

Office of the Human Resource and
Management Officer

Transmittal of Report

Report of Check Issued

o Disbursement vouchers with a photocopy of
the check and supporting documents

Reports of Cash Disbursement

o Payrolls with supporting documents

Barangays of the Municipality of

Registry of Appropriation and Commitment (RAC) Asingan
Punong Barangay Certification (PBC)
Liguidation of Reports with supporting documents
Statement of Appropriations, Commitments and
Balances (SACB)
Summary of Collections and Deposits/Remittances
CLIENT FEESTO | PROCESSING PERSON
STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Transmit 1. Receive the reports
the reports with the required
documents.
1.1 Check and review All Accounting Staff
.the su'bmltted reportg None 30 Days Office of the
including the supporting Municipal
documents Accountant
1.2 Prepare financial
statements with
supporting documents
2.Receive 2. Issue financial Municipal
financial statements Accountant
statements None 1 Minute Office of the
Municipal
Accountant
TOTAL| None | 30Daysand
1 Minute
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2. Issuance of Certificate of Income Tax Withheld from Employees
Government employee's income taxes are withheld under the National Revenue Code. The
Certificate of Compensation Payment Tax withheld is annually given to show proof that tax

due from employees has been paid.

Office of the Municipal Accountant

Simple Transaction

Government to Client

Government to Government

Identification Card (ID)

Valid acceptable Identification Cards from
Various National Government Agencies

1. Go to the 1. Acknowledges client Accounting Clerk
Service Advise client to sit down
Provider and | and wait for the document | None | 2 Minutes Office of the
request for Municipal
the Accountant
Certificate of 1.1 Prepare BIR FORM Accpt_mting Cle(k
Income tax 2316 or Income Tax Administrative Aide
i Return Vi
withheld, None 3 Minutes
Sign Client Office of the
Logbook Municipal
Accountant
1.2 Sign the Certificate of Municipal
Income Tax Withheld form Accountant
None 2 Minutes Office of the
Municipal
Accountant
2. Receives | 2. Release the signed Accounting Clerk
signed Certificate of Income Tax Administrative Aide
Certificate of | Withheld and require the %
Income Tax client to sign in the None 3 Minutes
Withheld and | logbook and then file the Office of the
then signs in | duplicate reference Municipal
the logbook Accountant
TOTAL | None | 10 Minutes
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3. Processing of Allowances, Honoraria and Other Forms of

Compensations

The government grants the municipal official or employee a personnel benefits as long as
authorized by law and are entitled. The Municipal Accountant will conduct a pre-audit to
ensure that all necessary supporting documents, as prescribed under Commission on Audit
Circular No. 2023-004, are complete.

Office or Division: | Office of the Municipal Accountant

Classification: Complex Transaction

Type of . G2G-Government to Government

Transaction:

Who may avail? Municipal Officials and Employees of The Municipality
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Clothing/Uniform Allowance
For Individual Claims

Office of the Human
Resource and
Management Office

Certificate of Assumption (for new employees and those
on leave without pay) -original copy with duplicate

Certificate of Non-payment from the previous agency,
for transferees -original copy with duplicate
For General Claims

Previous Employer

Office of the Human
Resource and
Management Office
Approved Payroll Register (hard and soft copy) -original | Office of the Municipal

Approved Clothing/Uniform Allowance Payroll -original
copy with duplicate

copy with duplicate Accountant

Letter to the bank to credit employees' accounts of their | Office of the Municipal

allowance -original copy with duplicate Treasurer

Validated deposit slips/LDDAP-ADA, if applicable Depository Bank
Collective Negotiation Agreement (CNA) Incentive Contracting Parties

Resolution signed by both parties incorporating the
guidelines/criteria for granting CNA incentive -original copy | DBM
with duplicate
Copy of CNA Contracting Parties
Comparative statement of DBM approved level of operating
expenses and actual operating expenses

Proof of remittance to the National Treasury of its 50 percent | Office of the Municipal
& dividend share or percentage approved by the | Treasurer
Department of Finance on the annual earnings for income-
generating GCs/GFls (duplicate)

Certification issued by the Head of the Agency on the total
amount of unencumbered savings generated from the cost-
cutting measures identified in the CNA which resulted from
the joint efforts of labor and management and
systems/productivity/income improvement

Office of the Municipal
Mayor
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Proof that the planned programs/activities/projects have
been implemented and completed in accordance with
targets for the year

Implementing Office

Hazard Duty Pay

Certification by the Secretary of the Department of Science
and Technology (DOST)/ Department of Health
(DOH)/Department of National Defense (DND)/Director of
the Philippine Institute of Volcanology and Seismology that
the place of assignment/travel is a strife-torn
/lembattled/disease-infested/distress or isolated
areas/stations, or areas declared under state of calamity
or emergency, or with volcano activity or eruption.

DOST/DOH/DND

Approved DTR/Report or Duly Accomplished Time Record
of employee or travel report. (original copy with duplicate)

Claimant

Copy of Special Order from the agency/department head
covering the assignment to hazardous/difficult areas.

Office of the Municipal
Mayor

For non-DOST personnel, Certification from the DOST
Secretary showing the degree of risk to hazards, actual
exposure, and rates

DOST

Certification issued by the Municipal Accountant that the
amounts received by the recipient/s are compliant with the
rules and rates on hazard pay set under ltem 3 of DBM-
DOH Joint Circular No. 1, series of 2012 and DBM-DOH
Joint Circular No. 1, series of 2016, and any future
amendments thereof. -original copy with duplicate

Office of the Municipal
Accountant

Honoraria

Government Personnel Involved in Government
Procurement

Office Order creating and designating the BAC
compositions and authorizing the members to collect
honoraria -original copy with duplicate

Office of the Municipal
Mayor

Minutes of BAC meeting-duplicate Bids ar)d Awards
Committee
Notices of Award to the winning bidders of procurement | Office of the Municipal
activity being claimed duplicate Mayor
e . " Bids and Awards
Qen!flcatlon .that the procurement involves competitive Committee / Office of the
bidding-duplicate .
Municipal Mayor
Attendance sheet listing the names of attendees to the | Bids and Awards
BAC meetings-original copy with duplicate Committee

Certification issued by the Chief Accountant that the
amounts received by the recipient/s do not exceed 25%
of the annual basic salaries pursuant to DBM Budget
Circular No. 2004-5A dated October 7, 2005, and any
future amendments thereof -original copy with duplicate

Office of the Municipal
Accountant
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Teaching Personnel [Department of Education (DepEd),
TESDA, SUCs, and other educational institutions

Certification from the Registrar/Dean of College that the
load is in excess of the regular load or outside the regular
office hours-original copy with duplicate

School concerned

Schedule of classes indicating the designated teaching
personnel-original copy with duplicate

School concerned

Certificate of actual conduct of classes and/or
Accomplishment Report-original copy with duplicate

School concerned

Service Report-original copy with duplicate

School concerned

Certification issued by the Chief Accountant that the
amounts received by the recipient/s do not exceed the
limits pursuant to Item 7.13.1, Chapter VIl of the DBM
Manual on Position

Office of the Municipal
Accountant

Classification and Compensation-original
duplicate

copy with

Agency concerned

Governing Boards of Collegial Bodies

Appointment/designation as a member of the Board

School concerned

Certification that the claimant is not an appointee to a
regular position in the governing board of a collegial body
who receives salaries, regular allowances, and other
benefits.

School concerned

Minutes of Meeting and Attendance Sheet as certified by
the Board Secretary

Scholl concerned

Certification issued by the Chief Accountant that the
amounts received by the recipient/s do not exceed the
limits pursuant to DBM BC No. 2007-510 dated May 8,
2007, and any future amendments thereof

Office of the Municipal
Accountant

Resource Person/Coordinator/Facilitator

Office Order for their designation with authority to collect
Honorarium -original copy with duplicate

Office concerned

Authority to Conduct the Training/Seminar and the
participants -original copy with duplicate

Office of the Municipal
Mayor

Course Outline/Program -duplicate

Office concerned

Copy of the Letter/Invitation to Guest Resource
Speaker/Persons (as accepted/conformed)

Office concerned

Certification issued by the Chief Accountant that the
amounts received by the recipient/s do not exceed the
limits pursuant to DBM BC No. 2007-001 dated April 23,
2007, and any future amendments thereof -original copy
with duplicate

Office of the Municipal
Accountant

Special Projects

Office Order for the creation of the Special Project Team

Office of the Municipal
Mayor

Special Project Plan -duplicate

Implementing Office

Terms of Reference -duplicate

Implementing Office
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Accomplishment Report/Certificate of Completion of
project deliverables -original copy with duplicate

Certificate of acceptance by the Head of Agency of the
deliverables per project component - original copy with
duplicate

Office of the Municipal
Mayor

Certification issued by the Chief Accountant that the
amounts received by the recipient/s do not exceed 25%
of the annual basic salaries pursuant to DBM BC No.
2007-2 dated October 1, 2007, and any future
amendments thereof -original copy with duplicate

Office of the Municipal
Accountant

Science and Technological Activities

Office Order or Authority to collect honoraria -original
copy with duplicate

Office of the Municipal
Mayor

Plan/Program of Activities with

deliverables/project output -duplicate

specific

Implementing Office

Accomplishment Report/Certificate of Completion of
programmed activities certified by the
manager/Head/proponent of the Special Project and to
be approved by the Head of the Agency or his/her
designated official. -original copy with duplicate

Implementing Office

Certificate of Acceptance by the Head of Agency of the
deliverables/project output -original copy with duplicate

Office of the Municipal
Mayor

Certification issued by the Chief Accountant that the
amounts received by the recipient/s do not exceed the
limits pursuant to Item 7 .13 .1, Chapter VIl of the DBM
Manual on Position Classification and Compensation -
original copy with duplicate

Office of the Municipal
Accountant

Longevity Pay

Service Record-original copy with duplicate

Certification issued by the Personnel Officer that the
claimant has not incurred more than 15 days of vacation
leave without pay -original copy with duplicate

Office of the Human
Resource and
Management Officer

Loyalty Cash Award/Incentive/Service Recognition Award

For Individual Claims

Service Record -original copy with duplicate

Certificate from HRO/U that the claimant has not incurred
more than 50 days leave without pay within the preceding
5-year period, as the case may be, or proof of eligibility
to receive incentive/service recognition -original copy
with duplicate

Office of the Human
Resource and
Management Officer

Certificate of non-payment from the previous office (for
transferee) -original copy with duplicate

Previous Employer

For General Claims.

Loyalty Cash Award/ Incentive/Service Recognition
Award Payroll -original copy with duplicate

Office of the Municipal
Accountant
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Certificate from HRO/U that the claimants have not
incurred more than 50 days leave without pay within the
preceding 5-year period, as the case may be, or proof of
eligibility to receive incentive/service recognition

Office of the Municipal
Treasurer

Payroll Register (hard and soft copy) -original copy with
duplicate Letter to the bank requesting to credit
employees' accounts of their PIB claims

Office of the Municipal
Treasurer

Validated Deposit Slips/LDDAP-ADA, if applicable

Depository Bank

Mid-Year/Year-End Bonus (YEB) and Cash Gift (CG)

For Individual Claims

Clearance from money, propertyy, and Ilegal
accountabilities (retiree) -original copy with duplicate

Certificate of Assumption to Office (for new
Employee/transferee)-original copy with duplicate

Certification of non-payment from the previous agency
(for transferee) -original copy with duplicate

Office of the Human
Resource and
Management Office

For General Claims

Bonus and/or CG Payroll -original copy with duplicate

Office of the Municipal
Accountant

Payroll Register (Hard and soft copy) -original copy with
duplicate

Letter to the bank to credit employee's account of their
Bonus and/or CG claims -original copy with duplicate

Office of the Municipal
Treasurer

Validated Deposit slips/LDDAP-ADA, if applicable

Depository Bank

Monetization of Leave Credits

Approved leave application with leave credit balance

certified by the Human Resources Officer -original copy | Claimant
with duplicate

Request for monetization of leave covering more than

ten days duly approved by the Head of Agency -original | Claimant

copy with duplicate

For monetization of 50 percent or more:

Clinical abstract/medical procedures to be undertaken in
case of health, medical, and hospital needs -original
copy with duplicate

Health Physician

Barangay Certification in case of need for financial
assistance brought by calamities, typhoons, fire, etc. -
original copy with duplicate

Barangay Hall of the
Clients Residence

Justification on financial needs for the education of
employees or children -original copy with duplicate

Claimant

Overtime Pay

Overtime authority stating the necessity and urgency of
the work to be done, names of personnel, the purpose of
expected outputs, specific period of such services, and
the manner of compensating the same i.e. Compensatory
Time Off or paid in cash -original copy with duplicate

Implementing Office
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Overtime Work Program -original copy with duplicate

Claimant

Quantified Overtime Accomplishment duly signed by the
employee and supervisor -original copy with duplicate

Claimant

Certificate of service or duly approved DTR -original copy
with duplicate

Concerned Office

Personnel Economic Relief Allowance (PERA)

Approved DTR -original copy with duplicate Claimant
- . , Office of the Municipal
Approved payroll -original copy with duplicate Accountant

Program on Awards and Incentives for Service Excellence
(PRAISE)

Proof of eligibility to receive PRAISE award in accordance
with CSC Memorandum Circular (MC) No. 01-2001 dated
January 26, 2001, and any future amendments thereof

Approved payroll

Office of the Human
Resource and
Management Office

Productivity Incentive Bonus
Enhancement Incentive (PEI)

(PIB) or Productivity

For Individual Claims

Certification that the performance ratings for two
semesters given to the personnel of the concerned
division/office are at least satisfactory -original copy with
duplicate

Office of the Human
Resource and
Management Office

Certification from the Legal Office that the employee has
no administrative charge-original copy with duplicate

Claimant

For General Claims

PIB Payroll -original copy with duplicate

List of personnel dismissed within the year -original copy
with duplicate

List of personnel absent without official leave (AWOL) -
original copy with duplicate

Certification that the performance ratings for the two
semesters given to the personnel of the concerned
division/office are at least satisfactory -original copy with
duplicate

Office of the Human
Resource and
Management Office

Payroll register (hard and soft copy) -original copy with
duplicate

Office of the Municipal
Accountant

Letter to the bank to credit employees' accounts for their
PIB/PEI claims

Office of the Municipal
Treasurer

Validated deposit slips/LDDAP-ADA, if applicable

Depository Bank

Reimbursement of Hospital Expenses

Duly approved Order of Adjudication-original with duplicate

Committee Report/Evaluation-original with duplicate

Office concerned

Medical Abstract/Record-original with duplicate

Hospital concerned

Affidavit of the Applicant-original with duplicate

Legal Firm
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Affidavit of two (2) disinterested persons-original with
duplicate

Summary of hospital expenses-original with duplicate

Statement of Account/Bill-original with duplicate

Official Receipts-original with duplicate

Hospital concerned

Reimbursement of Pre-employment Medical Expenses

Copy of Approved Appointment -original with duplicate

Copy of Certificate of Assumption to Office -original with
duplicate

Office of the Human
Resource and
Management Office

Official Receipts/eOR/AR or equivalent-original with
duplicate

Service Provider

Representation and Transportation Allowance (RATA)

For Individual Claims

Copy of Appointment/Office Order (1st payment)

Certificate of Assumption (1st payment)

Office of the Human
Resource and
Management Office

Certificate or evidence of service rendered or approved
DTR

Certification that the official/lemployee did not use
a government vehicle

Claimant

Certification by the LCE, in the case of LGUs, that the
revised RATA rates are still within the PS limitation

Office of the Municipal

Mayor/Vice-Mayor

Certification on the Actual incurrence of RATA (for those
with authorized monthly commutable representation and
transportation allowance)

Claimant

For General Claims

Approved RATA payroll

Office of the Municipal

Accountant

Approved Payroll Register (hard and soft copy)

Letter to the bank to credit employees' account of their
RATA claims, if applicable stamped "Received" by the
bank

Office of the Municipal

Treasurer

Validated Deposit Slip/LDDAP-ADA, if applicable

Depository Bank

Retirement Benefits

Updated Service record indicating the number of days on
leave without pay and/or certification issued by the
Human Resource Office/Unit (HRO/U) that the retiree did
not incur any leave of absence without pay -original with
duplicate

Office of the Human
Resource and
Management Office

Retirement application-original with duplicate

Claimant

Office clearance from money/property accountability &
administrative/criminal liability-original with duplicate

Concerned Office

Statement of Assets, Liabilities, and Net worth (SALN) -
original with duplicate

Claimant
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Retirement Gratuity Computation

Office of the Human _ \
Resource and
Management Office

Certificate from the Office of the Ombudsman indicating
whether or not the retiree has a pending criminal or
administrative case

Office of the Ombudsman

Affidavit of Undertaking with authority to deduct
accountabilities

Claimant

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

Claimant

Additional requirement in case of resignation

Employee's letter of resignation duly accepted by the
Agency Head-original with duplicate

Office of the Human
Resource and
Management Office

Additional requirements in case of death

Death certificate issued by the Philippine Statistics
Authority (PSA) -3 photocopies

Marriage Certificate issued by PSA-3 photocopies

Birth certificates of all surviving legal heirs issued by PSA
Waiver of rights of children 18 years old and above, if
applicable-3 photocopies

Philippine Statistics
Authority

Designation of next-of-kin-original with duplicate

Claimant

Affidavit of two disinterested parties that the deceased is
survived by legitimate and illegitimate children (if any),
natural, adopted, or children of a prior marriage-3
photocopies

Notary Public

Special Counsel Allowance

Certification that the cases to be attended by the lawyer
personnel are directly related to the nature/function of the
particular office represented -original with duplicate

Concerned Office

Certification issued by the Chief Accountant that the
amount being claimed is still within the limitation under
the General Appropriations Act (GAA) of the amount per
month-original with duplicate

Office of the Municipal
Accountant

Subsistence, Laundry, and Quarters Allowances

For Individual Claims

Authority for entitlement to collect the benefit approved
by the Head of the Agency -original with duplicate

Office of the Municipal
Mayor

Approved DTR -original with duplicate

Claimant

Certification from the Legal Office that the employee has
no administrative charge -original with duplicate

Office of the Municipal
Mayor

For General Claims

Payroll of personnel entitled to claim subsistence,
laundry, and quarters allowance -original with duplicate

Office of the Municipal
Accountant

Payroll register (hard and soft copy) -original with
duplicate

Office of the Municipal
Treasurer
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Letter to the bank to credit employees' accounts for their
claims -original with duplicate

Validated deposit slips/LDDAP-ADA, if applicable Depository Bank

Terminal Leave Benefits

Agency Clearance from money, property, and legal
accountability from the Central Office and/or from the | Office Concerned
Regional Office of the last assignment

Ombudsman Clearance -original with duplicate Office of the Ombudsman

Certified photocopy of employee leave card with
computed leave credits as at last date of service by the
Personnel Division/Unit/Office/Admin/Human Resources
Office/Unit (HRO/U) -original with duplicate

Office of the Human
Resource and
Management Office

Approved leave application -original with duplicate Claimant
Office of the Human
Complete service record-original with duplicate Resource and

Management Office

Statement of Assets, Liabilities, and Net Worth (SALN)-

original with duplicate Claimant

Certified photocopy of appointment/NOSA showing the | Office of the Human
highest salary received if the salary under the last | Resource and

appointment is not the highest -original with duplicate Management Office
Computation of terminal benefits duly signed /certified by | Office of the Municipal
the Municipal Accountant - original with duplicate Accountant

Applicant's authorization (in affidavit form) to deduct all

financial obligations with the employer/agency Claimant
In case of resignation, the employee's letter of Claimant
resignation is accepted by the Head of the Agency.

Additional requirements in case of death
Death certificate issued by PSA -3 photocopies PSA
Marriage Certificate issued by PSA -3 photocopies PSA
Birth certificate of all surviving legal heirs issued by PSA- PSA

3 photocopies

Designation of next-of-kin -3 photocopies Claimant

Waiver of rights of children 18 years old and above, if

applicable -original with duplicate Claimant
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PERSON

CLIENT FEES TO | PROCESSING
STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit the | 1. Attach the Routing Accounting Clerk
Disbursement | Slip with the Control None 1 Minute Office of the Municipal
Voucher (DV) | Number Accountant
with the 1.1 Receive and record Administrative
required claim N 4 Minut Assistant Il
documents one nutes Office of the Municipal
Accountant
1.2 Pre-audit of claim
1.2.1 Check supporting
documents as to
completeness Administrative Asst. Il
Administrative Aide VI
1.2.2 Check the None 3 Days
correctness of amounts, Office of the Municipal
authorized signatures, Accountant
and other details
reflected in the voucher
and other supporting
documents
1.2.3 Transmit the
voucher with supporting
documents to the
Municipal Accountant
for approval
1.3 Review pre-audited
documents
1.3.1 Sign approval of -
DV with complete Municipal Accountant
supporting documents None 4 Minutes Office of the Municipal
Accountant
1.3.2 Forward
the signed approved DV
to the Office of the
Municipal Treasurer
Administrative Asst. Il
1.4 Endorse documents Administrative Aide VI
to the Office of the None 4 Minutes Accounting Clerk
Municipal Treasurer Office of the Municipal
Accountant
3 Days
TOTAL None 13 Minutes
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4. Processing of Cash Advances ST~
Cash Advances funded out of local funds are granted to municipal officials and employees
The Municipal Accountant undertakes a pre-audit to determine that all necessary supporting

documents as prescribed under Commission on Audit Circular No. 2023-004 are complete.

Office or Division: Office of the Municipal Accountant

Classification: Complex Transaction

Type of

. G2G — Government to Government
Transaction:

Who may avail?

Municipal Officials and Employees of the Municipality

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Approved Certificate on Appropriations, Funds, and Obligation of
Allotment (CAFOA)
(1 original copy & 2 photocopies from the Budget Office)

Office of the Municipal
Budget Officer

Disbursement Voucher (3 original copies)

Concerned Office

Authority of the accountable officer issued by the Head of the
Agency or his duly authorized representative indicating the
maximum accountability and purpose of cash advance (for initial
cash advance)

(1 original copy & 2 photocopies from the employee’s department
head)

Various Offices

Certification from the Municipal Accountant that previous cash
advances have been fully liquidated and accounted for in the
books

(1 original copy)

Office of the Municipal
Accountant

Approved payroll or list of payees indicating their net pay (for
Payroll Fund and other Similar Expenses) (3 original copies from
the HRMO)

Approved authority (presidential directive or legislative enactment)
or legal basis to pay allowances/salaries/honoraria/fringe benefits
(for  Payroll Fund and other  Similar  Expenses)
(3 original copies from the HRMO)

Office of the Human
Resource and
Management Officer

Daily Time Record (for Payroll Fund and other Similar Expenses)
(3 original copies from the employee)

Various Offices

Approved estimate of petty expenses for one month (initial set-
up) from the Office of the Municipal Treasurer (1 original copy)

Office of the Municipal
Treasurer

Approved Budget for COE of the agency field office or agency
activity in the field (for Field/Activity Current Operating Expenses)
(1 original copy)

Office of the Municipal
Budget Officer

Duly approved Office Order/Travel Order (For Local and Foreign
Travel) (1 original with duplicate)

Office of the Municipal
Mayor

Duly approved ltinerary of Travel (For Local and Foreign Travel)
(1 original with duplicate)

Employee
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Certification from the Municipal Accountant that previous cash
advances have been fully liquidated and accounted or in the
books (For Local and Foreign Travel) 1 original with duplicate

Office of the Municip&
Accountant

Quotation of plane fare for similar dates, from at least three
airline companies/travel agencies or its equivalent. In case of less
than three quotations, a certification by the claimant attesting to
such circumstance, signed by his/her supervisor (For Local and

Foreign Travel)

(1 original with duplicate from travel/airline agencies)

Travel Agencies

Letter of invitation of the host/sponsoring country/agency/
Organization (For Foreign Travel) (1 original with duplicate)

From the event
host/sponsor

Where applicable, authority to claim representation expenses. In
case of seminar/training (For Local and Foreign Travel) 1 original

with duplicate

Office of the Mayor

CLIENT FEES TO | PROCESSING PERSON
STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit the 1. Attach the Routing Accounting Clerk
Disbursement Slip with the Control None 1 Minute , -
Voucher (DV) Number OfﬁceAcz‘Ctgfnl:gl:]?lmpal
with the 1.1 Receive and Administrative
required record claim Assistant Il
documents None 3 Minutes
Office of the Municipal
Accountant
1.2 Pre-audit of claim
1.2.1 Check
supporting
documents as to
completeness
1.2.2 Check
the correctness of Administrati
ts, authorized ministrative
a.moun ’ Assistant I/
signatures, and other
details reflected in 3 Days Administrative Aide VI
the voucher and
other supporting Office of the Municipal
documents Accountant
None

1.2.3 Transmit the
voucher with
supporting
documents to the
Municipal Accountant
for approval
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1.3 Review Pre-
audited
documents

1.3.1 Sign
approval of DV
with complete

supporting Municipal Accountant
documents None 10 Minut
inutes Office of the Municipal
1.3.2 Forward Accountant
the signed
approved DV to
the Office of the
Municipal
Treasurer
1.4 Endorse Administrative
documents to the Assistant Il
Office of the Administrative Aide VI
Municipal None 4 Minutes Accounting Clerk
Treasurer Office of the Municipal
Accountant
3 Days and
TOTAL None 18 Minutes
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5. Processing Cash Advances (Special Disbursing Officer)
In processing the cash advance of the Special Disbursing Officer, a pre-audit is undertaken
by the Municipal Accountant to determine that all necessary supporting documents as
prescribed under Commission on Audit Circular No. 2023-004 are complete.

Office of the Municipal Accountant
Simple Transaction
G2G-Government to Government

Special Disbursing Officer

Honorarium and Prizes

Disbursement Voucher — 2 copies Office concerned
Obligation Request — 2 copies Office concerned
Payroll for Honorarium/Prizes — 2 copies Office concerned

Criteria/Mechanics (with amount of prizes)

(for prizes) — 2 copies Office concerned

Program of Activities — 2 copies Office concerned
Program/Activity Design — 2 copies Implementing Office
Certificgte of No Unliquidated Cash Advance Office of the Municipal Accountant
— 2 copies
Centenarian Awardees
Disbursement Voucher — 2 copies Implementing Office
Obligation Request — 2 copies Implementing Office
Payroll for incentive — 2 copies Implementing Office
Birth Certificate — 2 copies PSA

Barangay Certification — 2 copies Baranga

1._ Submit the 1. Attach. o Accounting Clerk
Disbursement the Routing Slip with
Voucher (DV) the Control Number None 1 Minute Office of the
with the Municipal
required Accountant
documents 1.1 Receive and Administrative
record claim Assistant Il
None 4 Minutes Office of the
Municipal
Accountant
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PERSON

CLIENT FEES TO | PROCESSING
STEPS ACIENEY ACT O BE PAID TIME RESPONSIBLE

1.2 Pre-audit of claim

1.2.1 Check

supporting

documents as to

completeness

1.2.2 Check Administrative

the correctness of Assistant Il

amounts, authgrizched Administrative Aide

signatures, and other Vi

degtails reflected in None 1 Day

the voucher and Office of the

other supporting Municipal

documents Accountant

1.2.3 Transmit the

voucher with

supporting

documents to the

Municipal Accountant

for approval

1.3 Review pre-

audited documents

1.3.1 Sign approval .

of DV with complete Municipal

supporting Accountant

documents None 10 Minutes Office of the
Municipal

1.3.2 Forward Accountant

the signed approved

DV to the Office of

the Municipal

Treasurer

1.4 Endorse Any Accounting Staff

documents to the Available

Office of the i _

Municipal Treasurer None 4 Minutes Office of the
Municipal

Accountant
1 Day and
TOTAL None 19 Minutes
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6. Processing of Human Resource Development and Training Prograni s
Pre-audit supporting documents of the Human Resource Development and Training Program
as to completeness of documents.

Office or Division: Office of the Municipal Accountant

Classification: Simple Transaction

Type of Transaction: G2G-Government to Government

Who may avail? Requisitioning Office

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Disbursement Voucher — 2 copies

Office concerned

Obligation Request — 2 copies

Office concerned

Budget estimates approved by the head of the Agency Budget Office
Same requirements under procurement depending on the Refer to the mode of
nature of the expense and the mode of procurement adopted | Procurement.

Official Receipts 1 original

Service Provider

Schedule of training approved by the Head of the Agency

Mayor’s Office

Statements of Account/Bills/Invoices-original copy Service Provider
CLIENT FEES TO | PROCESSING PERSON
STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit 1. Attach the Routing Accounting Clerk
the Slip with the Control None 1 Minute _ .
Disburseme | Number Office of the Municipal
nt Voucher Acgogntaqt
(DV) with 1.1 Receive and record Administrative
. claim Assistant Il
the required | “&' None 4 Minutes
documents Office of the Municipal
Accountant
1.2 Pre-audit of claim
1.2.1 Check supporting
documents as to
completeness
1.2.2 Check
the correctness of Administrative
amounts, authorized Assistant Il
detallhs reflecci:tetc:1 in the Office of the Municipal
voucher-and other Accountant
supporting documents
1.2.3 Transmit the
voucher with supporting
documents to the
Municipal Accountant for
approval
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1.3 Review pre-audited
documents

1.3.1 Sign approval of

DV with complete Municipal Accountant
supporting documents None 11 Minutes Office of the Municipal
. Accountant
1.3.2 Forward the signed
approved DV to the
Office of the Municipal
Treasurer
1.4 Endorse documents Any Accounting Staff
to the Office of the Available
Municipal Treasurer None 4 Minutes
Office of the Municipal
Accountant
TOTAL | None | 50 Minutes
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7. Processing of Liquidation of Cash Advances

Liquidation of cash advances funded from local funds granted to municipal officials and

employees shall be processed within the specified date of the cash advance but within the
designated period. The Municipal Accountant will conduct a pre-audit to ensure that all
necessary supporting documents, as prescribed under Commission on Audit Circular No.

2023-004, are complete.

Office or Division:

Office of the Municipal Accountant

Classification:

Complex Transaction

Type of Transaction:

G2G - Government to Government

Who may avail?

Municipal Officials and Employees of the Municipality

accountable officer (for Payroll Fund and other Similar Expenses)
(3 original copies)

WHERE TO
CHECKLIST OF REQUIREMENTS SECURE
Report of Cash Disbursements (RCDisb) certified correct by the Office of the

Municipal Treasurer

Obligation Request (1 original and 2 duplicates)

Concerned Office

Disbursement Voucher (3 original copies)

Concerned Office

Liquidation Report (3 original copies)

Concerned Office

Approved payrolls/vouchers duly acknowledged/signed by the
payee/s (for Payroll Fund and other Similar Expenses) (3 original
copies)

Office of the
Municipal Accountant

Duly verified/approved accomplishment report, in case of payment
of personnel under the "job order" status (for Payroll Fund and other
Similar Expenses) (3 original copies)

Office of the
Municipal Mayor

Official Receipt (OR)/ printed electronic Official Receipt (eOR)/
Acknowledgement Receipt (AR) or equivalent in case of refund for
unclaimed Salaries, Allowances, Honoraria, and Other Similar
Expenses (3 original copies)

Office of the
Municipal Treasurer

Authority from the claimant and identification documents, if claimed
by a person other than the payee (for Payroll Fund and other Similar
Expenses) (1 original copy)

Claimant

Report on Paid Petty Cash Vouchers (for petty cash funds)
(3 original copies)

Office of the
Municipal Treasurer

Petty Cash Vouchers (PCVs) duly accomplished, signed, and
approved (for petty cash fund) (3 original copies)

Office of the
Municipal Treasurer

Approved purchase request with a certificate of Emergency
Purchase, if necessary (for petty cash fund) (original if possible)

Various Offices

Bills, receipts, sales invoices (for petty cash fund)
(1 original and 1 photocopy)

Office of the
Municipal Treasurer

Certification of Expense not Requiring Receipt (for expenses
amounting to P300 or less) or Reimbursement Expense Receipts
(for expenses amounting to more than P300 but not exceeding
P1,000) (for petty cash fund) (1 original and 1 photocopy)

Office of the
Municipal Treasurer
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Inspection and Acceptance Report (IAR) or Certificate of Inspection
and Acceptance (for petty cash fund) (1 original and 1 photocopy)

Various Offices

Pre-/Post-Repair Inspection Report (for petty cash fund) | Office of the
(1 original and 2 photocopies) Municipal Engineer
Waste Materials Report (WMR) in case of replacement/repair (for | Office of the

petty cash fund) (1 original and 2 photocopies)

Procurement Officer

Approved trip ticket, for gasoline/fuel expenses, together with
parking and toll fee receipts, if any (applicable for government
vehicles only)
(for petty cash fund) (1 original and 2 photocopies)

Requesting Officer

Canvass from at least three suppliers for purchases as prescribed
(involving P2,000 and above or other amount that may be
prescribed in the future), except for purchases made while on
official travel (for petty cash fund) (original with photocopy)

Supplier

OR/eOR/AR or equivalent in case of arefund of PCF
(original with photocopy)

Supplier

Inventory Custodian Slip (ICS) for semi-expendable items (for petty
cash fund) (original with photocopy)

Office of the
Procurement Officer

Notice of meeting with agenda/meeting's purpose (for meals and
shacks charged in PCF) (photocopy)

Requesting Officer

Minutes of Meeting (for meals and snacks charged in PCF)
(photocopy)

Requesting Officer

Attendance Sheet (for meals and snacks charged in PCF)
(photocopy)

Requesting Officer

o - . Office of the
Liquidation Report (for travel) (1 original with photocopy) Municipal Treasurer
Approved Certificate of Travel Completed (for travel) | Office of the

(1 original with photocopy)

Municipal Mayor

Approved Revised lItinerary of Travel, if the previously approved
itinerary was not followed (for travel) (1 original with photocopy)

Requesting Officer

Copy of previously approved ltinerary of travel (for travel) (1
original with photocopy)

Requesting Officer

Travel Order (for travel) (1 original with photocopy)

Office of the
Municipal Mayor

Certificate of Appearance or Attendance (for travel) (1 original with

Event Host

photocopy)
OR/eOR3/AR or equivalent in case of refund of excess cash ,

- . Claimant
advance (for travel) (1 original with photocopy)
Additional Documentary Requirements:
For Local Travel
Paper/electronic plane, boat, or bus/train tickets, terminal fee | Transportation
receipts, paper/electronic boarding passes, or a passenger | company
manifest certified by the concerned airline or shipping company
Certification by the Head of Agency/ Local Chief Executive as to the | Office of the

absolute necessity of the expenses together with the corresponding
bills or receipts, if the expenses incurred for the official travel

Municipal Mayor
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exceeded the prescribed rate per day (certification or affidavit of
loss shall not be considered as an appropriate replacement for the
required hotel/lodging bills and receipts)

OR/eOR or CERR (for expenses amounting to P300 or less) or
RER (for expenses amounting to more than P300 but not exceeding
PI1,000). In case of payment of toll fees, the CERR/RER shall be
supported with the toll fee rates.

Office of the

Municipal Treasurer

Hotel room/lodging bills with official receipts in the case of official
travel to places within a 50-kilometer radius from the last city or
municipality covered by the Metro Manila Area, if the travel
allowances being claimed include hotel room/lodging

Lodging Provider

For Foreign Travel

Paper/electronic plane, boat, or bus/train tickets, terminal fee
receipts, paper/electronic boarding passes, or a passenger
manifest certified by the concerned airline or shipping company. In
the absence thereof other documents such as, but not limited to, a
certified true copy of the passport showing the dates of entry and
exit, duly stamped by the Immigration Office of the country of
destination as indicated in the approved travel authority and
itinerary of travel; or a passenger manifest certified by the
concerned airline or shipping company.

Transportation
company

Approval by the President

Certification from the Head of the Agency that it is absolutely
necessary

Office of the
Municipal Mayor

Hotel room with official receipts (certification or affidavit of loss shall

not be considered as an appropriate replacement for the required | Claimant
bills and receipts)
Bills/receipts for non-commutable representation expenses | Office of the
approved by the President or authorized officials Municipal Mayor
AGENCY FEES TO | PROCESSING PERSON
SRS ACTIONS BE PAID TIME RESPONSIBLE
Disbursement the Routing Slip
Voucher (DV) with the Control None 1 Minute Office of the
with the required | Number Municipal
documents Accountant
1.1 Receive and Administrative
record claim Assistant Il
None 3 Minutes Office of the
Municipal
Accountant

160




1.2 Pre-audit of claim

1.2.1 Check supporting
documents as to
completeness

1.2.2 Check
the correctness of
amounts, authorized

Administrative
Assistant Il
Administrative Aide VI

signatures, and other 5 Days
details reflected in the Office of the Municipal
voucher and other Accountant
supporting documents
None
1.2.3 Transmit the
voucher with supporting
documents to the
Municipal Accountant for
approval
1.3 Review Pre-audited
documents
1.3.1 Sign approval of
DV with complete Municipal Accountant
supporting documents None .

PP ? 15 Minutes Office of the Municipal
1.3.2 Forward the signed Accountant
approved DV to the
Office of the Municipal
Treasurer
1.4 Endorse documents Administrative
to the Office of the Assistant Il
Municipal Treasurer . Administrative Aide VI

None 4 Minutes Accounting Clerk
Office of the Municipal
Accountant
None | 5 Days and

TOTAL

23 Minutes
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8. Processing of Salary
All personal benefits costs of government officials and employees shall be charged agalnst
the funds from which their salaries are paid. A pre-audit will be conducted by the Municipal
Accountant to ensure that all necessary supporting documents, as prescribed under
Commission on Audit Circular No. 2023-004, are complete.

Office or Division: Office of the Municipal Accountant

Classification: Complex Transaction

Type of Transaction: | G2G-Government to Government

Who may avail? Municipal Officials and Employees of The Municipality
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Obligation Request 1 original with duplicate Office Concerned

Disbursement Voucher 1 original with duplicate Office Concerned

First Salary (original copy with duplicates)

For Regular Employees

Certificate of Appointment duly attested by the Civil Service Office of the Human

Commission (CSC) or its equivalent Resource and

Assignment/Re-Assignment order, if applicable Management Officer

Certified copy of Oath of Office
Certificate of Assumption
Statement of Assets, Liabilities and Net Worth

Approved Daily Time Record (DTR) Claimant

Bureau of Internal Revenue (BIR) withholding certificate BIR

Payroll Information on New Employee (PINE) or any equivalent

document :
Claimant

Authority from the claimant and identification documents, if
claimed by a person other than the payee

Additional Requirements for transferee

(from one government agency to another)

Clearance from money, property, and legal accountabilities from
the previous office

Certified copy of paid disbursement voucher of last salary
received and/ or Certification by the Municipal Accountant for the
breakdown of last salary received and remittance of statutory
deductions from previous office

BIR Certificate of Compensation Payment/Tax Withheld
Certificate of leave credits

Service Records

Approved/paid Home Development Mutual Fund (HDMF) and
PhilHealth Forms

For Contract of Service and Job Order Workers

(original copy with duplicates)

Previous Employer

Office of the Municipal
Accountant

Office of the Human
Resource and
Management Officer
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Approved Contract for Contract of Service and Job Order
Workers

Certificate of Assumption

Approved DTR

BIR withholding certificate

Salary (if Deleted from the Payroll) (original copy with
duplicates)

Approved DTR

Notice of Assumption

Approved Application for Leave, and Medical Certificate if on
sick leave for five days or more and clearance if on leave for 30
days or more

Office of the Human
Resource and
Management Officer

Salary of Casual/Contractual Personnel, Charged to Personnel
Services (original copy with duplicates)

For accredited agencies by the CSC (for the first claim)

Certified copy of the pertinent contract/appointment

Copy of the Report of Personnel Action (ROPA) of the pertinent
contract/appointment marked received by the CSC

For other agencies (for the first claim)

Certified copy of the pertinent contract/ appointment marked
received by the CSC

Office of the Human
Resource and
Management Officer

Certification by the Local Chief Executive (LCE), in the case of
LGUs, that the employment/hiring is still within the Personal
Services (PS) limitation

Certification by the Local Chief Executive /Personnel Officer that
the activities and services cannot be provided by regular or
permanent personnel of the agency (for the first claim)

Certificate of Assumption of Duty for the first salary

Office of the Municipal
Mayor

Duly Approved Accomplishment Report

Approved DTR

Claimant

Salary Differentials Due to Promotion and/or Step Increment
(original copy with duplicates)

Due to Promotion:

Certified copy of Approved Appointment

Certificate of Assumption

Notice of Salary Adjustment (NOSA), for step increment/salary
increase

Office of the Human
Resource and
Management Officer

Approved DTR or certification that the employee has not
incurred leave without pay

Claimant

Certification by the Local Chief Executive, in the case of LGUs,
that the promotion/step increment is still within the PS limitation

Office of the Municipal
Mayor

Last Salary (original copy with duplicates)

Approved DTR

Claimant
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Clearance from money, property, and legal accountabilities

Certification of available leave credits

Authority to deduct accountabilities, if any

Office of the Huma
Resource and
Management Officer

Salary due to Heirs of Deceased Employee

Death Certificate issued by the Philippine Statistics Authority
(PSA) or Court Declaration in case of presumptive death or any
evidence of circumstances of death, whichever is applicable. (3
photocopies)

Marriage Certificate issued by PSA, if applicable (3 photocopies)

Birth Certificate of surviving legal heirs issued by PSA

Philippine Statistic
Authority

Waiver of right of children 18 years and above, if applicable
(3 photocopies)

Designation of next-of-kin (original copy with duplicates)

Affidavit of two disinterested parties that the deceased survives
by legitimate and illegitimate children (if any), natural, adopted,
or children of a prior marriage (original copy with duplicates)

Claimant

Salary during Maternity Leave

Certified copy of approved Application for Maternity Leave

Certified copy of Maternity Leave Clearance

Office of the Human
Resource and
Management Officer

Medical Certificate for Maternity Leave

Health Physician

Certification as a Solo Parent (for an additional 15 days of paid
leave)

Office of the Municipal
Social Welfare and
Development Officer

Certificate of Assumption

Office of the Human
Resource and
Management Officer

Salary Payroll/Disbursement voucher 2 original copies

Office of the Municipal
Accountant

Payroll Register (hard and soft copy)

Letter to the Bank to credit employees’ accounts of their salaries
or other claims

Office of the Municipal
Treasurer

Official Receipt /Validated deposit slips

Bank

General claims through the Automated Teller Machine (ATM)

Approved Salary Payroll

Office of the Municipal
Accountant

Approved Payroll Register (hard and soft copy)

Letter to the bank to credit employees' accounts of their salaries
or other claims stamped "Received" by the bank

Office of the Municipal
Treasurer

Validated deposit slips/LDDAP-ADA, if applicable

Bank
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CLIENT FEES TO | PROCESSING PERSON
STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit the | 1. Attach the Routing Accounting Clerk
Disbursement | Slip with the Control None 1 Minute Office of the
Voucher (DV) | Number Municipal Accountant
with .the 1.1 Receive and record Administrative
required claim N 4 Minut Assistant I
one inutes
documents Office of the
Municipal Accountant
1.2 Pre-audit of claim
1.2.1 Check supporting
documents as to
completeness
1.2.2 Check the o _
correctness of amounts, Administrative
authorized signatures, Assistant Il
and other details None 3 Days Administrative Aide VI
ref:jecicra]d in the vci.ucher Office of the
ana other supporting Municipal Accountant
documents
1.2.3 Transmit the
voucher with supporting
documents to the
Municipal Accountant for
approval
1.3 Review pre-audited
documents
1.3.1 Sign approval of -
DV with complete Municipal Accountant
supporting documents None 15 Minutes Office of the
1.3.2 Forward Municipal Accountant
the signed approved DV
to the Office of the
Municipal Treasurer
Administrative Asst. Il
14 Endorse documents Administrative Aide VI
to the Office of the None 4 Minutes Accounting Clerk
Municipal Treasurer Office of the
Municipal Accountant
3 Days
TOTAL None 24 Minutes
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9. Transfer From Trust Fund to General Fund for Unspent Balance/Excess™=

Amount

All government agencies are mandated to revert all the balances of Special, Fiduciary, or
Trust Funds to the General Fund when: (1) their terms have expired and (2) they are no longer
necessary for the attainment of the purposes for which said funds were established. The
Municipal Accountant will conduct a pre-audit to ensure that all necessary supporting
documents, as prescribed under Commission on Audit Circular No. 2023-004, are complete.

Office of the Municipal Accountant

Complex Transaction
G2G-Government to Government

Offices Concerned

Office of the

Report of Receipt, Disbursement, and Fund Balance certified by the

Chief Accountant and approved by the Head of the Agency Municipal

Accountant

Contract, which may be a MOA, Trust Agreement, or Memorandum
of Understanding (MoU) governing the utilization of funds disposition
of any balance thereof after completion of the purpose the funds
transferred

Agency concerned

Letter of 1A to Source Agency to transfer the unexpended balance to
the General Fund duly approved by the Source Agency, if the | Implementing

disposition thereof has not been provided in the MOA, Trust | Agency concerned
Agreement, or MoU

1. Prepare and | 1. Attach the Routing Accounting Clerk
Present Slip with the Control N .
one 1 Minute '
documents/ Number Office of the
papers Municipal Accountant
1.1 Review the Administrative
documents if complete _ Assistant Il
and properly signed None | 10 Minutes _
Office of the
Municipal Accountant
1.2 Sign and release Municipal Accountant
the documents .
None 4 Minutes Office of the
Municipal Accountant
TOTAL | None | 15 minutes
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External Services
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1. Fund Transfers to Implementing Agency
The funds are transferred to an Implementing Agency for the undertaking of a project by a
Source Agency in which the allotment was released. The Municipal Accountant will conduct a
pre-audit to ensure that all necessary supporting documents, as prescribed under
Commission on Audit Circular No. 2023-004, are complete.

Office or Division: Office of the Municipal Accountant
Classification: Simple Transaction
Type of Transaction: G2G — Government to Government
Who may avail? Implementing Agencies
WHERE TO
CHECKLIST OF REQUIREMENTS SECURE

Copy of duly signed MOA/Trust Agreement or its equivalent Agency concerned

(photocopy)
Copy of Approved Program of Work (for infrastructure project) Office of the
(photocopy) Municipal Engineer

Approved Project Expenditures or Estimated Expenses indicating

the project objective and expected output (for projects other than

infrastructure) (original)

For GCs/GFls, Board Resolution ratifying the MOA or its equivalent

in case of transfers not incorporated in the Corporate Operating

Budget and/or beyond the signing authority of the Agency Head

(original)

For local government units (LGUs), authorization by local

Sanggunian for the Local Chief Executive to enter into a contract in

case of the following:

In the case of a reenacted budget:
For the new contracts entered into by the local chief executive
for contractual obligations included in the previous year's annual
and supplemental budget
In the case of the regularly enacted budget: Agency Concerned

For projects described in generic terms, such as infrastructure
projects, inter-municipal waterworks, drainage and sewerage,
flood control, irrigation system projects, reclamation projects, or
roads and bridges.

For purchase of goods and services which are neither specified nor

encompassed within the regular personnel services and maintenance

and other operating expenses

Office of the
Municipal Engineer

Agency concerned

Certification by the Municipal Accountant that funds previously Office of the
transferred to the Implementing Agency (IA) have been liquidated Municipal
and accounted for in the books (original) Accountant
Copy of the OR/eOR/AR or equivalent issued by the IA to the Office of the
Source Agency acknowledging receipt of funds transferred (for post- | Municipal
audit activities) (photocopy) Treasurer
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OR/eOR/AR or equivalent from IA, if the transfer of funds is thru List

of Due and Demandable Accounts Payable-Advice to it Accounts
(LDDAP-ADA) (original)

Agency concerned

Acknowledgement Receipt for those recipients of the research fund

(original)

Agency concerned

Copy of the TCT of the land where the project will be built and a
certification from the implementing agency that the site is clear from
impediments, e.g. informal settlers, legal claims of property
ownership by other claimants, mountain obstruction, right of way
hotoco

Office of the
Municipal Assessor

1. Prepare and

1. Attach

Accounting Clerk

Present the Routing Slip with N :
one 1 Minute .
documents/ the Control Number Office of the
papers Municipal Accountant
1.1 Review the Administrative
documents if Assistant Il
Comp]ete and Administrative Aide
properly signed None 1 Day Vi
Office of the
Municipal Accountant
1.2 Sign and release Municipal Accountant
the documents N 4 Minut
one inutes Office of the
Municipal Accountant
None 1 day and
TOTAL 5 minutes
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2. Fund Transfers to Non-Government Organizations / People’s

Organization / Civil Society Organization (NGOs/POs/CSOs)

The Local Government Unit can grant funds to NGOs/POs/CSOs but it shall be beyond the
capability of the Local Government Unit and is clearly defined in the Memorandum of
Agreement (MOA). The Municipal Accountant will conduct a pre-audit to ensure that all
necessary supporting documents, as prescribed under Commission on Audit Circular No.

2023-004, are complete.

Office or Division: Office of the Municipal Accountant

Classification: Simple Transaction

Type of Transaction: G2G — Government to Government

Who may avail?

Society Organizations

Non-Government Organizations/People’s Organizations/Civil

CHECKLIST OF REQUIREMENTS

WHERE TO
SECURE

Duly approved Schedule of Fund Release to NGO/PO/CSO (for
fund transfer) (photocopy)

Office of the
Municipal Budget
Officer

Approved Summary of Budgetary Requirements detailing the items
of expenditure/ disbursement to be incurred in the program/project
(for fund transfer) (photocopy)

Bids and Awards
Committee

Performance security for infrastructure project (for fund transfer)
(original)

Office concerned

Copy of signed Memorandum of Agreement (MOA) executed by
and between the Government Agency and the NGO/PO/CSO (for
fund transfer) (photocopy)

Office concerned

Certificate of Registration with the concerned government
agencies, i.e. SEC, CDA, or DOLE (for fund transfer) (photocopy)

Agency concerned

Document showing that the NGO/PO/CSO has equity equivalent to
20% of the total project cost, which shall be in the form of labor,
land for the project site, facilities, equipment, and the like, to be
used in the project (for fund transfer) (photocopy)

Office concerned

Copy of the OR/eOR/AR or equivalent issued by the
NGOs/POs/CSOs to the Source Agency acknowledging receipt of
funds transferred (for fund transfer) (photocopy)

Agency concerned

funds (for staggered release) indicating the summary of expenses
and the status report of accomplishments, certified by the Chief

Certification from the Accountant of the source agency that the Office of the
previous fund transfer had been liquidated and accounted for in the | Municipal
books (staggered release) (for fund transfer) (original) Accountant
Report of Advice to Debit Account Issued and/or Report of Cash Ofﬁc.e_of the
Disbursements (for liquidation of fund release) (photocopy) Municipal
Accountant
Interim or Final Fund Utilization Report, on the previous release of Office of the

Municipal Treasurer
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Accountant and approved by the President/Chairperson of the
NGO/PO/CSO (for liquidation of fund release) (photocopy)

OR/eOR/AR or equivalent issued by the granting Government
Agency acknowledging return by NGO/PO/CSO of any
unutilized/excess amount of cash advance, including interest, if any
(for liquidation of fund release) (photocopy)

Office of the
Municipal Treasurer

Inspection report and certificate of project completion issued by the
Government Agency's authorized representative (for liquidation of
fund release) (original)

Inspection Team

List of equipment/vehicles procured by the NGO/PO/CSO out of
the project funds indicating its brief description, date acquired,
acquisition cost, and final disposition (for liquidation of fund
release) (photocopy)

Office concerned

Warranty for procured equipment and projects (for liquidation of Company
fund release) (original) concerned
Pictures of implemented projects (for liquidation of fund release) Organization
(photocopy) concerned

List of beneficiaries showing proof of identification (with address
and contact number) with their signatures signifying their

Organization

acceptance/acknowledgment of the project/funds/goods/services concerned
received (for liquidation of fund release) (original)

Proof of verification by the Government Agency official of the Office of the
validity of the documents submitted by the NGO/PO/CSO (for Municipal
liquidation of fund release) (photocopy) Accountant
In case of dissolution of the recipient NGO/PO/CSO, in addition to

the OR/eOR/AR or equivalent acknowledging the return of Office of the

the unutilized amount, a copy of the vouchers paid by the
NGO/PO/CSO (for liquidation of fund release) (original)

Municipal Treasurer

CLIENT FEES TO | PROCESSING PERSON
STEPS AGENA GBI BE PAID TIME RESPONSIBLE
1. Prepare 1. Attach Accounting Clerk
and Present the Routing Slip with None 1 Minute _
documents/ the Control Number Office of the
papers Municipal Accountant
1.1 Review the Administrative
documents if Assistant Il
Comp'ete and Administrative Aide
properly signed None 1 Day vi
Office of the
Municipal Accountant
1.2 Sign and release Municipal Accountant
the documents N 4 Minut
one Inutes Office of the
Municipal Accountant
TOTAL| None 1 day and
5 minutes
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3. Issuance of Accountant’s Advice of Local Checks P
This is to safeguard the use and disposition of the Municipal Government’s assets and to
determine its liabilities from claims. Every local check should be accompanied by an
Accountant's Advice for Local Check Disbursement. This complies with the Commission on
Audit (COA) requirement.

Office or Division: Office of the Municipal Accountant

Classification: Simple Transaction

Type of Transaction: | G2G-Government to Government

Municipal and National officials and employees of the
municipality suppliers, contractors, and indigent families as
endorsed by the Office of the Municipal Social Welfare and
Development Officer (MSWDO)

Who may avail?

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Disbursement voucher with complete supporting documents duly | Office of the Municipal
signed by the approving authority. (1 original and 2 duplicates) Treasurer
Check issued and signed by the Local Chief Executive and the Office of the Municipal
Municipal Treasurer (1 original and 1 duplicate) Treasurer
FEES
CLIENT PROCESSING PERSON
STEPS AGENCY ACTIONS =) 7O BE TIME RESPONSIBLE
1. Present 1. Review the check issued None 3 Minutes Administrative
Document/s | and document/s submitted. Aide VI
with a check | 1.1 Prepare the Journal -
. Off f th
issued by the | Entry Voucher (JEV) and None 5 Minutes M‘Sﬁi;pme
Municipal Accountant's Advice Accountant
Treasurer 1.2 Sign the Journal Entry Municipal
Voucher and Accountant's Accountant
Advi I the f -
vice, release the 1orms None 3 Minutes Office of the
Municipal
Accountant
2. Transmit 2. Release the approved

the approved | disbursement voucher,
disbursement | check, Journal Entry
voucher, JEV, | Voucher, and

check and the | corresponding accountant's

corresponding | advice and require the Accounting Clerk

accountant's | accountable employee in None 5 Minutes : .
advice to the | the Treasurer’s Office to Accounting Office
Municipal sign in the logbook

Treasurer’s and then file the duplicate

Office then reference

sign in the

logbook

TOTAL | None 16 Minutes
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4. Issuance of Certificate of Tax Withheld (Bir Form 2307)

Suppliers and contractors shall secure from the Municipal Accounting Office the Certificate of
Tax withheld for tax withheld for the Bureau of Internal Revenue (BIR) purposes due from

employees has been paid.

‘ Office of the Municipal Accountant

‘ Simple Transaction

‘ Government to Client

‘ Suppliers and contractors

1. Sign Client | 1. Advise the client to sit Administrative Aide
Logbook down and wait for the None 1 Minute v
document Accounting Clerk
2. Sit down 2. Prepare the form )
and wait for None | 15 Minutes Memicoal”
the document Accountant
2.1 Sign BIR Form 2307 Municipal
Accountant
None 2 Minutes Office of the
Municipal
Accountant
3. Receive 3. Release signed BIR Administrative Aide
signed BIR Form 2307 and require v
Form 2307 | the client to sign in the _ Accounting Clerk
and then sign | logbook and then file the None 3 Minutes _
in the duplicate reference Office of the
logbook Municipal
Accountant
TOTAL | None | 21 Minutes
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5. Liquidation of Funds Transferred to Implementing Agency

The Implementing Agency and Source Agency must liquidate all the funds transferred used
in the project. The Municipal Accountant will conduct a pre-audit to ensure that all necessary
supporting documents, as prescribed under Commission on Audit Circular No. 2023-004, are

complete.

Office or Division: Office of the Municipal Accountant

Classification: Simple Transaction

Type of

. G2G — Government to Government
Transaction:

Who may avail? Implementing Agencies

CHECKLIST OF REQUIREMENTS

WHERE TO
SECURE

Copy of duly signed MOA/Trust Agreement/Terms of Reference or
its Equivalent (for Implementing Agency) (photocopy)

Agency concerned

Original copy of the Report of Checks Issued/Report of Advice to
Debit Account Issued and/or Report of Cash Disbursements and
supporting documents duly Certified Correct by the Municipal
Accountant and approved by the Agency Head (for Implementing
Agency)

Duplicate copy of the Report of Checks Issued/Report of Advice to
Debit Account Issued and/or Report of Cash Disbursements and
supporting documents duly certified correct by the Chief
Accountant and approved by the Agency Head, stamped
"received" by the Auditor of the |A (for Source Agency)

Copy of OR/eOR/AR or equivalent upon receipt of funds
transferred (for Source Agency)

Copy of OR/eOR/AR or equivalent issued for the refund of
unexpended/unutilized balance of fund transferred (for Source
Agency)

Office of the
Municipal Treasurer

Status of Project/Program/Activity Accomplishment Inspection and
Acceptance Report of research outputs of Completed (Research)
Projects, approved by the Agency Head and duly acknowledged
by the SA (for Implementing Agency) (photocopy)

Agency concerned

Copies of Approved Journal Entry Vouchers of all transactions
charged from the fund drawn by the Municipal Accountant of the IA
(for Source Agency)

Copy of Notices of Disallowance and subsequent audit decisions
issued, if any (for Source Agency)

Office of the
Municipal Accountant
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1. Prepare and

1. Attach

Accounting Clerk

Present the Routing Slip None 1 Minute
documents/ with the Control Office of the Municipal
papers Number Accountant
1.1 Review the Administrative
documents if Assistant Il
complete and None 1 Day Administrative Aide VI
roperly signed
properly sig Office of the Municipal
Accountant
1.2 Sign and Municipal Accountant
Eieoliﬁrsneemg None 4 Minutes Office of the Municipal
Accountant
None 1 day and
TOTAL 5 minutes
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6. Pre-Audit of Infrastructure Projects Through Bidding
The Municipal Accountant undertakes pre-audit of Infrastructures Projects to determine that
all necessary supporting documents as prescribed under Commission on Audit Circular No.
2023-004 are complete.

Office or Division: Office of the Municipal Accountant
Classification: Highly Technical Transaction
Type of Transaction: | G2G-Government to Government
Who may avail? Requisitioning Office
WHERE TO
CHECKLIST OF REQUIREMENTS SECURE

Processing of Procurement through Public Bidding

Basic Requirements for all types of procurement through public
bidding:

Authenticated photocopy of the approved APP and any amendment
thereto:

Certified copy of the submitted Contract or Purchase Order stamped
"Received" by COA of the documentary requirements required by
COA Circular No. 2009-001 dated February 12, 2009, and COA
Memorandum No. 2005-027 dated February 28, 2005 (Annex A-T)
and any future amendments thereof

Invitation to Apply for Eligibility to Bid Contractor
Letter of Intent

Results of Eligibility Check/Screening 2 original copies secure from
BAC

Bidding Documents enumerated under Section 17.1 of the Revised
IRR of RA No. 9184 which includes a complete set of approved
plans/drawings and technical specifications for infrastructure projects,
complete technical description of equipment, aircraft and
accessories, scope of works, if applicable, for goods, and rental and
repair contracts, and Terms of Reference (TOR) for consultancy
services original copy. Bids and Awards
Minutes of Pre-Bid Conference, [Approved Budget for Contract (ABC) | Committee

01.0 million and above] 2 original copies from BAC

Agenda and/or Supplemental Bulletins, if any

1 original copy & 1 photocopy from BAC

Bidders Technical and Financial Proposals 1 original copy

Minutes of Bid Opening 2 original copies

Abstract of Bids 2 original copies

Post-Qualification Report of Technical Working Group 2 original
copies

BAC Resolution declaring winning bidder 2 original copies

Notice of Post Qualification 2 original copies

Bids and Awards
Committee
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BAC Resolution recommending approval and approval by the Head
of the Procuring Entity of the Resolution of the BAC recommending
award of contract 2 original copies

Notice of Award 2 original copies from the Office of the Municipal
Mayor

Office of the Mayor

Performance Security original copy if applicable from the insurance
company if the surety

Insurance
Company

Program of Work and Detailed Estimates 2 original copies from Office
of the Municipal Engineer

Office of the
Municipal Engineer

Notice to Proceed, indicating the date of receipt by the contractor 2
original copies from the Office of the Municipal Mayor

Office of the Mayor

Detailed Breakdown of the ABC 2 original copies from the Municipal
Engineering Office

Office of the
Municipal Engineer

Copy of the Approved PERT/CPM Network Diagram and detailed
computations of contract time 2 original copies from the contractor

Contractor

Detailed Breakdown of the Contract Cost: 2 original copies
o including the detailed breakdown of estimates and/or unit cost
analysis/derivation for each work item expressed in
volume/area/lump sum/lot for infrastructure projects
o indicating the following, among others, for consultancy
services;
= Schedule of basic rates certified by the consultant with a sworn
statement
= Derivation of the billing factor/multiplier certified by the consultant
with a sworn statement
= Detailed breakdown of reimbursable costs based on agreed fixed
rates and actual costs
o indicating costs and dates of acquisition of the equipment,
guantities, and cost of materials, spare parts, and supplies
furnished by the contractor for janitorial/security/maintenance
services
o indicating the monthly lease payment and period of lease for
lease contracts

Office of the
Municipal Engineer

Copy of Advertisement of Invitation to Bid/Request for expression of
interest — 2 original copies from the BAC
o Newspaper clippings of advertisement (ABC P5.0 million and
above for infrastructure, P2.0 million and above for goods, and
P1.0 million- or four-months duration and above for consulting
services) 1 clipping from the newspaper
o Printout copy of advertisement posted in PHILGEPS 2 copies
from the BAC
o Certification from the Head of BAC Secretariat on the posting
of advertisement at conspicuous places 2 original copies
o Printout copies of advertisement posted in agency website, if
any (from BAC)

Bids and Awards
Committee
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Documentary requirements under Sections 23.1 and 25.2 b for
infrastructure projects, 23.1 and 25.2a for goods, and 24.1 and 25.2c
for consulting services, of the Revised IRR of RA No. 9184

Minutes of Pre-procurement Conference for projects costing as
prescribed by procurement guidelines 2 original copies from the BAC

Bid Evaluation Report 2 original copies from the BAC

Ranking of short-listed bidders for consulting services 2 original
copies from the BAC

Post Qualification Evaluation Report 2 original copies from the BAC

Printout copy of posting of Notice of Award, Notice to Proceed, and
Contract of award in the PHILGEPS 2 original copies from the BAC

Bids and Awards
Committee

For LGUs, as clarified under COA Memorandum No. 2010-014 dated
April 22, 2010, authorization by local Sanggunian for the Local Chief
Executive to enter a contract in case of the following:

In the case of reenacted budget:

o For new contracts entered into by the local chief executive for
contractual obligations included in the previous year’s annual
and supplemental budgets

In the case of the regularly enacted budget:

o For projects described in generic terms, such as infrastructure
projects, inter-municipal waterworks, drainage and sewerage,
flood control, irrigation system projects, reclamation projects,
or roads and bridges

For purchase of goods and services which are neither specified nor
encompassed within the regular personal services and maintenance
operating expenses

Bids and Awards
Committee

Evidence of Invitation of three observers in all stages of the
procurement process pursuant to Section 13.1 of the Revised IRR of
RA No. 9184 1 original copy 1 photocopy from the BAC

Bids and Awards
Committee

Request for purchase or requisition of supplies, materials, and
equipment duly approved by proper authorities. 2 original copies from
the Implementing Office

Implementing
Office

Inspection Report by the Agency’s Authorized Engineer

Engineering Office

Processing of Infrastructure Projects

Additional documentary requirements common to all infrastructure
transactions

Letter request from contractors for advance/progress/final payment or
substitution in case of release of retention money 1 original copy
Common to progress/final payments
o Statement of Work Accomplished/Progress Billing 2 original
copies
o Inspection Report by the Agency’s Authorized Engineer 2
original copies

Contractor

Office of the
Municipal Engineer

Results of Test Analysis, if applicable 1 original copy

Bids and Awards
Committee

Statement of Time Elapsed (2 original copies)
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Monthly Certificate of Payment (2 original copies)

Office of the &
Municipal Engineer

Contractor’'s Affidavit on payment of laborers and materials

L . Legal Firm
(2 original copies)
Pictures, before, during, and after the construction of items of work
) : . Contractor
especially the embedded items from the claimant
Office of the
Photocopy of vouchers of all previous payments 2 copies Municipal
Accountant
Certificate of completion 2 original copies from the Municipal | Office of the

Engineering Office

Municipal Engineer

For Advance Payment of Infrastructures

Additional Requirement:

o lrrevocable Standby Letter of Credit/Security Bond/Bank
Guarantee

o Such other documents peculiar to the contract and/or to the
mode of procurement and considered necessary in the
auditorial review and the technical evaluation thereof

o Obligation Request/ Trust Fund Utilization Slip — 2 copies

o Disbursement Voucher — 3 original copies

Office of the
Municipal Engineer

For Variation Order/Change Order/Extra Work Order

Additional documents enumerated under Annex B of COA
Memorandum No. 2005-027dated February 28, 2005, are required to
be submitted to the Office of the Auditor for the review/evaluation of
changes in the contract:

Copy of Approved Change Order (CO)/Extra Work Order (EWO) 2

original copies COA
Copy of the approved original plans indicating the affected portions(s)
of the project and duly revised plans and specifications, if applicable, COA

indicating the changes made which shall be color coded 2

photocopies

Copy of the agency’s report establishing the necessity/justification(s)
for the need of such CO and/or EWO which shall include:
o the computation as to the quantities of the additional works
involved per item indicating the specific stations where such
works are needed;

Bids and Awards

o the date of inspection conducted and the results of such | Committee
inspections;
o a detailed estimate of the unit cost of such items of work for
new unit costs including those expressed in volume/area/lump-
sum/lot 2 original copies.
Copy of the approved/revised PERT/CPM Network Diagram which
shall be color-coded, reflecting the effect of additional/deductive time Office of the

on the contract period and the corresponding detailed computations
for the additional/deductive time for the subject Change Order/Extra
Work Order 2 original copies

Municipal Engineer

179




Copy of the approved detailed breakdown of contract cost for the
variation order 2 original copies

Office of the
Municipal Engineer

Copy of the COA Technical Evaluation Report for the original contract
1 original copy and 1 photocopy

Bids and Awards
Committee

If the Variation Order to be reviewed is not the 1st variation order, all
of the above requirements for all previously approved variation
orders, if not yet reviewed, otherwise, copy of the COA Technical
Evaluation Report for the previously approved variation orders.

Bids and Awards
Committee

Additional performance security in the prescribed form and amount if
variation order exceeds 10 percent of the original contract cost —
original copy

Claimant

Such other documents peculiar to the contract and/or to the mode of
procurement and considered necessary in the auditorial review and
the technical evaluation thereof 2 original copies

Claimant

Obligation Request — 1 original with duplicate

Office concerned

Disbursement Voucher — 1 original with duplicate

Office concerned

For Progress Payment of Infrastructures

Additional Requirements:

. - .- . Office of the
Statement of Work Accomplished or progress billing 2 original copies Municipal Engineer
Office of the
Request for progress payment — 2 copies Municipal
Treasurer

Obligation Request — 1 original with duplicate

Disbursement Voucher — 1 original with duplicate

Office concerned

For the Final Payment of Infrastructure

Obligation Request — 1 original with duplicate

Office concerned

Disbursement Voucher — 1 original with duplicate

Office concerned

As-built plans 2 original copies

Office of the
Municipal Engineer

Warranty Security original copy

Claimant

Clearance from the Provincial Treasurer that the corresponding sand
and gravel fees have been paid [DPWH Department Order (DO) No.
109 s. 1993 dated May 4, 1993, and DO No. 119 s. 1993 dated May
11, 1993] original copy

Claimant

Copy of turnover documents/transfer of project and facilities such as
a motor vehicle, laptops, other equipment, and furniture included in
the contract to concerned government agency 1 original copy and 1
photocopy

Office concerned

Consulting Services

Copy of curriculum vitae of the consultant Consultant

Copy of the terms of reference or contract (for first payment) Claimant

Approved consultancy progress/final report, and/or output required .
Claimant

under the contract

Progress/Final Billing Consultant
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FEES

CLIENT PROCESSING PERSON
STEPS AGENCY ACTIONS = 70 BE TIME RESPONSIBLE
1. Submit the | 1. Attach the Routing Slip Accounting Clerk
Disbursement | with the Control Number None 1 Minute Administrative
Voucher (DV) Assistant Il
with .the 1.1_ Receive and record _ Office of the
required claim None 4 Minutes Municipal
documents Accountant
1.2 Pre-audit of claim
1.2.1 Check supporting
documents as to
completeness
1.2.2 Check Administrative
the correctness of Assistant Il
amounts, authorized Administrative Aide
signatures, and other None 20 Days vi
details reflected in the .

Office of the
voucher and other Municipal
supporting documents Accountant
1.2.3 Transmit the
voucher with supporting
documents to the
Municipal Accountant for
approval
1.3 Review pre-audited
documents

Municipal
1.3.1 Sign approval of DV Accountant
with complete supportin .
documen?s i k None 30 Minutes Office of the
Municipal
1.3.2 Forward the signed Accountant
approved DV to the Office
of the Municipal Treasurer
1.4 Endorse documents to Any Accounting Staff
the Office of the Municipal Available
Treasurer None 4 Minutes Office of the
Municipal
Accountant
None | 20 Days and

TOTAL

39 Minutes

181




7. Processing of Claims for Road Right-Of-Way
Claims for road right-of-way are subject to the provisions of RA No. 8974 and its IRR.

Office or Division:
Classification:

Type of Transaction:
Who may avail?

Office of the Municipal Accountant
Simple Transaction
G2C-Government to Client

Land or House Owner

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Land
Independent Appraisal Report in accordance with RA No. Independent
107525 and any future amendments thereof/Regional A .
Committee Resolution indicating the valuation of the land ppraiser
Applicable BIR Zonal Valuation BIR

Certified Photocopy of Authority/Agency Resolution to
Purchase Land or Land Rights indicating the
approved/established valuations or BIR Zonal Valuations

Office of the Municipal
Mayor

Deed of Absolute Sale registered with the Register of Deeds
where the land is located

Landowner

Certified Photocopy of Tax Clearance from the Assessor's
Office where the land is located

Office of the Municipal
Assessor

Certificate Authorizing Registration (CAR) BIR
Proof of payment of Capital Gains Tax (CGT) BIR
Proof of payment of Documentary Stamp Tax (DST) BIR
Proof of payment of Transfer Tax BIR

If registered land:

If the whole lot is acquired, Transfer Certificate of Title (TCT)
Certificate of Land Ownership Award/Original Certificate of
Title/Emancipation Patent (CLOA/OCT/EP) certified true copy
by the Register of Deeds and Tax Declaration (TD certified as
true copy by the % Assessor's Office in the name of the
procuring entity or previous owner depending on the
provisions of the sale

Office of the Municipal
Assessor

If a portion of the lot is acquired, a certified photocopy of TCT

and TD in the name of the procuring entity or previous owner | Landowner
with annotation of sale

If unregistered land:
Certified photocopy of TD in the name of the procuring entity Landowner

or previous owner with the annotation of sale

Notarized Affidavit of Ownership

Notarial Public

Certification from the City/Municipal Treasurer that the
claimant is the sole entity paying the taxes for the property for
the past five years

Office of the Municipal
Treasurer

Notarized joint affidavit of two adjoining landowners or
Barangay/Local Officials concerned attesting to the ownership
of the land

Notarial Public
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If the claim for payment or amount of sale exceeds P50,000
(EO No. 1035), a certified photocopy of the Claimant's
Surety/Indemnity Bond issued by any Insurance Company
duly accredited by the Insurance Commission

Insurance Company

For Payment by Court Decision:

Certified photocopy of Court Decision registered with the

Register of Deeds where the land is located including all Court
annexes referred to in the Court Decision

Certified true copy of TCT for registered land, and TD in the

name of the previous owner for unregistered land with Court Landowner
Decision duly annotated

Entry of Judgment Court

Location of the property affected by the project:

Parcillary plan

Geodetic engineer

Vicinity plan

Office of the Municipal
Assessor

Subdivision plan, if the claim is for a portion of the lot

Approved lot plan

Land Registration
Authority

Structure/House

Approved and Notarized Agreement to Demolish and Remove
Improvements (ADRI) / Notarized voluntary undertaking to
vacate the project area

Office of the Municipal
Mayor

Certificate of Total Demolition

Office of the Municipal
Engineer

Computation of Replacement Cost duly approved by
implementing Office Director supported with current abstract
of canvass of construction materials

Implementing Office

Sketch plan/drawing of house/structure

Office of the Municipal
Engineer

Map showing the location of the structure/house in the project-

affected area

MPDC

Certified photocopy of Title (TCT/OCT or CLOA/EP) and TD of

land where the house/ structure is erected

Landowner

Notarized landowner's waiver of right/quitclaim to affected
houses/structures or establishments if payments will be made
to claimants other than the owner

Notarial Public

Notarized affidavit of ownership with Waiver Right/ Quitclaim
to affected house/structure

Notarial Public

Certified true copy of owner's identification (Residence
Certificate and Barangay Clearance

Barangay

Certified Copy of Master list of Project-Affected-Persons
(PAPs) indicating the names of affected house/structure
owners approved by authorized personnel

Office of the Municipal
Mayor

Pictures of the structures before, during, and after the
demolition

Implementing Office

Improvements (trees, plants, growing fruits, etc.)
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Permit issued by the Department of Environment and Natural
Resources (DENR) to cut plants, forest trees, and fruit-bearing
trees in areas affected by the project.

DENR

Affected Trees/Crops Inventory duly certified by the Agency's
Project Committee/Authorized Officer and showing among
others the following:
o Lot number as indicated in the project plan and the owner
o Number of items, specifies classification, diameter, height
o Owner of trees/plants/crops; and
o Price

Implementing Office

Quitclaim or Waiver issued by the lot owner if he is not the
claimant

Lot Owner

Map/sketch plan showing the location of the improvement in
the project-affected area

Office of the Municipal
Engineer

Resolution/approval of valuation of damaged improvement

Office of the Municipal
Mayor

Copy of approved valuation of crops, plants, and trees issued
by the concerned government agency

Agency concerned

Notarized Affidavit of Ownership with Right/Quitclaim to
affected improvements

Notarial Public

Copy of the latest updated master list of PAPs approved by
proper authorities

Office of the Municipal
Mayor

If registered land:

Certified true copy of the title (TCT/OCT or CLOA/EP)

Landowner

If unregistered land:

Certified photocopy of TD

Office of the Municipal
Assessor

Notarized joint affidavit of two adjoining landowners or
barangay/local officials concerned attesting to the ownership
of land

Notarial Public

If payment through Court Decision:

Certified photocopy of Court Decisions

(Final Order/Decisions or Notice/Certificate of Finality of Court
Decision)
CLIENT FEES TO | PROCESSING PERSON
STEPS REIERST SO | 2 15 TIME RESPONSIBLE
1. Submit the | 1. Attach the Routing Accounting Clerk
Disbursement | Slip with the Control ) Office of the
Voucher (DV) | Number None 1 Minute Muricial
it the unicipa
wit ) Accountant
required 1.1 Receive and record Administrative
documents claim Assistant Il
None 4 Minute Office of the
Municipal
Accountant
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CLIENT FEES TO | PROCESSING PERSON
STEPS AEENET ACTIENS | e myp TIME RESPONSIBLE
1.2 Pre-audit of claim
1.2.1 Check supporting
documents as to
completeness
:Hg'gocr:rgec?ri:ess of Administrative
: Assistant Il
amounts, authorized Administrative Aide
signatures, and other Vi
details reflected in the None 2 Days
voucher and other Office of the
supporting documents Municipal
Accountant
1.2.3 Transmit the
voucher with
supporting documents
to the Municipal
Accountant for
approval
1.3 Review pre-audited
documents
1.3.1 Sign approval of Municipal
DV with complete Accountant
supporting documents None 10 Minutes Office of the
Municipal
1.3.2 Forward Accountant
the signed approved
DV to the Office of the
Municipal Treasurer
1.4 Endorse Any Accounting Staff
documents to the Available
CTDrffelgzu?fe ihe Municipal None 4 Minutes Office of the
Municipal
Accountant
TOTAL None 2 D_ays 19
Minutes
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8. Processing of Cultural and Athletic Activities

Pre-audit supporting documents of Cultural and Athletic Activities as to completeness of
documents.

Office of the Municipal Accountant
Simple Transaction

G2G-Government to Government
Requisitioning Office

Office concerned
Office concerned
Office of the Municipal
Budget officer

Refer to the mode of
Procurement.

Disbursement Voucher — 2 copies
Obligation Request — 2 copies

Budget estimates approved by the head of the Agency

Same requirements under procurement depending on the
nature of the expense and the mode of procurement adopted

1. Submit the | 1. Attach the Routing Slip Accounting Clerk
Disbursement | with the Control Number N 1 Minut Office of the
Vgucher (DV) one e Municipal
with .the Accountant
required 1.1 Receive and record Administrative
documents claim Assistant Il
None 4 Minutes Office of the
Municipal
Accountant
1.2 Pre-audit of claim
1.2.1 Check supporting
documents as to
completeness
Administrative
1.2.2 Check Assistant Il
the Cor:ectniﬁs of . Administrative Aide
amounts, authorize . Vi
signatures, and other None 30 Minutes
details reflected in the Office of the
voucher and other Municipal
supporting documents Accountant
1.2.3 Transmit the voucher
with supporting documents
to the Municipal Accountant
for approval
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1.3 Review pre-audited
documents

Municipal
1.3.1 Sign approval of DV Accountant
with complete supporting .
documents None L Office of the
Municipal
1.3.2 Forward the signed Accountant
approved DV to the Office
of the Municipal Treasurer
1.4 Endorse documents to Any Accounting
the Office of the Municipal Staff Available
Treasurer i
u None 4 Minutes Office of the
Municipal
Accountant
TOTAL | None 50 Minutes
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9. Processing of Disbursing Voucher for Payment to Supplier
In processing the cash advance of the Special Disbursing Officer, a pre-audit is undertaken
by the Municipal Accountant to determine that all necessary supporting documents as
prescribed under Commission on Audit Circular No. 2023-004 are complete.

Office or Division: Office of the Municipal Accountant
Classification: Complex Transaction
Type of Transaction: G2G-Government to Government
Who may avail? Requisitioning Office
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
For Meals and Snacks
Disbursement Voucher — 2 copies Requisitioning Office
Obligation Request — 2 copies Requisitioning Office
Delivery Receipt — 1 copy Supplier
Statement of Account — 1 copy Supplier
Program/Invitation/Activity Design — 2 copies Requisitioning Office
Attendance Sheet — 2 copies Requisitioning Office
Approved Purchase Order (PO) duly stamped Office of the Municipal
“‘RECEIVED” by the COA — 2 copies Mayor/ Vice Mayor
Inspection and Acceptance Report — 2 copies Inspection Team
: Bids and Awards
Abstract of Quotation — 1 copy Committee
Approved Purchase Request (PR) — 2 copies Requisitioning Office
Additional Requirements:
Shopping/Small Value Procurement
Request for Price Quotation/Canvass Forms (duly Bids and Awards
signed) from at least three (3) qualified suppliers — 1 Committee
copy
BAC Resolution and Recommending Approval for Bids and Awards
SVP/Shopping Mode of Procurement — 2 copies Committee
Certification of Philgeps Registration Philgeps
Tax Return — BIR Form 2551M BIR
Omnibus Sworn Statement — 50K & above Claimant
For Supplies and Materials/Capital Outlay — Equipment
Disbursement Voucher — 2 copies Requisitioning Office
Obligation Request — 2 copies Requisitioning Office
Delivery Receipt — 1 copy Supplier
Statement of Account — 1 copy Supplier
Program/Invitation/Activity Design — 2 copies Requisitioning Office
Attendance Sheet — 2 copies Requisitioning Office
Approved Purchase Order (PO) duly stamped Office of the Municipal
“‘RECEIVED” by the COA — 2 copies Mayor/ Vice Mayor
Inspection and Acceptance Report — 2 copies Inspection Team
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. Bids and Awards
Abstract of Quotation — 1 copy Committee
Approved Purchase Request (PR) — 2 copies Requisitioning Office
Additional Requirements:
Shopping/Small Value Procurement
Request for Price Quotation/Canvass Forms (duly Bids and Awards
signed) from at least three (3) qualified suppliers — 1 Committee
copy
BAC Resolution and Recommending Approval for Bids and Awards
SVP/Shopping Mode of Procurement — 2 copies Committee
Pre-repair inspection Report — 2 copies Inspection Team
Requisition Issue Slip — 2 copies Procurement Office
Acknowledgement Receipt for EQuipment — 2 copies Procurement Office
Inventory Custodian Slip — 2 copies Procurement Office
Summary of Supplies and Materials Issued Procurement Office
Certification of Philgeps Registration Philgeps
Tax Return — BIR Form 2551M BIR
Omnibus Sworn Statement — 50K & above Claimant
For Repairs and Maintenance
Additional requirements:
Disbursement Voucher — 2 copies Requisitioning Office
Obligation Request — 2 copies Requisitioning Office
Delivery Receipt — 1 copy Supplier
Statement of Account — 1 copy Supplier
Program/Invitation/Activity Design — 2 copies Requisitioning Office
Attendance Sheet — 2 copies Requisitioning Office
Approved Purchase Order (PO) duly stamped Office of the Municipal
“‘RECEIVED” by the COA — 2 copies Mayor
Inspection and Acceptance Report — 2 copies Inspection Team
: Bids and Awards
Abstract of Quotation — 1 copy Committee
Approved Purchase Request (PR) — 2 copies Requisitioning Office
Additional Requirements:
Shopping/Small Value Procurement
Request for Price Quotation/Canvass Forms (duly
signed) from at least three (3) qualified suppliers — 1 Bids and Awards
copy . . Committee
BAC Resolution and Recommending Approval for
SVP/Shopping Mode of Procurement — 2 copies
Pre-repair inspection Report — 2 copies Engineering Office
Report of Waste Materials — 2 copies Procurement Office
Certification of Philgeps Registration Philgeps
Tax Return — BIR Form 2551M BIR
Omnibus Sworn Statement — 50K & above Claimant
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FEES
CLIENT PROCESSING PERSON
STEPS AGENCY ACTIONS = 7O BE TIME RESPONSIBLE
1. Submit the | 1. Attach the Routing Slip Accounting Clerk
Disbursement | with the Control Number :
Voucher (DV) None 1 Minute Office of the Municipal
with the Accountant
required 1.1 Receive and record Administrative
claim Assistant Il
documents None 4 Minutes
Office of the Municipal
Accountant
1.2 Pre-audit of claim
1.2.1 Check supporting
documents as to
completeness
1.2.2 Check
the correctness of Admi/_vistrative
amounts, authorized Assistant Il
signatures, and other None 3 Days Administrative Aide VI
details reflected in the Office of the Municipal
voucher and other Accountant
supporting documents
1.2.3 Transmit the
voucher with supporting
documents to the
Municipal Accountant for
approval
1.3 Review pre-audited
documents
1.3.1 Sign approval of DV Municipal Accountant
with complete supporting :
documents None 10 Minutes Office of the Municipal
Accountant
1.3.2 Forward the signed
approved DV to the Office
of the Municipal Treasurer
1.4 Endorse documents to Any Accounting Staff
the Office of the Municipal Available
Treasurer None 4 Minutes
Office of the Municipal
Accountant
TOTAL None | 3 da){s and
19 minutes
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10. Processing of Extraordinary and Miscellaneous Expenses D
Preparation and processing of payments from the extraordinary, miscellaneous, and other
similar expenses by LGU Asingan. The Municipal Accountant undertakes a pre-audit to
determine that all necessary supporting documents as prescribed under Commission on Audit
Circular No. 2023-004 are complete.

Office or Division: Office of the Municipal Accountant
Classification: Simple Transaction
Type of Transaction: G2G-Government to Government
Who may avail? Municipal Officials and Employees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Certification executed by the official concerned that the
amount claimed was spent for the purpose and in the | Office of the Municipal
amount not exceeding the limit indicated in the general | Accountant
provisions of the GAA -original with duplicate

Obligation Request 1 original with duplicate
Disbursement Voucher 1 original with duplicate

Relevant Invoices/Receipts, if the amount claimed was
spent for the purpose and if the amount exceeds the limit
indicated in the general provisions of the GAA

Minutes of the meeting if used for meetings, seminars,

Office Concerned

The establishment where
the expense was incurred

and conferences Event Host
Attendance Sheet
CLIENT AGENGY ACTIONS | T oz | PROCESSING PERSON
STEPS PAID TIME RESPONSIBLE
1. Prepare 1. Attach the Routing Accounting Clerk
and Present Slip with the Control None 1 Minute _ .
documents/ Number Office of the Municipal
apers Accountant
P . 1.1 Review the Administrative
necessary In ' Assistant Il
disbursement attachments if complete A _ _
of voucher and proper|y Signed None 1 Day Administrative Aide VI
Office of the Municipal
Accountant
1.2 Sign and release Municipal Accountant
the documents None 4 Minutes

Office of the Municipal
Accountant

None 1 Day and

TOTAL 5 Minutes
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11. Processing Financial Assistance for The Municipality

Pre-audit supporting documents of Financial Assistance as to completeness of documents.

Office or Division:

Office of the Municipal Accountant

Classification:

Simple Transaction

Type of Transaction:

G2G-Government to Government

Who may avail?

Requisitioning Office

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

For Medical Assistance

Disbursement Voucher — 2 copies

Office of the

Municipal Social Welfare
and Development Officer
(MSWDO)

Obligation Request — 2 copies

Office of the Municipal

Budget Officer
Certificate of Eligibility — 2 copies
Social Case Study Report — 2 copies MSWDO
Intake Sheet — 2 copies
Medical Certificate — 2 copies PSA
Certificate of Residency — 2 copies Barangay
Certified Photocopies of 2 Valid IDs — 2 copies Claimant
For Emergency Shelter Assistance
Disbursement Voucher — 2 copies MSWDO
Obligation Request — 2 copies CB)EéCgeetogPﬁecévrlumC'pal

Certification from the Bureau of Fire Protection — 2 copies

Bureau of Fire Protection

Social Case Study Report — 2 copies

MSWDO

Certificate of Residency — 2 copies Barangay
Certified Photocopies of 2 Valid IDs — 2 copies Claimant
Burial Assistance for Senior Citizens

Disbursement Voucher — 2 copies OSCA

e . Office of the Municipal
Obligation Request — 2 copies Budget Officer
Certified photocopy of Senior Citizens ID— 2 copies Claimant
Certification from the Office of the Senior Citizen — 2

. OSCA
copies
Death Certificate — 2 copies PSA
Marriage Certificate — 2 copies PSA

Affidavit of Claimant — 2 copies

Notarial Public

Special Power of Attorney/Waiver executed by the heirs if
the claimant is not the spouse — 2 copies

Notarial Public

Certified Photocopies of 2 Valid IDs — 2 copies Claimant
Municipal Ordinance Granting Burial Assistance to Senior | Office of the Municipal
Citizens of Tuba Budget Officer
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Burial Assistance for Veterans/Veterans Spouse

Disbursement Voucher — 2 copies

Office of the Municipal
Mayor

Obligation Request — 2 copies

Office of the Municipal

Budget Officer
Death Certificate — 2 copies PSA
Marriage Certificate, if the claimant is the spouse — 2 PSA

copies

Affidavit of Claimant — 2 copies

Notarial Public

Special Power of Attorney/Waiver executed by the heirs if
the claimant is not the spouse — 2 copies

Notarial Public

Certification from the Post Commander Veterans
Federation that the deceased is a registered veteran — 2
copies

Philippine Veterans Affairs
Office

Municipal Ordinance Granting Burial Assistance to
Veterans/Veterans Spouse- photocopy

Office of the Sangguniang
Bayan

FEES

CLIENT PROCESSING PERSON
STEPS AGENCY ACTIONS - 7O BE TIME RESPONSIBLE
1. Submit the | 1. Attach the Routing Slip Accounting Clerk
Disbursement | with the Control Number :
Voucher (DV) None 1 Minute Office of the Municipal
with the Accountant
required 1.1 Receive and record Administrative
claim Assistant Il
documents None 4 Minutes
Office of the Municipal
Accountant
1.2 Pre-audit of claim
1.2.1 Check supporting
documents as to
completeness
Administrative
Assistant I/
1.2.2 Check o ) .
the correctness of None | 10 Minutes | Administrative Aide VI
amounts, authorized Office of the Municipal
signatures, and other Accountant
details reflected in the
voucher and other
supporting documents
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1.2.3 Transmit the voucher
with supporting documents
to the Municipal
Accountant for approval

1.3 Review pre-audited
documents

Municipal
1.3.1 Sign approval of DV Accountant
with complete supporting .
documents None 10 Minutes Office of the
Municipal
1.3.2 Forward the signed Accountant
approved DV to the Office
of the Municipal Treasurer
1.4 Endorse documents to Any Accounting Staff
the Office of the Municipal Available
Treasurer None 4 Minutes Office of the
Municipal
Accountant
TOTAL | None | 29 Minutes
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12. Processing of Financial Expenses
In entering into various transactions with local and international financing institutions,
agencies incurred in bank charges, commitment fees, documentary stamps tax, interest
expenses, and other related financial charges.

Office of the Municipal Accountant

Simple Transaction
G2G-Government to Government

Requisitioning Office

Copy of Loan Agreements/ Memorandum Agreement
with supporting documents

Agencies concerned

Statement of Account Agencies concerned
Bank Debit memo Bank

Certificate of full payment of loan (for final payment of
loan amortization)

Agencies concerned

1. Submit the | 1. Attach the Routing Slip _ Accounting Clerk,
Disbursement | with the Control Number None 1 Minute AZministrat;\;e
ssistant
VC.)UCher (DV) 1.1 Receive and record
with the .
ired claim _ _
require None 4 Minute Office of the
documents Municipal
Accountant
1.2 Pre-audit of claim
1.2.1 Check supporting
documents as to
completeness
1.2.2 Check Administrative
the correctness of Assistant Il
amounts, authorized Administrative
signatures, and other None 30 Minutes Aide VI
details reflected in the )
Office of the
voucher and other Munici
. unicipal
supporting documents Accountant

1.2.3 Transmit the voucher
with supporting
documents to the
Municipal Accountant for
approval
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1.3 Review pre-audited
documents

Municipal
1.3.1 Sign approval of DV Accountant
with complete supporting .
documents None L Office of the
Municipal
1.3.2 Forward the signed Accountant
approved DV to the Office
of the Municipal Treasurer
1.4 Endorse documents to Any Accounting
the Office of the Municipal Staff Available
Treasurer i
u None 4 Minutes Office of the
Municipal
Accountant
TOTAL | None 50 Minutes
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13. Procurement of Goods Through Alternative Modes Dy ng'
In processing the procurement of goods, a pre-audit is undertaken by the Mun|0|pal
Accountant to determine that all necessary supporting documents as prescribed under

Commission on Audit Circular No. 2023-004 are complete.

Office or Division: Office of the Municipal Accountant
Classification: Complex Transaction

Type of Transaction: G2B-Government to Business
Who may avail? Requisitioning Office

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Documents to be submitted within five working days from the
execution of the contract as required under COA Circular No. 2009-
001 dated February 12, 2009:

Purchase Order/Letter Order/Contract, duly approved by the
official concerned and accepted by the supplier (date of
acceptance must be clearly indicated, especially when the time
or date of delivery is dependent on or will be counted from the
date of acceptance of the purchase order/letter/contract) 2 copies

Office concerned

Proof of posting of invitation or request for submission of price
quotation in the PHILGEPS website, website of the procuring
agency, if applicable, and at any conspicuous place reserved for
this purpose in the premises of the procuring agency for a period
of seven calendar days in case of Shopping under Section 52.1
(b), and Negotiated Procurement under Sections 53.1 (two failed
bidding) and 53.9 (small value procurement) of the Revised IRR
of RA No. 9184 2 printout copies

Bids and Awards
Committee

Performance and warranty securities, except for shopping and
negotiated procurement under emergency cases, small value
procurement, lease of real property, and United Nations (UN)
agencies original copy

Insurance Company

BAC Resolution recommending and justifying to the Head of
Procuring Entity (HOPE) the use of alternative mode of
procurement and approval by the HOPE of the BAC Resolution
recommending award of contract 2 original copies

Bids and Awards
Committee

Proof of posting of Notice of Award on the PHILGEPs website,
the website of the procuring entity concerned, if available, and at

Bids and Awards

any conspicuous place reserved for this purpose in the premises | Committee
of the procuring entity 2 printout copies
Approved Procurement Plan Budget Office

Request for purchase or requisition of supplies, materials, and
equipment, duly approved by proper authorities 2 original copies

Office concerned
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Original copy of the delivery invoice showing the quantity, description
of the articles, unit, and total value, duly signed by the dealer or his
representative and indicating receipt by the proper agency official of
items delivered

Supplier

Inspection and acceptance report signed “Inspected by” by the
authorized agency inspector and signed “accepted by” by the
authorized end-user to whom the item was delivered or the property
officer if the item is for stock 2 original copies

Inspection Team

Approval by HOPE or his duly authorized representative on the use
of alternative methods of procurement, as recommended by the BAC

Bids and Awards

. . Committee
2 original copies
Prescribed Omnibus Sworn Statement of the prospective bidder,
where applicable stating among others that it is not blacklisted or
barred from bidding by the Government or any of its agencies, | Supplier

offices, corporations, or LGUs, is not related to the HOPE by
consanguinity or affinity up to the third civil degree 2 original copies

For Limited Source Bidding

Additional Requirements

Specific requirements to be submitted within five working days from
the execution of the contract as required under COA Circular No.
2009-001 dated February 12, 2009:

o Copy of direct invitation to bid served by the concerned
agency to all suppliers or consultants appearing in the pre-
selected list of manufacturers/suppliers/distributors with
known experience and proven capability on the requirements
of the particular contract 1 original copy and 1 photocopy

Bids and Awards
Committee

o Winning bidder’s offer or proposal 2 original copy

Claimant

o Abstract of bids showing the most responsive and complying
bidder from among the other bidders who participated in the
bidding 2 original copies

o Notice of Award 2 original copies

Bids and Awards
Committee

Documentary requirements under Sections 23.1 and 25.2(a) for
goods, 23.1 and 25.2(b) for infrastructure, 25.1 and 25.2(c) for
consultancy services, of the Revised IRR of RA No. 9184 2 certified
copies

Government
Agencies

Such other documents peculiar to the contract and/or to the mode of
procurement and considered necessary in the auditorial review and
the technical evaluation thereof

Claimant

Bid security (required under Section 54.4 IRRA, RA No. 9184)
original copy

Claimant

Disbursement Voucher — 2 copies

Office concerned

Obligation Request — 2 copies

Office concerned

For Direct Contracting
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Additional requirements

Specific requirement to be submitted within five (5) working days
from the execution of the contract as required under COA Circular
No. 2009-001 dated February 12, 2009

o Copy of letter to selected manufacturer/supplier/distributor to
submit a price quotation and conditions of sale 1 original copy
and 1 photocopy

Bids and Award
Committee

o Certificate of Exclusive Distributorship issued by the principal
under oath and authenticated by the embassy/consulate
nearest the place of the principal, in case of foreign suppliers
1 original copy and 1 photocopy

Manufacturer

o Certification from the agency-authorized official that no sub-
dealers are selling at lower prices and for which no suitable
substitute can be obtained at more advantageous terms to the
government 2 original copies

Office of the
Municipal Mayor

o Certification of the BAC in case of procurement of critical plant
components and/or to maintain certain standards 2 original
copies

Bids and Award
Committee

Study/survey done to determine that no sub-dealers are selling at
lower prices and for which no suitable substitute can be obtained at

Bids and Awards

Committee
more advantage
Such other documents are peculiar to the contract and/or to the
mode of procurement and considered necessary in the auditorial | Claimant

review and the technical evaluation thereof

Disbursement Voucher — 2 copies

Office concerned

Obligation Request — 2 copies

Office concerned

For Shopping

Additional Requirements

Specific requirements to be submitted within five working days from
the execution of the contract as required under COA Circular No.
2009-001 dated February 12, 2009:

o Price quotations from at least three bonafide and reputable

manufacturers/suppliers/distributors original copy Supplier
o Abstract of canvass 2 original copies gf;a?t?eﬁwards
Purchase Order — 2 copies Mayor’s Office/VMO

Disbursement Voucher — 2 copies

Office concerned

Obligation Request — 2 copies

Office concerned

For Negotiated Procurement

Additional Requirements

Specific requirements to be submitted within five working days from
the execution of the COA 252 contract as required under COA
Circular No. 2009-001 dated February 12, 2009:
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In cases of two failed biddings, emergency cases, take-over of
contract, and small value procurement

» Price quotation/bids/final offers from at least three invited
suppliers- original copies

Suppliers

= Abstract of submitted Price Quotation 2 original copies

= BAC Resolution recommending award of contract to Lowest
Calculated Responsive Bid (LCRB) 2 original copies

Bids and Awards
Committee

Additional requirements for each case:

In case of two failed biddings

= Agency’s offer for negotiations with selected suppliers,
contractors, or consultants 2 original copies

= Certification of BAC on the failure of competitive bidding for
the second time 2 original copies

Bids and Awards

= Evidence of invitation of observers in all stages of the | Committee
negotiation 2 photocopies
= Eligibility documents in case of infrastructure projects 2
photocopies
In emergency cases
= Justification as to the necessity of purchasing | Office of the

2 original copies

Municipal Mayor

In case of take-over of contracts

= Copy of terminated contract 2 photocopies

= Reasons for the termination of 2 original copies

Office of the
Municipal Mayor

» Negotiation documents with the second lowest calculated
bidder or the third lowest calculated bidder in case of failure
of negotiation with the second lowest bidder. If negotiation
still fails, an invitation to at least three eligible contractors-
an original copy

Bidders

= Approval by the Head of the Procuring Agency to negotiate
contracts for projects under exceptional cases 2 original
copies

Office of the
Municipal Mayor

In the case of small-value procurement

= Letter/invitation to submit proposals original copies

Bids and Awards

Committee
For adjacent or contiguous projects
= QOriginal contract and any document indicating that the same | Office of the
resulted from competitive bidding 2 photocopies Municipal Mayor
= Scope of work which should be related or similar to the | Office of the

scope of work of the original contract 2 photocopies

Municipal Engineer

= Latest Accomplishment Report of the original contract
showing that there were no negative slippage/delay 2
original copies

Implementing Office

Disbursement Voucher — 2 copies

Office concerned
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Obligation Request — 2 Copies

CLIENT FEES TO | PROCESSING PERSON

STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit the | 1. Attach the Routing Slip None 1 Minute Accounting Clerk,
Disbursement | with the Control Number Administrative
Voucher (DV) | 1.1 Receive and record Assistant Il
with the claim ,
required None 4 Minutes Ofﬂce. Of the
documents Municipal

Accountant
1.2 Pre-audit of claim
1.2.1 Check supporting
documents as to
completeness
1.2.2 Check Administrative
the correctness of Assistant Il
amounts, authorized Administrative Aide
signatures, and other None 3 Days vi
details reflected in the ,

Office of the
voucher and other Municipal
supporting documents Accountant
1.2.3 Transmit the
voucher with supporting
documents to the
Municipal Accountant for
approval
1.3 Review pre-audited
documents
1.3.1 Sign approval of DV Municipal
with complete supporting Accountant
documents None 14 Minutes Office of the

: Municipal
1.3.2 Forward the signed Accountant
approved DV to the
Office of the Municipal
Treasurer
1.4 Endorse documents Any Accounting Staff
to the Office of the Available
Municipal Tr rer i
unicipal lreasure None 4 Minutes Office of the
Municipal
Accountant
None 3 Days and
TOTAL 23 Minutes
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14. Procurement of Goods Through Bidding
In processing the procurement of goods, a pre-audit is undertaken by the Mun|0|pal
Accountant to determine that all necessary supporting documents as prescribed under

Commission on Audit Circular No. 2023-004 are complete.

Office or Division: Office of the Municipal Accountant

Classification: Complex Transaction

Type of Transaction: G2B-Government to Business

Who may avail? Requisitioning Office

CHECKLIST OF REQUIREMENTS

WHERE TO
SECURE

For Supplies, Materials, Equipment, and Motor Vehicles Additional
requirements under Processing of Procurement through Public Bidding
Additional documents required under Annexes F and S of COA
Memorandum No. 2005-027 dated February 28, 2005, required to be
submitted within five days upon execution of the contract:

Certificate of Exclusive Distributorship, if applicable 2 Certified copies

Samples and brochures/photographs, if applicable original copy

Product
Manufacturer

For imported items: (2 Copies Each)

Consular Invoice/Pro-forma invoice of the foreign supplier with the
corresponding details

Home Consumption Value of the items

Breakdown of the expenses incurred In the Importation

Claimant

Original copy of Dealers/Suppliers’ Invoices showing the quantity,
description of the articles, unit, and total value duly signed by the dealer
or his representative, and indicating receipt by the proper agency official
of items delivered

Claimant

Purchase Request - 3 copies

Requisitioning
Office

Delivery Receipt duly received

Supplier

Results of Test Analysis, if applicable 1 original copy and 1 photocopy

Testing Center

Tax receipts from the Bureau of Customs or the BIR indicating the exact
specifications and/or serial number of the equipment procured by the
government as proof of payment of all taxes and duties due on the same
equipment, supplied or sold to the government [Administrative Order
(AO) No. 200 dated November 21, 1990] 2 certified copies

BIR/BOC

Inspection and Acceptance Report prepared by the Department/Agency
property inspector and signed by the Head of Agency or his authorized
representative 2 original copies

End User

For equipment, Property Acknowledgment Receipt
1 original copy and 1 photocopy

End User

Warranty Security for a minimum period of three months, in the case of
expendable supplies, or a minimum period of one year in the case of
non-expendable supplies, after acceptance by the procuring entity of
the delivered supplies

Claimant
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Request for purchase of supplies, materials, and equipment duly
approved by proper authorities 2 original copies

R 4~ng

Office concern&d

In the case of motor vehicles, (AO No. 233 dated August 1, 2008, and
amendments) authority to purchase from:

o Agency head and Secretary of DBM, or OP depending on the
type of vehicle being provided (Sections 7 and 9)

o Local Chief Executives, including Punong Barangay, for types of
vehicles enumerated under Section 7 of AO No. 233 sourced
from their unencumbered local funds and if chargeable under the
GAA, either from the DBM or OP depending on the type of
vehicles purchased (Sections 7 to 9) for DILG authority
1 original copy and 1 photocopy

For procurement of drugs and medicines

o Certificate of product registration from Food and Drug
Administration (FDA) 2 photocopies

o Certificate of good manufacturing practice from FDA 2
photocopies

o Batch Release Certificate from FDA 2 copies

o If the supplier is not the manufacturer, certification from the
manufacturer that the supplier is an authorized distributor/dealer
of the products/items 2 photocopies

o License to Operate from FDA with a List of Sources (whether it is
a manufacturer, importer, seller, or distributor)

o Certification by the Medical Officer that medicines and drugs
requisitioned are included in the PNDF Current Edition

o Delivery Receipt/Invoice bearing Lot Nos. and Expiry Dates of
the drugs and medicines

FDA

Other documents that are particular to the contract and/or to the mode
of procurement and considered necessary in the auditorial review and
the technical evaluation thereof.

Manufacturer

Obligation Request — 1 original with duplicate

Disbursement Voucher — 1 original with duplicate

Office concerned

For General Support Services (Janitorial, Security, Maintenance,
Garbage Collection and Disposal and Similar Services)

Additional requirements for the Procurement through Public Bidding:

Additional documentation under Annexes H to K and P of COA
Memorandum No. 2005-027 dated February 28, 2005, is required to be
submitted to the Auditor’s Office within five days of the execution of the
contract:

For janitorial/security/maintenance services,
appropriate approved documents indicating the following (2 original
copies each):

o The number of personnel involved and their corresponding
rates/salary

o Schedule of work and places of assignment or station/visits
indicating, among others, the number of hours per visit

Claimant
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o The type and number of equipment to be served (in case of
visitorial maintenance service)

The scaled floor plans of the building and other area/s covered by the
service contract (for janitorial services) 2 original copies

The group classification of personnel to determine the Equivalent
Equipment Monthly Statutory Minimum Wage Rate in accordance with
the applicable Rules Implementing RA No. 6727 2 original copies

Approved documents indicating the minimum requirements of the
agency on the number of security personnel to be involved in the project
(for security service contract) 2 original copies

The population of the agency where the services are rendered (for
security service controls) 2 original copies

Detailed description of the maintenance services to be rendered or
activities to be performed (for maintenance service contracts)

Office of the
Municipal Mayor

For Garbage Collection and Disposal

Complete description/specifications (Brand name, model, make/country
of origin, hp, piston displacement, capacity) and number of units of
dump trucks to be used 2 original copies

Complete descriptions/specifications (age, condition, brand, etc.) and
number of units of all other equipment to be rented/used 2 original
copies

Claimant

Appropriate approved documents containing the terms and conditions,
whether operated or bare rental for heavy equipment, whether per trip

Contracting

or package deal; and other relevant conditions 2 original copies parties
The designated dumpsite/location of dumpsite (if provided in a separate | Dumpsite
document) 2 original copies operator

The measurement in kilometers of the total distance covered by one
complete route for all the required routes to be traveled 2 original copies

Implementing
Office

Estimated volume in cubic meters of garbage to be hauled from the area
of operation, including the basis for such estimates 2 original copies

Implementing
Office

In cases where the type of contract differs from the usual per trip
contract basis, sufficient justification and comparative analysis between
the type of contract adopted against the basic per trip type of contract 2
original copies

Implementing
Office

For forwarding/shipping/hauling contract

The type/kind and technical description of the mode of transportation
used (2 original copies)

Implementing
Office

The point of origin and destination including the estimated distance/s if
transported by land (2 original copies)

Implementing
Office

The estimated weight and volume of cargo involved (2 original copies)

Accomplishment Report 2 original copies

Request for payment 1 original copy

Contractor’s Bill 1 original copy

Certificate of Acceptance 2 original copies

o |0 |0 |O |O

Record of Attendance/Service 2 original copies

Claimant
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o Proof of remittance to the concerned government agency and/or | Office of the
GOCCs [BIR/Social Security System (SSS)/ Pag-IBIG] 2 | Municipal
photocopies Treasurer

o Such other documents peculiar to the contract and/or to the mode
of procurement and considered necessary in the auditorial review | Claimant
and the technical evaluation thereof

. . Office
o Disbursement Voucher — 2 copies c
oncerned
S . Office
o Obligation Request — 2 copies Concerned
For Rental Contracts for Property

o List of prevailing comparable property within the vicinity (for first
claim)

o Vicinity map (for the first claim) Contractor

o Bills/Invoices
o Certificate of Occupancy (space/building) (for first claim)

For Repair and Maintenance of Equipment and Motor Vehicles

Additional requirements for the Procurement through Public Bidding:

Additional documents under Annexes Q and R of COA Memorandum
No. 2005-027 dated February 28, 2005, are required to be submitted to
the Auditor’s Office within five days from the execution of the contract:

o Copy of the pre-repair evaluation report and approved detailed
plans by the agency showing in sufficient detail the scope of
work/extent of repair to be done 2 original copies

Inspection Team

o Report of waste materials - 2 original copies

Office of the

. : : : Municipal
o Copy of document indicating the history of repair - 2 photocopies Treasurer
Pre- Inspection and Post-inspection reports 2 original copies Inspection Team
Warranty Certificate 1 original copy Claimant
Request for payment 1 original copy Claimant
Waste Material Report 1 original with duplicate gr;curement
ice
Bill/Invoices 1 original copy Tre_asurer’s
Office
Certificate of Acceptance 2 original copies Claimant

Pre-repair inspection reports 2 original copies

Inspection Team

Such other documents peculiar to the contract and/or to the mode of
procurement and considered necessary in the auditorial review and the
technical evaluation thereof.

Inspection Team

Obligation Request — 1 original with duplicate

Office concerned

Disbursement Voucher — 1 original with duplicate

Office concerned

For Advertising Expenses

Additional requirements for the Procurement through Public Bidding

Bill/Statement of Account original copy

Claimant

Job Order or Contract

Office concerned
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Copy of newspaper clippings evidencing publication and/or CD in case
of TV/Radio Commercial

Newspaper

Obligation Request — 1 original with duplicate

Office concerned

Disbursement Voucher — 1 original with duplicate

Office concerned

FEES

CLIENT PROCESSING PERSON
STEPS AGENCY ACTTIORE IS TIME RESPONSIBLE
1. Submit the | 1. Attach the Routing Slip None 1 Minute Accounting Clerk,
Disbursement | with the Control Number Administrative
Voucher (DV) | 1.1 Receive and record claim Assistant Il
with the , :
required None 4 Minutes Ol\f/IﬁSr?i;Lg;e
documents Accountant
1.2 Pre-audit of claim
1.2.1 Check supporting
documents as to
completeness Administrative
1.2.2 Check the correctness Ag;?f,ﬁgt,{\l,e
of amounts, authorized Aide VI
signatures, and other details | None 3 Days
reflected in the voucher and Office of the
other supporting documents Municipal
Accountant
1.2.3 Transmit the voucher
with supporting documents
to the Municipal Accountant
for approval
1.3 Review pre-audited
documents
Municipal
1.3.1 Sign approval of DV Accountant
with complete supportin .
documen?s PP ) None 15 Minutes Office of the
Municipal
1.3.2 Forward the signed Accountant
approved DV to the Office of
the Municipal Treasurer
1.4 Endorse documents to Any Accounting
the Office of the Municipal Staff Available
Treasurer None | 4 Minutes Office of the
Municipal
Accountant
None | 3 Days and
TOTAL 24 Minutes
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15. Processing of Legal Retainer’s Fee
An upfront payment is made by the LGU to secure the services of legal professmnals
consultants, or advisers. It ensures the availability of the professional and can be used to
cover future services.

Office or Division: Office of the Municipal Accountant
Classification: Simple Transaction
Type of Transaction: G2B-Government to Business
Who may avail? Requisitioning Office
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Notarized Retainers Contract, not exceeding one
year, between the concerned government agency Notarial Public

and the private lawyer or law firm
Written approval of the OSG or Office of the

Government Corporate Counsel (OCGG) OCGC
Board Resolution authorizing the hiring of a private
lawyer or law firm of the concerned government Office of the Sangguniang Bayan

agency
Board Resolution authorizing the concerned
government personnel/official to enter into a contract, | Office of the Sangguniang Bayan
if applicable

Certificate of availability of funds duly verified by the

Audit Team Leader COA
Written approval of COA, if not exempted under COA COA
Circular No. 2021- 003 dated July 16, 2021
FEES
CLIENT PROCESSING PERSON
STEPS AEERCY ACTION: TSA\II?’DE TME RESPONSIBLE
1. Submit the | 1. Attach the Routing Slip Accounting
Disbursement | with the Control Number None 1 Minute Clerk,
Voucher (DV) Administrative
with the . . Assistant Il
. 1.1 Receive and record claim
required N 4 Minut Office of the
documents one inute Municipal
Accountant
1.2 Pre-audit of claim
1.2.1 Check supporting Administrative
documents as to Assistant II
completeness Ad”/z\’fC’I’St@t’Ve
: ide
1.2.2 Check the correctness None 20 Minutes
of amounts, authorized Office of the
signatures, and other details Municipal
reflected in the voucher and Accountant
other supporting documents
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1.2.3 Transmit the
voucher with supporting
documents to the
Municipal Accountant for
approval

1.3 Review pre-audited
documents

1.3.1 Sign approval of DV Municipal
with complete supporting Accountant
documents None 11 Minutes Office of the
. Municipal
1.3.2 Forward the signed Accountant
approved DV to the Office
of the Municipal
Treasurer
1.4 Endorse documents Any Accounting
to the Office of the Staff Available
Municipal Treasurer None 4 Minutes Office of the
Municipal
Accountant
TOTAL None 40 Minutes
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16. Processing of Other Expenditures D
Preparation and processing of payments due for utilities consumed by LGU Asingan. A
Certificate of Creditable Tax Withheld at Source (BIR Form 2307) is attached to the document

in compliance with the Bureau of Internal Revenue Regulations. The Municipal Accountant
undertakes a pre-audit to determine that all necessary supporting documents as prescribed
under Commission on Audit Circular No. 2023-004 are complete.

Office or Division: Office of the Municipal Accountant

Classification: Simple Transaction

Type of Transaction: | G2B - Government to Business

Who may avail? Service Provider

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Obligation Request 1 original with duplicate

Office Concerned

Disbursement voucher 1 original with duplicate

Office Concerned

Statement of Account/Bill (original)

Service Provider

Invoice/Official Receipt or machine-validated statement of . :

: Service Provider
account/bill
Certification by the Head of Agency or his authorized

representatives that all National Direct Dial (NDD), National
Operator Assisted Calls and International Operator Assisted Calls
are official calls (for telephone expenses) (original)

Authority from the Head of Agency for entitlement to Mobile phone
allowance (for telephone expenses) (original)

Office of the
Municipal Mayor

Certification from the Chief Accountant and Property Officer that | Office of the
the employee was not issued a postpaid plan for a mobile phone. | Municipal Accountant
FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Present 1. Attach the Routing Accounting Clerk
documents/ Slip with the Control , ,
Papers to the | Number None 1 Minute O,\f,lﬂlfﬁi;;g}e
and present 1.1 Preparation and Administrative
furnished billing reviewing the Assistant Il
statements attachments if Administrative Aide |
None 1 Day
complete and properly Office of the
signed Municipal
Accountant
1.2 Sign and release Municipal
the documents Accountant
None 4 Minutes Office of the
Municipal
Accountant
1 Day and
TOTAL | None 5 Minutes
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Office of the Municipal Treasurer

External Services

210



1. Collection of Fees and Charges and Issuance of Official Receipt  “wse
Collection of Fees for Civil Registration, Zoning and Locational Clearance, Mayor’s Permlt
for Tricycle Operators.

Office of the Municipal Treasurer

Simple Transaction

G2C - Government to Citizens

Residents of Asingan, Pangasinan who need Civil Registration
documents / those who intend to put up buildings.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Mayor’s Permit for Tricycle:
Community Tax Certificate
Barangay Clearance
TODA Certification
OR/CR
Inspection Report

Civil Registration Fee
Order of Payment

Zoning And Locational Clearance

Office or Division:
Classification:
Type of Transaction:

Who may avail?

Office of the Municipal Treasurer
Barangay Hall where the taxpayer resides
TODA Association President/Secretary
Land Transportation Office (LTO)
POSG/PNP

Office of the Local Civil Registrar

Office of the Municipal Planning and

Order of Payment Development Coordinator

Violation Of Municipal/Provincial

Ordinances
Citation Ticket POSG/PNP
CLIENT | AGENCY PROCESSING PERSON
STEPS | ACTIONS FEES TO BE PAID TIME RESPONSIBLE
1. State 1. Issue . ] Admin Aide I
request Official M_a_yor’s Perml_t fo_r Tricycle: Casual Clerk |
and pay | Receipt Filing fee-legalization (every Revenue
the 3 years) Collection Clerk |
PHP 250.00 Revenue
Peeecessary (additional unit) Collection Clerk
PHP 250.00 I
Local Treasury
Fare adjustment fee for fare Operation Officer
increase 3 minutes /
PHP 400.00 Administrative
Officer Il
Filing fee for amendment of Cashier Il
MTOP
PHP 250.00 _
Office of the
Body Plate (every 3 years) Municipal
PHP 150.00 Treasurer
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Mayor’s Permit for Tricycle:
Sticker PHP 60.00

Mayor’'s Permit Fee
PHP 150.00

Parking Fee- PHP 60.00
Annual MTOP-
PHP 105.00

Penalty- 25% of Mayor’s
Permit (for late application)

Civil Registration Fee:

Marriage Fees:
Marriage application fee PHP
210.00

Marriage license
PHP 105.00

Marriage Solemnization Fee
PHP 315.00

Family planning fee
PHP 315.00

Sponsor’s fee
PHP 100.00

For Registration of the
Following:
Legitimation Fee
PHP 200.00

Adoption Fee
PHP 105.00

Annulment of marriage fee
PHP 105.00

Annotation Fee
PHP 105.00

Divorce/ Legal Separation fee
PHP 105.00

Admin Aide Il
Casual Clerk |
Revenue
Collection Clerk |
Revenue
Collection Clerk Il
Local Treasury
Operation Officer |
Administrative
Officer Il
Cashier Il

Office of the
Municipal
Treasurer
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Civil Registration Fee:
For Reqgistration of the

Following:

Naturalization fee
PHP 105.00

For change of first
name/nickname
PHP 3,000.00

For correction of clerical error
PHP 1,000.00

Registration of affidavit to use
surname of father
(AUSF/Acknowledgement)
PHP 142.00

Parental advice /consent fee
PHP 200.00

Endorsement fee
PHP 158.00

Certificate of Live Birth
(COLB)
PHP 100.00

Supplemental Report
PHP 142.00

Civil Registration Fee:
Other Legal Documentation
for Record Purposes:

Verification Fee
PHP 150.00

Certified True Copy
PHP 150.00

Certified Photocopy
PHP 105.00
plus PHP 16.00
per additional copy

Admin Aide Il
Casual Clerk |
Revenue
Collection Clerk |
Revenue
Collection Clerk
Il
Local Treasury
Operation Officer
/
Administrative
Officer Il
Cashier Il

Office of the
Municipal
Treasurer
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Civil Registration Fee:
Other Legal Documentation

for Record Purposes:

In case a petition is filed w/
consul general Correction of
Clerical Error — USD 50 or its

equivalent value in local
currency.

Change of First
Name/Nickname — USD 150
or its equivalent value in local
currency.

Service Fee for Migrant
Petitions
(RA 9048/ Ra 10172)
PHP 200.00

For correction of clerical error
PHP 500.00

Change of First name/
Nickname
PHP 1,000.00

Burial Permit
PHP 105.00

Transfer of Cadaver Fee
PHP 105.00

Exhumation of Cadaver fee
PHP 210.00

Removal of Cadaver Fee
PHP 105.00

Certificate of finality
(RA 9048/RA 10172)
PHP 250.00

Service Fee for out-of-town
Registration
PHP 200.00

Admin Aide Il
Casual Clerk |
Revenue
Collection Clerk |
Revenue
Collection Clerk
Il
Local Treasury
Operation Officer
/
Administrative
Officer Il
Cashier Il

Office of the
Municipal
Treasurer
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Civil Registration Fee:
Other Legal Documentation

for Record Purposes:

Certification Fee
PHP 150.00

Certificate of Marriage Form
PHP 50.00/ set

Zoning Clearance
Residential
PHP 342.00

Commercial/Industrial
PHP 447.00

Institutional
PHP 656.00

Locational Clearance
(Housing and Land Use
Regulatory Board Schedule
of Fees)

For Violation of Municipal/
Provincial Ordinances
No safety net
(Provincial Ord. 82-99)
PHP 500.00

No Mayor’s Permit on
Tricycle Operation
(Ord. No.5 series 2007)
PHP 200.00

No driver’s license
PHP 200.00

lllegal parking
PHP 50.00

Disregarding traffic signs
PHP 50.00

Admin Aide Il
Casual Clerk |
Revenue
Collection Clerk |
Revenue
Collection Clerk
Il
Local Treasury
Operation Officer
/
Administrative
Officer Il
Cashier Il

Office of the
Municipal
Treasurer

TOTAL

None

3 Minutes
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2. Collection Of Real Property Taxes and Issuance Of Official Recelpt g ¥
Collection of Real Property Tax on Lands, Buildings and Machineries based on percentage of
the property’s assessed value.

Payment of Real Property Taxes in Installments — The owner of the real property or the person
having legal interest therein may pay the basic real property tax and the additional tax for the
SEF due thereon without interest in four (4) equal installments: the first installment to be due
and payable on or before the thirty-first (31st ) of March; the second installment, on or before
the thirtieth (30th ) of June; the third installment, on or before the thirty-first of September, and
the last installment on or before thirty-first (31st ) of December

Tax Discount for Advance Prompt Payment — If the basic real property tax and the additional
tax accruing to the SEF are paid in advance in accordance with the prescribed schedule of
payment as provided under Section 250, the Sangguniang concerned may grant a discount
not exceeding twenty percent (20%) of the annual tax due.

Office or Division: Office of the Municipal Treasurer
Classification: Simple Transaction
Type of Transaction: G2C - Government to Citizens
" | G2G - Government to Government
Who may avail? Taxpayers with properties in Asingan, Pangasinan
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Previous Official Receipt (OR) and Real Property Office of the Municipal Assessor
Tax Order of Payments (RPTOP)
CLIENT AGENCY FEES TO BE | PROCESSING PERSON
STEPS ACTIONS PAID TIME RESPONSIBLE
1. Present 1. Review the Total Real Admin Aide Il
the requirements and Property Tax Casual Clerk |
requirements | compute the Real Due as Revenue
Property Tax Order | computed in Collection Clerk |
of Payment RPTOP 7 Minutes Revenue
(RPTOP) current year Collection Clerk Il
Local Treasury
plus_ years Of. Operation Officer |
unpaid taxes, if Administrative
any Officer Il
2. Pay the 2. Issue Official Cashier Il
real property | Receipt, get a file
tax copy of the : Office of the
RFE)'IYOP and None 5 Minutes Municipal
release the Treasurer
document
TOTAL None 12 Minutes

216




3. Issuance of a Certification of Non-delinquency
For the purpose of availing other services, the Office of the Municipal Treasurer issues a
Certification of non-delinquency.

Office of the Municipal Treasurer
Simple Transaction

G2C - Government to Citizens

G2G - Government to Government

Non-delinquent taxpayers

Current Real Property Tax Receipt I

1. Present 1. Verify the Admin Aide Il
the record & prepare Casual Clerk |
requirement | the Certification Revenue Collection
Clerk |
None 5 Minutes Revenue Collection
Clerk Il
Local Treasury
Operation Officer |
Administrative
2. Pay the 2. Accept Officer Il
real property | payment/s and PHP 172.00 Cashier Il
tax Issue Official ;
. per 3 Minutes ,
Receipt/s Certification Ol\f/flfre‘i;;g}e
Treasurer
2.1 Sign and seal Municipal
the Certification Treasurer
of non- . .
delinquency Adm|n|strat|ve
None 3 Minutes Ofﬁcc_ar i
(Cashier II)
Office of the
Municipal
Treasurer
TOTAL None 11 Minutes
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4. Issuance of Community Tax Certificate
Collection of fees from Community Tax Certificate

Office of the Municipal Treasurer

Simple Transaction

G2C - Government to Citizens

G2B - Government to Business

Inhabitants of the Philippines eighteen (18) years of age and
above

Current Real Property Tax Receipt I

1. State 1. Fill up the
request and Community Tax
provide the Certificate
needed .
information None 5 minutes
Admin Aide Il
Casual Clerk |
. . Revenue Collection
2. Affix the 2. Advise the Clerk |
signature and | client to pay Revenue Collection
Thumb mark None 2 minutes Clerk Il
onthe CTC Local Treasury
Operation Officer |
3. Pay the 3. Release the For Individual: Administrative
computed fee | Original copy of minimum of Officer Ill
the CTCtothe | 5.00 + 1.00 for Cashier Il
client every 1,000 Office of the
Gross Income Municipal
2 Minutes Treasurer
For
Corporation:
Minimum of
500.00 + 2.00
for every
5,000.00.
TOTAL None 9 Minutes

218



Office of the Municipal Assessor

External Services
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1. Annotation/ Cancellation of Mortgages and Bail Bonds on Tax

Declaration of Real Property
The Office of the Municipal Assessor issues annotation or cancellation on Tax Declaration of
Real Property for loan/ mortgages/bond purposes.

Office or Division: Office of the Municipal Assessor
Classification: Simple Transaction
Type of Transaction: | G2C - Government to Citizen
Who may avail? Taxpayers/ Real Property Owners / Representative
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Contract of mortgage , .
(2 Photocopies) Office of the Register of Deeds — Tayug and Bank
Court Order (For Bail Bonds) Office of the Register of Deeds — Tayug and Bank
AGENCY FEES TO PROCESSING PERSON
SIS =S ACTIONS BE PAID TIME RESPONSIBLE
1. Present the 1. Evaluate the Assessment Clerk |,
requirement documents Assessment Clerk Il
Local Assessment
, Operations Officer,
None 3 Minutes Municipal Assessor
Office of the Municipal
Assessor
2. Pay and 2. Issue Official Revenue Collection
present the Receipt Clerk I,
official Receipt Revenue Collection
to the service Clerk 11,
provider PHP 210.00 2 Minutes Local Treasury
Operations Officer
Office of the Municipal
Treasurer
2.1 Annotate/ Municipal Assessor
cancel on the N > Minut
hard copy one Inutes Office of the Municipal
Assessor
3. Receive the 3. Record and Tax Mapping Aide
document release the Draftsman
document Assessment Clerk |,
Assessment Clerk Il
None 2 Minutes Local Assessment
Operations Officer,
Office of the Municipal
Assessor
TOTAL PHP 210.00 9 Minutes
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2. Issuance of Certification of Real Property Holdings/ Certification of®

with/without Improvement
The office of the Municipal Assessor issues certification of various property holdings and
certification of real property improvement/ no improvement for taxation purposes.

Office or Division:

Office of the Municipal Assessor

Classification:

Simple Transaction

Type of Transaction:

G2C - Government to Citizen

Who may avail?

Taxpayers/Real Property Owners/Representative

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

None None
AGENCY FEES TO PROCESSING PERSON
SHIENT SUEZS ACTIONS BE PAID TIME RESPONSIBLE
1. State the 1. Verify the Assessment Clerk |,
request request Assessment Clerk Il
Local Assessment
. Operations Officer,
None 10 Minutes Municipal Assessor
Office of the Municipal
Assessor
2. Pay the 2. Issue Certification Revenue Collection
required fee official receipt | pHpP 142.00 Clerk I,
and present the ' Revenue Collection
official receipt to and 2 Minutes Clerk 11,

; Local Treasury
the service o tions Offi
provider Documentary perations Uicer

Stamp Tax : -
Office of the Municipal
PHP 30.00 Treasurer
3. Receive the 3. Release the Tax Mapping Aide
document document Draftsman
Assessment Clerk |,
Assessment Clerk Il,
None 2 Minutes Local Assessment
Operations Officer,
Office of the Municipal
Assessor
TOTAL None 14 Minutes
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3. Issuance of Tax Declaration for Newly Constructed Building and Newl)

Installed Machinery

The office of the Municipal Assessor issues Tax Declarations for newly
constructed/renovated buildings and newly installed machinery for taxation purposes.

Office or Division:

Office of the Municipal Assessor

Classification:

Simple Transaction

Type of Transaction:

G2C - Government to Citizen

Who may avail?

All Farmers within the Municipality

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Letter Request Owner
Building Permit and Building Plan Office of the Municipal Engineer
Cost of Acquisition/Installation (for machinery)
CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Present the | 1. Review Assessment Clerk |,
requirements | document Assessment Clerk Il,
presented Local Assessment
None 8 Minutes Operations Officer,
Municipal Assessor
Office of the Municipal
Assessor
1.1 Conduct ocular Tax Mapping Aide
inspection Draftsman
Assessment Clerk |,
Assessment Clerk Il
PHP 2 Hours Local Assessment
263.00 Operations Officer
Municipal Assessor
Office of the Municipal
Assessor
1.2 Prepare Field Draftsman
Appraisal and Tax Mapping Aide
Assessment Sheet Assessment Clerk |,
(FARS) and assig isessent el
EILOnF:ggE/ (lgld,\le)x None 5 Minutes Operations Officer,
Municipal Assessor
Office of the Municipal
Assessor
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CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTIONS BE PAID TIME RESPONSIBLE
1.3 Prepare the Assessment Clerk |,
new tax Assessment Clerk Il
declaration for the goca/ ,;\'sses(s)r;fv'ent
P?(F))vincial y None 5 Minutes Municipal Assessor
Assessor Office of the Municipal
Assessor
2. Pay and 2. Coordinate with
receive the Bureau of Plant
new tax Industry thlonal Revenue Collection
declaration Seed Quality Clerk I,
after 10 Control Services Revenue Collection
working days | (BPI NSQCS) for PHP 142.00 . Clerk I,
seed grower Per Lot 2 Minutes Local Treasury
training and Operations Officer
accreditation
schedule Office of the Municipal
Treasurer
2.1 Endorse new
applicants
3. Attend 3. Advice the client Tax Mapping Aide
training for to attend the Seed Draftsman
Seed Grower Training ﬁssessmenﬁ gef/; ;I
Growers and Accreditation : ssessment Ller
Accreditation None 2 Minutes Municipal Assessor
Office of the Municipal
Assessor
PHP
TOTAL 405.00 24 Minutes
per lot
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4. Issuance of Tax Declaration for Transfer of Ownership/ Subdivided <

Consolidated Real Property

The office of the Municipal Assessor issues updated Tax Declaration upon transfer of

ownership of real property from the previous owner to the new owner. The office also issues
updated tax declarations for consolidated or subdivided real properties.

Office or Division:

Office of the Municipal Assessor

Classification: Simple Transaction

Type of Transaction:

GC - 2Government to Citizen

Who may avail?

Taxpayers/ Real Property Owners/Representative

CHECKLIST OF REQUIREMENTS

WHERE T

O SECURE

Land title or Electronic Copy of Title
(2Photocopies)
Deed of Conveyance (2 Photocopies)

Office of the Re
Tayug or Owner

gister of Deeds —

Approved Subdivision/Sketch Plan (In case of
subdivision/consolidation) (2 Photocopies)

Geodetic Enginee

r

Certificate authorizing Registration from the BIR
(2 Photocopies)

Office of the Register of Deeds —

Tayug and Owner

Current real property tax receipt (2 Photocopies)

Office of the Treasurer or Owner

Transfer Tax Receipt (2 Photocopies)

Office of Provincial Treasurer -

Lingayen
AGENCY FEES TO | PROCESSING PERSON
SRS ACTIONS BE PAID TIME RESPONSIBLE
1. Present the 1. Review Assessment Clerk I,
requirements document Assessment Clerk I,
presented Local Assessment
- Operations Officer,
None 15 Minutes Municipal Assessor
Office of the
Municipal Assessor
1.1 Prepare the Tax Mapping Aide
Field Appraisal Draftsman
Assessment Assessment Clerk 1,
Sheet (FAAS . Assessment Clerk Il
( ) None 15 Minutes Municipal Assessor
Office of the
Municipal Assessor
1.2 Appraise Assessment Clerk |,
the real Assessment Clerk I,
property Local Assessment
None 15 Minutes Operations Officer,
Municipal Assessor
Office of the
Municipal Assessor
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PERSON

AGENCY FEES TO | PROCESSING
CLIENTSTEPS | acTiONS | BEPAID TIME RESPONSIBLE
1.3 Plot on the
ga:‘xsumbaljﬁvlir;igise None 15 Minutes Draftsman
/consohdaﬂon Office of the
1.4 Assign _ Municipal Assessor
Property Index None 15 Minutes
Number (PIN)
1.5 Review and Provincial Asssesor
approve the Municipal Assessor
FAAS None 15 Minutes
Office of the
Municipal Assessor
1.6 Data Tax Mapping Aide
encoding and Assessment Clerk I,
printing of Tax Assessment Clerk II,
Declaration Local Assessment
None 15 Minutes Operations Officer,
Municipal Assessor
Office of the
Municipal Assessor
2. Sign the Sworn | 2.
Statement as to MA/Provincial 12 Minutes
the current and Assessor signs Provincial Assessor
fair market value | the Tax 10 working Municipal Assessor
of the real Declaration None days in case
property subject the area Office of the
for transfer and exceeds the Municipal Assessor
gives back signed threshold
SS
3. Receive new 3. Record and Tax Mapping Aide
tax declaration issues the Assessment Clerk |,
approved new Assessment Clerk I,
tax declaration PHP _ Local Assessment
142.00 2 Minutes Operations Officer,
Per Lot Municipal Assessor
Office of the
Municipal Assessor
PHP
TOTAL 142.00 29 Minutes
per lot
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5. Issuance of Tax Declaration for Undeclared Land (Titled/Untitled)

The Office of the Municipal Assessor, issues Tax Declarations for undeclared land for tlltlng /
and taxation purposes.

Office or Division: Office of the Municipal Assessor / LGU-ASINGAN

Classification: Simple Transaction

Type of Transaction: G2C - Government to Citizen

Who may avail? Taxpayer’s Real Property Owners / Representative
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Affidavit of Adjoining Owners (2 Photocopies) Owner

Affidavit of Ownership (2 Photocopies) Owner

Certification from the Punong Barangay that the declarant is

the present processor and occupant of the land (2 Barangay

Photocopies)

Approved Subdivision/Sketch Plan (In case of
Subdivision/Consolidation) (2 Photocopies)
Certification from Community Environment and Natural
Resources Office (CENTRO), stating among others, that the DENR - Urdaneta City
land is within the alienable and disposal area (2 Photocopies)

Geodetic Engineer

CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Present the | 1. Review Assessment Clerk |,
requirements | document Assessment Clerk I,
presented Local Assessment
None 15 Minutes Operations Officer,
Municipal Assessor

Office of the Municipal

Assessor
1.1 Conduct Tax Mapping Aide
ocular inspection Draftsman

Assessment Clerk |,
Assessment Clerk Il,
PHP 263.00 2 Hours Municipal Assessor

Office of the Municipal

Assessor
1.2 Prepare Field Draftsman
Appraisal and Assessment Clerk |,
Assessment Sheet Assessment Clerk Il
Local Assessment

(FAAS) and assign None 15 Minutes
Property Index

Number (PIN)

Operations Officer,

Office of the Municipal
Assessor
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CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTIONS BE PAID TIME RESPONSIBLE
1.3 Evaluate & o
review the field Municipal Assessor
appraisal and None 5 Minutes Office of the Municipal
assessment Sheet ASSESSOr
(FAAS)
1.4 Encoding and Assessment Clerk |,
printing of Tax Assessment Clerk |l
Declaration PHP 142.00 5 Minutes
Office of the Municipal
Assessor
2. ng and 2. Isslues Official Revenue Collection
receive the tax | Receipt Clerk |,
after 10 Revenue Collection
working days Clerk I,
None 2 Minutes Local Treasury
Operations Officer
Office of the Municipal
Treasurer
2.1 Issue Tax Mapping Aide
approved new tax Assessment Clerk |,
declaration after None 2 Minutes Assessment Clerk Il
10 king d
worKing aays Office of the Municipal
Assessor
PHP 405.00 | 2 Hours and
TOTAL per lot 44 Minutes
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Office of the Municipal Engineer

External Services
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1. Issuance Of Building Permit
This is issued by the Local Government after reviewing and approving the proposed building
plans to ensure compliance to the National Building Code.

Office of the Municipal Engineer
Simple Transaction

G2C — Government to Citizen

G2B — Government to Business Entity

Property owners, developers, contractors, architects/engineers,
businesses, and corporations intending to construct, renovate,
demolish, or make modifications to any building or structure

Application form Office of the Municipal Engineer

Complete plan (Architectural, Structural, Electrical,
Sanitary, Mechanical) duly signed and sealed by an
Architect, Civil Engineer, Professional Electrical
Engineer, Sanitary Engineer and Mechanical Requesting Individual/s or Agency
Engineer

Specifications Estimates

Specification and Estimate signed and sealed by an
Architect and Civil Engineer

Tax declaration Office of the Municipal Assessor
Tax receipts (current year) Office of the Municipal Treasurer
Community Tax Certificate Office of the Municipal Treasurer
Fire Safety Evaluation Certificate Bureau of Fire Protection

Zoning Clearance Office of the Municipal Planning

Locational Clearance and Development Coordinator

1. Submit the 1. Receive and

required review the documents

documents _

and duly 1.2 Instruct the client Engineer |

accomplished | to process the Municipal

application required clearances _ Engineer,

form. at the office of the None 10 Minutes

MPDC Office of the

Municipal
Engineer
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CLIENTS FEES TO | PROCESSING PERSON
STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
2. Apply for the | 2. Receive and Municipal
Zoning review documents As Planning and
Clearance and computed Development
Locational 2.1 Compute based on Coordinator,
Clearance at appropriate fees the Planning Officer |
the Office of and issue a prescribed 15 Minutes
the Municipal | payment slip rate in the Office of the
Planning and , National Municipal
Development | 2.2 Instruct client to Building Planning and
Coordinator pay the fees atthe | ~y4e (NBC) Development
Office of the Coordinator
Miinicinal
3. Pay required | 3. Review payment
fees at the slip
Office of the i Administrative
Municipal 3.1 Issue Official Officer IV,
Treasurer by Receipt upon As Revenue
showing payment computed Collection Clerk
payment slip. based on I,
3.2 Instruct the the Revenue
*Make sure to | client to present prescribed 5 Minutes | Collection Clerk I,
secure the Official Receipt at rate in the Administrative
Official Receipt | the Office of the National Aide IV
that will be MPDC Building 1
issued upon Code (NBC) Office of the
payment and Municipal
check if details Treasurer
of the receipt
are correct
4. Present the | 4. Receive and
Official Receipt | review the
and documents and Municipal
attachments to | official receipt Planning and
the Office of Development
the MPDC. 4.1 Process Coordinator,
Then claim the | request, have the Planning Officer I,
clearances clearances signed, None 20 Minutes

sealed, and logged
appropriately.

4.2 Issue of Zoning
Clearance and
Locational
Clearance

Office of the
Municipal
Planning and
Development
Coordinator
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PERSON

CLIENTS FEES TO | PROCESSING
sTeps | AGENCYACTION | gepap TIME RESPONSIBLE
5. Submit the | 5. Issue an
clearances and | Endorsement letter
attachments to | to the client, to
the Office of process the
the Municipal Issuance of Fire
Engineer Safety Evaluation
Certificate
As
5.1 Instruct the computed Engir.]e.er ,
client to submit the based on Municipal
endorsement letter the , Engineer,
and pay an presqubed 20 Minutes _
appropriate fee at rate in the Office of the
the Bureau of Fire National Municipal
Protection (BFP) Building Engineer
Code (NBC)
5.2 Instruct client to
return to the Office
of the Municipal
Engineer upon
acquiring the
Certificate
6. Submitthe | 6. Receive and
clearances, review the As
certificates, documents. computed Engineer |,
and based on Municipal
attachments to | 6.1 Compute the Engineer,
the Office of Building Permit fees | prescribed 10 Minutes
the Municipal rate in the Office of the
Engineer 6.2 Instruct the National Municipal
client to pay the Building Engineer
fees at the Office of | code (NBC)
the Municipal
7. Pay Building | 7. Issue the Official As Administrative
Permit fee at Receipt upon computed Officer IV,
the Office of payment based on Revenue
the Municipal the Collection Clerk
Treasurer 7.1 Instruct client to prescribed 5 Minutes 1,
submit the Official rate in the Revenue
Receipt to the National Collection Clerk I,
Office of the Building Administrative
Municipal Engineer | Code (NBC) Aide 1V,

231




8. Submit

8. Receive and

Official Receipt | evaluate documents Engineer I,
and Municipal
attachments to | 8.1 Process the Engineer,
the Office of request by None 20 Minutes
the Municipal preparing the Office of the
Engineer permit, have it Municipal
signed, sealed, and Engineer
logged
9. Claim 9. Issue the building Engineer I,
building permit | permit and instruct Municipal
and sign at the | the client to sign the Engineer,
releasing releasing logbook to None 5 Minutes
logbook acknowledge Office of the
receipt Municipal
Engineer
As
computed
based on
TOTAL the 1 Hoyr and
prescribed 50 Minutes
rate in the
National
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2. Issuance Of Certificate of Occupancy
This is issued by the Local Government to ensure that a building or structure complies with

the National Building Code.

Office of the Municipal Engineer
Simple Transaction

G2C — Government to Citizen
G2B — Government to Business
Property owners, developers, contractors, architects/engineers,
businesses, and corporations intending to construct, renovate,
demolish, or make modifications to any building or structure

Certificate of Completion Form
(Duly signed by a licensed Engineer or
Architect in charge of the construction

Office of the Municipal Engineer

1. Submit 1. Receive and
required review the
document to documents

the Office of

the Municipal 1.2 Calculate the
Engineer occupancy fee and

direct the client to
pay the fees at the
Office of the
Municipal Treasurer.

As
1.3 Issue an computed Engineer |,
endorsement letter to based on Municipal
the Bureau of Fire the Engineer,
Protection (BFP) to prescribed 20 Minutes
facilitate the issuance | rate in the Office of the
of Fire Safety National Municipal
Inspection Certificate Building Engineer
(FSIC) Code (NBC)

1.4 Instruct the client
to visit the Bureau of
Fire Protection (BFP)
and process the
issuance of the Fire
Safety Inspection
Certificate (FSIC)
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CLIENTS FEES TO | PROCESSING
STEPS AGENCY ACTION | BE paID TIME RESPONSIBLE
2. Pay the 2. Review payment
Occupancy slip Administrative
permit fee at Officer IV,
the Office of 2.1 Issue Official Revenue
the Municipal | Receipt upon As Collection Clerk
Treasurer. payment computed 1
based on Revénue
*Make sure to the . Collection Clerk
secure the prescribed 5 Minutes |
Official Receipt rate in the Administrative
that will be National Aide IV
issued upon Building ’
payment and Code (NBC) Office of the
check if details Municipal
of the receipt Treasurer
are correct
3. Submit the 3. Receive and
Fire Safety review the
Inspection documents
Certificate
(FSIC), Official | 3.1 Process the
Receipt of the | request, and prepare
Occupancy the Certificate of Engineer |,
fee, and Occupancy Municipal
attachments to Engineer,
the Office of 3.2 Record and None 15 Minutes
the Municipal Release the Office of the
Engineer Certificate of Municipal
occupancy. Engineer
3.3 Instruct the client
to post the issued
Certificate of
Occupancy in front of
the newly constructed
As
computed
based on )
TOTAL the 40 Minutes
prescribed
rate in the
National
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Office of the Municipal Social Welfare and
Development Officer

External Services
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1. Issuance of Certificate of Indigency

Requirement to individuals who may wish to avail of services of different agencies such as,

but not limited, to the following:
a. Public Attorney’s Office — Legal Assistance

b. National Government Agencies and Non-Government Organizations,
Scholarships, Medical and Cataract Operations

Office of the Municipal Social Welfare and Development Officer

Simple Transaction

G2C - Government to Citizens

Barangay Certificate of Indigency and Residency
from Punong Barangay.

Individuals below poverty threshold

Barangay Hall

In case of scholarship, parents should secure
certification from Bureau of Internal Revenue or
latest income tax return, if parent/is employed

Bureau of Internal Revenue

For Legal Assistance — Latest income tax return

Bureau of Internal Revenue

Medical Procedure — Referral / Certification from
attending physician that client undergo cataract
operation

Clinic of the attending physician who
made the referral

1. Go to the 1. Interview client, _ _
service provider | review the Social Welfare Officer Il,
and registeron | required Job Order on duty
the client's documents None 10 Minutes Office of the Municipal
logbook and Social Welfare and
present the Development Officer
requirements
2. Wait for the 2.1 Prepare Social Welfare Officer Il
preparation of certificate of Job Order on duty
the Certificate of | indigency Municipal Social Welfare
Indigency None 5 Minutes and Development Officer
Office of the Municipal
Social Welfare and
Development Officer
3. Receive 3. Sign, approve Social Welfare Officer Il
Certificate of and release Job Order on duty
indigency ﬁ%?g;?;; g client None 1 Minute Office of the Municipal
Social Welfare and
Development Officer
TOTAL | None 16 Minutes

236



2. Issuance of Certificate of Financial Assessment

Requirement to Individual who may wish to avail the service of PhilHealth in private hospital

Office of the Municipal Social Welfare and Development Officer

Simple Transaction

G2C - Government to Citizens

Barangay Certificate of Indigency signed by the
Punong Barangay

Indigent Individual confined in the Hospital/Birthing Clinic
referred by the doctor

Barangay Hall

PhilHealth benefit eligibility form

Medical Social Worker from Hospital

Medical Certificate/Medical Abstract

Public or Private Hospital/Clinic

1. Go to the 1. Interview
service client, review
provider and the required
register on the | documents None 5 Minutes
client's logbook o ] ]
and present the Aqmlnlstrat/ve AIQe l,
requirements Social Welfare Officer I,
2. Wait for the | 2. Prepared the Job Order on duty
Preparation of | Certificate of Office of the Municipal
the Certificate Financial None 15 Minutes Social Welfare and
of Financial Assessment Development Officer
Assessment
3. Receive 3. Sign, approve
Certificate of and release .

. . o None 15 Minutes
Financial certificate of
Assessment indigency

TOTAL | None 35 Minutes
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3. Issuance of Persons with Disability Identification Card

Requirements to individuals who wish to avail the services of different agencies such as but
not limited to the following:

Office of the Municipal Social Welfare and Development
Officer

Persons with Disability Affairs Office

Simple Transaction

G2C - Government to Citizens

Persons with Disabilit

New Applicant:

Apparent Disability
Certificate of Disability

Non-Apparent Disability
Certificate of Disability:
Deaf/Hard of Hearing Disability
Intellectual Disability

Municipal Health Officer
Persons with Disability Affairs Officer

Learning Disability Specialist/Appropriate physicians
Mental Disability from the recognized private medical
Psychosocial Disability institutions who have competencies
Non apparent Visual Disability to public on the type of disabilities
Non apparent Speech and Language

Impairment

For Cancer and Rare Diseases
Medical Certificate/ Certificate of Disability

Two pieces "1x1" recent ID Oncologist, Surgeon or appropriate
Pictures with names and signature of Physician that has expertise to
thumbmark at the back of the picture. determine the ailment or disease
One valid government ID. required

For children, school ID will be accepted in the

absence of any valid ID, photocopy of the Birth

Certificate

For applicants of legal age, one valid

government ID/ Barangay Certificate of Barangay Hall

Residency issued by the Punong Barangay.
For Guardian / Representative

Guardian, Proof of Guardianship

Authorized Representative, Notarized

authorization letter.

Proof of Residence

Voters ID/Barangay Certificate issued by the

Punong Barangay

Punong Barangay/Court

Barangay Hall
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Renewal:

, Office of the Municipal Social

Accomplished PWDID-AF Welfare and Development Officer
Expired PWD-IDC Client
Affidavit of loss if the Person with Identification
Card is declared lost.
In the absence of expired PWD - Identification
Card, Two pieces "1x1" recent ID Pictures with
name and signature of thumbmark at the back
of the picture.

Notary Public/ Law Office

Client

1. Register in 1. Review the
the client's documents
logbook and presented
present the provided by client

requirements
and submit the | 1.1 Philippines

accomplished Registry Form for 15 Minutes

application form | Persons with None

at the office Disability Persons with

front desk (PRFPWD) shall Disabilities Affairs
be Officer
verified/processed
1.2 Prepare and Persons with
process the PWD 8 Minutes Disabilities Affairs
ID Card Office

2. Receive the | 2. Release PWD

PWD ID Card ID Card together

together with with the Purchase

the Purchase and Medicines None 2 Minutes

and Medicines | booklets and have

booklets and the client sign in

sign in the the logbook

records logbook

TOTAL None 25 Minutes
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4. Issuance of Senior Citizens Identification Card
Senior Citizens Identification Card are used to identified beneficiaries to avail benefits
embodied in Senior Citizen Law.

Office of the Municipal Social Welfare and Development Officer -
Office of the Senior Citizens Association

Simple Transaction

G2C - Government to Citizens

Senior Citizens

New Applicant:

Birth Certificate / Valid 1D

2 pcs of 1 x 11D Latest Picture
Certificate of Residency Barangay Hall
A Senior Citizen with dual citizenship needs a
proof of Filipino Citizenship with at least 6
months residency in the Philippines

Replacement of Lost ID Card:

Client

Consular Office / Department of
Foreign Affairs

1 pc 1 x1ID Latest picture Client

Affidavit of loss Office of the Municipal Mayor
Police Report Philippine National Police
Valid ID / Certificate of Residency Punong Barangay

Passport and Order of Approval and Oath of | Department of Foreign
Allegiance for Citizenship Affairs/Consular Office

New Applicant:

1. Register in 1. Review the

the office documents

logbook, provided

present Administrative Aide
necessary o Clerk
documents, and | 1.1 Verify in the Job Order O’n duty
accomplish the | logbook None 15 Minutes

application form ' .
for OSCA D at Citizana Assosiation
the front desk of | 1.2 Process and

the Office of the | release the ID

Senior Citizens | Card

Association

TOTAL | None 15 Minutes
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Replacement of Lost ID Card:

1. Register in 1. Review the None
the office documents
logbook, provided
present o _ )
necessary 1.1 Verify in the 17 Minutes Administrative Aide
documents, and | logbook Clerk,
accomplish the Job Order on dUty
application form | 1.2 Process and
for OSCAID at | release the ID Office of the Senior
the front desk of | Card Citizens Association
the Office of the
Senior Citizens
Association

TOTAL | None 17 Minutes
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5. Issuance of Solo Parents Identification Card
Solo Parents ldentification Cards are issued to identified beneficiaries to avail benefits
embodied in the Solo Parents Act.

Office of the Municipal Social Welfare and Development Officer
Complex Transaction

G2C - Government to Citizens

Identified Solo Parents based on the category of Expanded Solo
Parents Act

For New Applicant:

For Solo Parent with child or children as a consequence of rape:
Birth Certificate/s of the child or children Philippine Statistics Office/
(Authenticated copy or certified true copy) Local Civil Registrar
Complain affidavit
(Authenticated copy or certified true copy)
Medical record on the incident of rape Clinic / Hospital where the patient
(Authenticated copy or certified true copy) conducted the medicolegal
Sworn affidavit declaring that the solo parent has Public Attorney’s Office /
the solo parental care and support of the child or L X

: aw Office

children
For Solo Parent on account of the death of the spouse:
Birth Certificate/s of the child or children
(Authenticated copy or certified true copy)
Marriage Certificate Philippine Statistics Office /
(Authenticated copy or certified true copy) Local Civil Registrar
Death Certificate of the spouse
(Authenticated copy or certified true copy)
Sworn affidavit declaring that the solo parent is

Lawyer / Barangay / Police

not cohabiting with a partner or co-partner, and Public Attorney’s Office /
has the solo parent care and support of the child | Law Office
or children

Affidavit of a barangay official attesting that the
solo parent is a resident of the barangay and that
the child or children is/are under the parental care
and support of the solo parent

For Solo Parent on account of the detention or criminal conviction of the spouse:

Punong Barangay

Birth Certificate/s of the child or children Philippine Statistics Office/Local
(Authenticated copy or certified true copy) Civil Registrar (Place of Birth)
Marriage Certificate Philippine Statistics Office/Local
(Authenticated copy or certified true copy) Civil Registrar (Place of Marriage)

Certificate of detention or a certification that the Bureau of Jail Management and
spouse is serving sentence for at least 3 months | Penology/ Court
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Sworn affidavit declaring that the solo parent is
not cohabiting with a partner or co-parent, and
has the sole parent care and support of the child
or children

Public Attorney’s Office/Law Office

Affidavit of a barangay official attesting that the
solo parent is a resident of the barangay and that
the child or children is/are under the parental care
and support of the solo parent

Punong Barangay

For Solo Parent on account of physical or mental incapacity of the spouse:

Birth Certificate/s of the child or children
(Authenticated copy or certified true copy)

Philippine Statistics Office/ Local
Civil Registrar (Place of Birth)

Marriage Certificate or affidavit or cohabitation
(Authenticated copy or certified true copy)

Philippine Statistics Office/Local
Civil Registrar (Place of Marriage)

Medical records, medical abstract, or a certificate
of confinement in the National Center for Mental
Health or any medical hospital or facility as a
result of the spouse's physical or mental
incapacity, which record, medical abstract or
certificate of confinement of the incapacitated
spouse should have been issued not more than 3
months before the submission, or a valid Person
with Disability 1D

Psychiatrist
Persons with Disability Affairs
Office issued the PWD ID

Sworn affidavit that the Solo Parent is not
cohabiting with a partner or co-partner and has
solo parental care and support of the child or
children

Lawyer

Affidavit of a barangay official attesting that the
solo parent is a resident of the barangay and that
the child or children is/are under the parental care
and support of the solo parent

Barangay Hall

For the solo parent on account of legal or de facto separation of spouse:

Birth certificate/s of the child or children
(Authenticated copy or certified true copy)

Philippine Statistics Office/Local
Civil Registrar (Place of Birth)

Marriage certificate
(Authenticated copy or certified true copy)

Philippine Statistics Office/Local
Civil Registrar (Place of Marriage)

Judicial decree of legal separation of the spouses
or, in the case of de facto separation, an affidavit

of two (2) disinterested persons attesting to the Court/Lawyer
fact of separation of the spouses
Sworn affidavit declaring that the solo parent is
not cohabiting with a partner or co-parent, and L
awyer

has sole parental care and support of the child or
children

Affidavit of a barangay official attesting that the
solo parent is a resident of the barangay and that

Punong Barangay (Barangay Hall)
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the child or children is/are under the parental care
and support of the solo parent

For the solo parent on account of declaration of nullity
divorce

or annulment of marriage or

Birth certificate/s of the child or children
(Authenticated copy or certified true copy)

Philippine Statistics Office/Local
Civil Registrar (Place of Birth)

Marriage certificate, annotated with the fact of
declaration of nullity of marriage or annulment of
marriage (Authenticated copy or certified true

copy)

Philippine Statistics Office/Local
Civil Registrar

Judicial decree of nullity or annulment of

: . i , , Court
marriage or judicial recognition of foreign divorce
Sworn affidavit declaring that the solo parent is
not cohabiting with a partner or co-parent, and L
awyer

has sole parental care and support of the child or
children

Affidavit of a barangay official attesting that the
solo parent is a resident of the barangay and that
the child or children is/are under the parental care
and support of the solo parent

Punong Barangay (Barangay Hall)

For the solo parent on account of abandonment by the spouse:

Birth certificate/s of the child or children
(Authenticated copy or certified true copy)

Philippine Statistics Office/Local
Civil Registrar (Place of Birth)

Marriage certificate or affidavit of the applicant
solo parent (Authenticated copy or certified true

copy)

Philippine Statistics Office/Local
Civil Registrar (Place of Marriage)

Affidavit of 2 disinterested persons attesting to
the fact of abandonment of the spouse

Lawyer

Police or barangay record of the fact of
abandonment

Philippine National
Police/Barangay Hall

Sworn affidavit declaring that the solo parent is
not cohabiting with a partner or co-parent, and
has sole parental care and support of the child or
children

Lawyer

Affidavit of a barangay official attesting that the
solo parent is a resident of the barangay and that
the child or children is/are under the parental care
and support of the solo parent

Barangay Hall

For the spouse of any family member of an OFW:

Birth certificate/s of dependents
(Authenticated copy or certified true copy)

Philippine Statistics Office/Local
Civil Registrar (Place of Birth)

Marriage certificate, if the applicant is the spouse
of the OFW, or birth certificate or other competent
proof of the relationship between the applicant

and the OFW, if the applicant is a family member

Philippine Statistics Office/Local
Civil Registrar (Place of Marriage)

244




of OFW. (Authenticated copy or certified true
copy)

Philippine Overseas Employment Administration
Standard Employment Contract (POEA-SEC) or
its equivalent document

Overseas Workers Welfare
Administration

Photocopy of the OFW's passport with stamps
showing continuous 12 months of overseas work,
or a certification from the Bureau of Immigration

Bureau of Immigration

Proof of income of the OFWs spouse or family

Agency

member

Sworn affidavit declaring that the solo parent is

not cohabiting with a partner or co-parent, and L
awyer

has sole parental care and support of the child or
children

Affidavit of a barangay official attesting that the
solo parent is a resident of the barangay and that
the child or children is/are under the parental care
and support of the solo parent

Punong Barangay (Barangay Hall)

For the unmarried father or mother who keeps and rears the child or children:

Birth Certificate/s of the child or children
(Authenticated copy or certified true copy)

Philippine Statistics Office/Local
Civil Registrar (Place of Birth)

Certificate of No Marriage (CENOMAR)
(Authenticated copy or certified true copy)

Philippine Statistics Office

Sworn affidavit declaring that the solo parent is
not cohabiting with a partner or co-parent and
has sole parental care and support of the child or
children

Lawyer

Affidavit of a barangay official attesting that the
solo parent is a resident of the barangay and that
the child or children is/are the parental care and
support of the solo parent

Punong Barangay

For the solo parent who is a legal guardian, adoptive or foster parent:

Birth certificate/s of the child or children
(Authenticated copy or certified true copy)

Philippine Statistics Office/Local
Civil Registrar (Place of Birth)

Proof of guardianship, such as the decision
granting legal guardianship issued by a court;
proof of adoption, such as the decree of adoption
issued by a court, or order of Adoption issued by
the DSWD or the National Authority on Child Care
(NACC); proof of foster care such as the Foster
Parent License issued by the DSWD or NACC

Department of Social Welfare and
Development/

National Authority for Child Care,
Court

Sworn affidavit declaring that the solo parent is
not cohabiting with a partner or co-parent and has
sole parental care and support of the child or
children

Lawyer
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Affidavit of a barangay official attesting that the
solo parent is a resident of the barangay and that
the child or children is/are the parental care and
support of the solo parent

Punong Barangay

For any relative within the fourth (4th) civil degree of consanguinity or affinity of the parent

or legal guardian who assumes parental care and support of the child or children

Birth certificate/s of the child or children
(Authenticated copy or certified true copy)

Philippine Statistics Office/Local
Civil Registrar (Place of Birth)

Death certificate, certificate of incapacity, or
judicial declaration of absence or presumptive
death of the parents or legal guardian; police or
barangay records evidencing the fact of
disappearance of absence of the parent of legal

guardian for at least 6 months(Authenticated copy

or certified true copy)

Philippine Statistics Office/Local
Civil Registrar (Place of Death)

Proof of relationship of the relative to the parent
or legal guardian, such as birth certificate,
marriage certificate, family records, or other
similar or analogous proof of relationship

Philippine Statistics Office/Local
Civil Registrar/Court

Sworn affidavit declaring that the solo parent is
not cohabiting with a partner or co-parent, and
has sole parental care and support of the child or
children

Lawyer

Affidavit of a barangay official attesting that the
solo parent is a resident of the barangay and that

the child or children is/are under the parental care

and support of the solo parent

Punong Barangay

For the solo parent who is a pregnant woman:

Medical record of her pregnancy
(Authenticated copy or certified true copy)

Hospital Physician

Affidavit of a barangay official attesting that the
solo parent is a resident of the barangay
(Authenticated copy or certified true copy)

Punong Barangay/Lawyer

Sworn affidavit declaring that the solo parent is

not cohabiting with a partner or co-parent and has

sole parental care and support of the child or Lawyer
children

For the solo parent availing subsidy and discounts:
Affidavit of no employment Lawyer

Income Tax Return (ITR) or similar tax returns

Bureau of Internal Revenue

Social Case Study issued by the MSWDO

Office of the Municipal Social

Welfare and Developement Officer

Any verifiable proof of income or Certificate of
Indigency

Barangay

For Renewal:
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For the Solo Parent with child or children as a consequence of rape:

Old Solo Parents Identification Card Client

Affidavit of a barangay official attesting that the
solo parent is a resident of the barangay and that
the child or children is/are under the parental care
and support of the solo parent

Lawyer

For the solo parent on account of the death of the spouse:

Old Solo Parents Identification Card Client

Sworn affidavit declaring that the solo parent is
not cohabiting with a partner or co-parent, and
has the sole parental care and support of the
child or children

Lawyer

Affidavit of a barangay official that the solo parent
is a resident of the barangay and that the child or
children is/are under the parental care and
support of the solo parent

Punong Barangay

For the solo parent on account of the detention or criminal conviction of the spouse:

Old Solo Parents Identification Card Client

Bureau of Jail Management and
Penology/Philippine National
Police/Court (Place of Detention)

Certificate of detention or a certification that the
spouse is serving sentence for at least 3 months

Sworn affidavit declaring that the solo parent is
not cohabiting with a partner or co-parent, and

has sole parental care and support of the child or Lawyer
children

For Solo Parent on account of physical or mental incapacity of the spouse:
Old Solo Parents Identification Card Client

Medical records, medical abstract, or a certificate
of confinement in the National Center for Mental
Health or any medical hospital or facility as a
result of the spouse's physical or mental
incapacity, which record, medical abstract or
certificate of confinement of the incapacitated
spouse should have been issued not more than 3
months before the submission, or a valid Person
with Disability ID

Psychiatrist/Persons with Disability
Affairs Office issued the PWD ID

Sworn affidavit that the Solo Parent is not
cohabiting with a partner or co-partner and has

solo parental care and support of the child or Lawyer
children
For the solo parent on account of legal or de facto separation of spouse:
Old Solo Parents Identification Card Client
Judicial decree of legal separation of the spouses Court

or, in the case of de facto separation, an affidavit
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of two (2) disinterested persons attesting to the
fact of separation of the spouses

Sworn affidavit declaring that the solo parent is
not cohabiting with a partner or co-parent, and
has sole parental care and support of the child or
children

Lawyer

For the solo parent on account of declaration of nullity
divorce:

or annulment of marriage or

Old Solo Parents Identification Card Client

Sworn affidavit declaring that the solo parent is

not cohabiting with a partner or co-parent, and L
awyer

has sole parental care and support of the child or
children

Affidavit of a barangay official attesting that the
solo parent is a resident of the barangay and that
the child or children is/are under the parental care
and support of the solo parent

Punong Barangay
Lawyer

For the solo parent on account of abandonment by the spouse:

Old Solo Parents Identification Card Client

Sworn affidavit declaring that the solo parent is

not cohabiting with a partner or co-parent, and L
awyer

has sole parental care and support of the child or
children

Affidavit of a barangay official attesting that the
solo parent is a resident of the barangay and that
the child or children is/are under the parental care
and support of the solo parent

Punong Barangay

For the spouse of any family member of an OFW

Old Solo Parents Identification Card

Client

Philippine Overseas Employment Administration
Standard Employment Contract (POEA-SEC) or
its equivalent document

Overseas Workers Welfare
Administration

Photocopy of the OFW's passport with stamps
showing continuous 12 months of overseas work,
or a certification from the Bureau of Immigration

Bureau of Immigration

Proof of income of the OFWs spouse or family

Agency
member
Sworn affidavit declaring that the solo parent is
not cohabiting with a partner or co-parent, and L
awyer

has sole parental care and support of the child or
children

For the unmarried father or mother who keeps and rears the child or children:

Old Solo Parents Identification Card

Client

Certificate of No Marriage (CENOMAR)
(Authenticated copy or certified true copy)

Philippines Statistics Office
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Sworn affidavit declaring that the solo parent is

not cohabiting with a partner or co-parent and has

sole parental care and support of the child or
children

Lawyer

Affidavit of a barangay official attesting that the
solo parent is a resident of the barangay and that
the child or children is/are the parental care and
support of the solo parent

Punong Barangay

For the solo parent who is a legal guardian, adoptive or foster parent:

Old Solo Parents Identification Card Client
Sworn affidavit declaring that the solo parent is
not cohabiting with a partner or co-parent and has Lawyer

sole parental care and support of the child or
children

For any relative within the fourth (4th) civil degree of consanguinity or affinity of the parent
or legal guardian who assumes parental care and support of the child or children:

Old Solo Parents Identification Card

Client

Proof of relationship of the relatives to the parent
or legal guardian, such as birth certificate,
marriage certificate, family records, or other
similar or analogous proof of relationship

Lawyer/Philippine Statistics
Office/Local Civil Registrar

Sworn affidavit declaring that the solo parent is
not cohabiting with a partner or co-parent, and

has sole parental care and support of the child or Lawyer
children
For New Applicant:
CLIENT FEES | proCESSING
STEPS AGENCY ACTION | TO BE TIME PERSON RESPONSIBLE
PAID
1. Registerin | 1. Assist the Solo
the client’s Parent in filling up
logbook, the application Administrative Aide |,
present the form and accept Administrative Aide Clerk,
requirements, | the requirements None 15 Minutes
and submit the | provided Office of the Municipal
accomplished Social Welfare and
application Development Officer
form at the
office front
desk 1.1 Conduct home . Social Welfare Officer Il
visit for validation Within 7 days
purposes and None upon Office of the Municipal
assessment application Social Welfare and
Development Officer
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1.2 Require the

Solo Parent
applicant to attend ¢ ¢
Solo Parent Social Welfare Officer |,
orientation seminar 3 hours Municipal Social We/fgr ©
: . None : . and Development Officer
rights, duties and orientation
obllgatlpn as _Solo Office of the Municipal
Parent including Social Welfare and
benefits assistance Development Officer
to Solo Parents
1.3 Verify the
documents None 7 days Administrative Aide |,
submitted by the Social Welfare Officer Il,
applicant.
2. Received 2. Released Solo Office of the Municipal
Solo Parent Parent : Social Welfare and
Identification | Identification Card | \ON€ 5 mins Development Officer
Card
7 days,
TOTAL | None 3 hours and
20 Minutes
For Renewal:
AGENCY FEES | processiNG
CLIENT STEPS TO BE PERSON RESPONSIBLE
ACTION TIME
PAID
1. Register in 1. Assist the Solo
the client's Parent in filling up Administrative Aide |,
logbook and of application Administrative Aide Clerk,
present the form and None 15 Minutes
requirements reviewed the Office of the Municipal
and submit the | submitted Social Welfare and
accomplished | required Development Officer
application form | documents
1.1 Conduct Social Welfare Officer I,
home visit for Within 7 days
validation None upon renewal Office of the Municipal
purposes and of application Social Welfare and
assessment Development Officer
2. Received 2. Release Solo Administrative Aide I,
Solo Parent Parent Administrative Aide Clerk,
Igaern;lflcatlon Iélaerr1c;uf|cat|on None 5 Minutes Office of the Municipal
Social Welfare and
Development Officer
7 days and
TOTAL | None 20 Minutes
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6. Provision of Assistance for Individual

in Crisis Situation

Provision of Financial Assistance to Individuals in Crisis Situation availment.

Office or Division:

Office of the Municipal Social Welfare and Development Officer

Classification: Simple Transaction

Type of

G2C - Government to Client

Transaction:

G2G - Government to Government

Who may avail:

immediate family member

The client/immediate family member of the sick or deceased family
who have inadequate financial resources. Client who living alone,

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Certificate of Indigent of person processing that
assistance

Barangay Hall

Original copy of Medical Certificate/Abstract

Attending Physician Public or Private
Hospital

Certified True Copy of Death Certificate

Place where the person died/ Local Civil
Registrar

Original copy of Certificate of Confinement

Original copy of Hospital Statement of Account

Initial or Partial Bill

Notarized Promissory Note

Public or Private Hospital where patient
is confined

Photocopy of Referral Letter for Request for CT
scan

Clinic of the attending Medical
Practitioner who gave request for CT
scan

Valid Identification Card of client or person

. . Client
processing the assistance
FEES
CLIENT PROCESSING PERSON
STEPS EERET EIR TF&EJE TIME RESPONSIBLE
1. Register | 1. Interview and S
in the client’s | assess eligibility of None 5 Minutes Administrative Aide I,
logbook at | client and submit Administrative Aide
the office required documents Clerk,
front desk 1.1 Prepare the Office of the Municipal
documents for None 15 Minutes Social Welfare and
ASSIStanCG N CI'ISIS Development Ofﬁcer
Situation
1.2 Review and Social Welfare Officer IlI,
approve documents Social Welfare Officer I,
Social Welfare Officer I,
Municipal Social Welfare
None 2 Minutes and Development Officer
Office of the Municipal
Social Welfare and
Development Officer
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PERSON

CLIENT AGENCY FEES TO BE | PROCESSING
STEPS ACTION PAID TIME RESPONSIBLE
1.3. Document is Administrative
given to clients Aide |,
and instruct for the Administrative
processing of Aide Clerk,
AICS None 2 Minutes Office of the
Municipal Social
Welfare and
Development
Officer
2. Proceed to 2. Approval of
the Office of AICS form, Municipal Mayor
the Municipal Obligation y
Mayor Rfequest, None 5 Minutes Office of the
Disbursement Municipal Mayor
Voucher and Petty
Cash Voucher
3. Proceed to 3. Approval of Municipal Budget
Office of the Obligation Officer
Municipal Request, .
Budget officer | Disbursement None 2 Minutes Office of the
Voucher and Petty Municipal Budget
Cash Voucher Officer
4. Proceed to 4. Approval of Municipal
Office of the Disbursement Accountant
Municipal Voucher and Petty ; ,
Accountant Cash Voucher None 5 Minutes Office of the
Municipal
Accountant
5. Proceed to 5. Approval of Municipal
the Office of Disbursement Treasurer
the Municipal Voucher and Petty None 5 Minutes
Treasurer Cash Voucher Office of the
Municipal
Treasurer
6. Get the 6. Hand-in the
financial financial Municipal
assistance in assistance in Treasurer
cash/ cheque cash/check None 2 Minutes
from the Office Office of the
of the Municipal
Municipal Treasurer
Treasurer
TOTAL None 43 Minutes
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7. Preparation of Social Case Study Report for the Referral of Client s

other Institution that can Provide Financial Assistance

The MSWD Office conducts a Social Case Study Report to verify the eligibility of client to avail
of any form of assistance to other institution.

Office or Division: Office of the Municipal Social Welfare and Development Officer
Classification: Complex Transaction
Type of Transaction: | G2C - Government to Citizens
Family below poverty threshold who wish to avail of
Who may avail: medical/hospital assistance from government/private
hospital/other institutions.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Certificqte of Indiggncy of the person Barangay Hall
processing the assistance
Notarized Promissory Note Publ.ic or Private Hospital where patient is
confined
Medical Certificate/Medical Abstract Publi'c'or Private Hospital/Clinic attending
physician
Statement of Account that patients still have | Public or Private Hospital where patient is
a remaining balance in the hospital confined
Valid ID Card of patient (photocopy)
Valid ID of Person processing the
assistance (photocopy)
CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
1. Register in 1. Interview, Social Welfare Officer |,
the client’s assess, client Social Welfare Officer Il
logbook and to establish N 5 Minut Administrative Aide Clerk,
present the eligibility and one nuies Office of the Municipal
requirements at | review the Social Welfare and
the office front | documents Development Officer
desk 1.1 Conduct
home visit for A day aftgr the
verification None mtervufafyv in the Social Welfare Officer |
office ocial Welfare Officer |,
purposes Social Welfare Officer Il,
1.2 Prepare
Social Case None 25 Minutes Office of the Municipal
Study Report Social Welfare a.nd
, Development Officer
2. Received 2. Release the
Social Case Social Case None 1 Minute
Study Report Study Report
TOTAL | None 31 Minutes
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1. Consultation & Medical Assistance for Sick Animals
Provides Consultation and Medical assistance to treat animal diseases.

None

Office of the Municipal Agriculturist

Simple Transaction

Government to Citizen

Farmers/ Animal Raisers in the Municipality of Asingan

Walk-in clients with their animals:

1. Register on the
logbook and state
request at the office

1. Interview with
the client

front desk 1.1 Check the None | 10Minutes | agricutturist Il
health condition of Agricultural
the animal Technologist

2. Assist the 2. Administer

Livestock medication Office of the

Coordinator / Municipal

Agricultural None 15 Minutes Agriculturist

Technologist during

the procedures

3. Affix signature on | 3. Record farmer

the animal treatment | details and

form medication used Municipal
on the animal Agriculturist,
treatment form Agriculturist I,

. Agricultural
3.1 Advice the None 2 Minutes Technologist
farmer/livestock
owner on how to Office of the
manage the Municipal
treated animal Agriculturist
TOTAL None 27 Minutes
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Walk-in clients without their animals or request for home service:

AGENCY FEES TO PROCESSING PERSON
colEr e ACTIONS BE PAID TIME RESPONSIBLE
1. Register on the 1. Interview the
logbook and state client
request at the office
front desk 1.2 Schedule )
the date of the None 10 Minutes
* Request may also | home service . .
be made through Agrlcyltur/st 1,
Agricultural
calls or message Technoloaist
2. Assist the 2. Head to the g
Livestock venue (Location )
Coordinator/ of the animal) Ofﬁce_ O.f the
! Municipal
Agricultural Agriculturist
Technologist during | 2.1 Check the .
" None 20 Minutes
the procedures health condition
of the animal
2.2 Administer
medication
3. Affix signature on | 3. Record
the animal farmer details Municinal
treatment form and medication . p.
Agriculturist,
used on the . .

) Agriculturist I,
animal )
treatment form . Ag r/culturgl

None 10 Minutes Technologist
3.1 Adv!ce the Office of the
farmer/livestock L
Municipal
owner on how . .
Agriculturist
to manage the
treated animal
TOTAL None 40 Minutes
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2. Distribution of Corn Seeds under National Corn Banner Program

Provision of hybrid corn seeds to qualified RSBSA registered farmers.

RSBSA Stub

Office of the Municipal Agriculturist

Simple Transaction

G2C - Government to Citizen

Client must be registered in RSBSA-FFRS/ Client

Valid Identification Card

1. State request

1. Check client

Must be an RSBSA registered farmer within the Municipality

Provided by the clients (farmer)

and present the name in the
necessary RS_BSA and None 1 Minute
requirements at validate the area
the office front "
Municipal
desk Aariculturist
2. Provide the 2. Interview gricutturist,
Agriculturist I,
necessary farmer Aaricultural
information and None 6 Minutes Te%hnolo ist
affix signature 2.1 Fill-out post- g
master list )
3. Receive seed/s | 3. Release seed/s Oﬁlce. O.f the
. Municipal
and fill out the Aariculturist
satisfactory 3.1 Check the 9
feedback form completeness of None 3 Minutes
the signed post-
Master list and
feedback form
TOTAL None 10 Minutes
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3. Distribution of Corn Seeds Under Local Government Unit-Office of

Municipal Agriculturist Regular Program
Provision of corn seeds to registered corn farmers.

stub

Office of the Municipal Agriculturist

Simple Transaction

G2C - Government to Citizen

Client Must be registered in RSBSA/Client RSBSA

1. State request and

Valid Identification Card

1. Check client

Registered corn farmers within the Municipality

Provide by the clients (farmer)

present the name in

necessary RSBSA and .

requirements at the validate the None 1 Minute

office front desk area

2. Provide needed 2. Interview

information and affix | farmer Municipal

necessary signatures Agriculturist,
2.1 Fill-out Agriculturist I,
post-master list Agricultural

Technologist

2.2 Check the None 3 Minutes
completeness Office of the
of the signed Municipal
post-Master list Agriculturist
and feedback
form

4. Receive seeds 4. Release

and fill out the seeds None 3 Minutes

satisfactory feedback

form

TOTAL None 7 Minutes
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4. Distribution of Papaya Seedlings Under Local Government Unit - Office

of the Municipal Agriculturist Regular Program
Provision of assorted vegetable seeds to municipal constituents for backyard and communal
gardening.

1. Attend the
scheduled seed

\ Office of the Municipal Agriculturist

\ Simple Transaction

‘ G2C - Government to Citizen

1. Conduct
briefing about

‘ Constituents in the Municipality of Asingan

distribution and fill- | the purpose of Municipal
out necessary form | the program, Agriculturist,
care and Agriculturist I,
* The barangay management None 3 Minutes Agricultural
council will inform Technologist
their constituents 1.1 Check the
about the scheduled | completeness Office of the
and venue of the of the signed Municipal
seed’s distribution form Agriculturist
2. Receive seeds 2. Release .
None 1 Minute
seeds
TOTAL None 4 Minutes
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5. Distribution of Rice Seeds Under National Rice Program (RCEF

Program)

Provision of certified and hybrid rice seeds to qualified RSBSA registered farmers.

Office or Division:

Office of the Municipal Agriculturist

Classification:

Simple Transaction

Type of Transaction:

G2C - Government to Citizen

Who may avail?

Must be an RSBSA registered farmer within the Municipality

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Client must be registered in RSBSA-FFRS /Client
RSBSA stub Provided by the clients (farmer)
Valid Identification Card
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEFS ACTIONS BE PAID TIME RESPONSIBLE

1. State request 1. Check client
and present the name in the Rice
necessary Seeds Monitoring .
requirements at System (RSMS) None 1 Minute
the office front and validate the
desk area
2. Provide the 2. Interview farmer Municipal
necessary Ag{’ICU/l‘U{’ISt,
information in 2.1 Input farmer Agriculturist 11,
RSMS and affix | details in RSMS None 6 Minutes Agricultural
signature Technologist

2.2 Fill-out post- ,

master list Office of the
3. Receive seed/s | 3. Release seed/s Municipal
and fill out the Agriculturist
satisfactory 3.1 Check the
feedback form completeness of None 3 Minutes

the signed post-

Master list and

feedback form

TOTAL None 10 Minutes
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6. Distribution of Vegetable Seeds Under High Value Crops Developmetit:-

Program (HVCDP)
Provision of assorted vegetable seeds to qualified RSBSA registered farmers.

Office of the Municipal Agriculturist

Simple Transaction
G2C - Government to Citizen
Must be an RSBSA registered farmer within the Municipality

Client Must be registered in RSBSA/Client RSBSA
stub

Provide by the clients (farmer)

1. State request and | 1. Check client

present the name in

necessary RSBSA and None 1 Minute

requirements at the validate the

office front desk area

2. Provide needed 2. Interview

information and affix | farmer Municipal

necessary signatures Agriculturist,
2.1 Fill-out Agriculturist I,
post-master list Agricultural
2 9 Check the None 3 Minutes Technologist
completeness Office of the
of the signed Municipal
post-Master list Agriculturist
and feedback
form

3. Receive seeds 3. Release

and fill out the seed/s None 3 Minutes

satisfactory feedback

form

TOTAL None 7 Minutes
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7. Distribution of Vegetable Seeds Under Local Government Unit-Offi

the Municipal Agriculturist Regular Program
Provision of assorted vegetable seeds to municipal constituents for backyard and communal
gardening.

1. Attend the
scheduled seed
distribution and fill-

\ Office of the Municipal Agriculturist

\ Simple Transaction

‘ G2C - Government to Citizen

1. Conduct
briefing about
the purpose of

‘ Constituents in the Municipality of Asingan

out necessary form | the program, Municipal
care and Agriculturist,
* The barangay management None 3 Minutes Agriculturist II,
council will inform Agrlculturgl
their constituents 1.1 Check the Technologist
about the scheduled | completeness i
and venue of the of the signed Office of the
seed’s distribution form Municipal
2. Receive seeds 2. Release Agriculturist
seeds None 1 Minute
TOTAL None 4 Minutes
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8. Emergency Response to Pest and Diseases Outbreaks
The Office of the Municipal Agriculturist provides technical assistance and invention to
prevent further cases of pest and diseases outbreaks.

‘ Office of the Municipal Agriculturist

‘ Simple Transaction

‘ Government to Citizen

‘ All Farmers in the Municipality

1. Report pest 1. Interview
incidence to the farmer about
Office of the the history of
Municipal pest occurrence None 3 Minutes
Agriculturist

1.1 Schedule

field validation Municipal
2. Assist DA staff in | 2. Conduct field Agriculturist,
field validation. validation Agriculturist Il
Identify and inform Agricultural
affected farmers in | 2.1 Identify area Technologist
nearby area affected _

None 40 Minutes Office of the

2.2 Schedule Municipal

mass Agriculturist

application of

pesticides
3. Conduct mass 3. Supervise
pesticide spray mass None 3 Hours

application of

pesticides

3 Hours and
TOTAL None 43 Minutes
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9. Issuance of Certification

The Office of the Municipal Agriculturist may issue a farmer’s certification to farmers for

whatever legal purpose it may serve.

Office of the Municipal Agriculturist

Simple Transaction

G2C - Government to Citizen

All farmers within the Municipality

RSBSA stub of client (for farmer’s certification)
Land Title (for Land Conversion Certification

Provided by the clients

Municipal
Agriculturist,
Agriculturist 11,
Agricultural
Technologist

Office of the
Municipal
Agriculturist

1. State request | 1. Check the
for Farmers client’'s name in
Certification and | RSBSA and
present validate the area
requirements at | registered
the office front
desk 1.1 (?heck the None 4 Minutes
requirements
presented and
validate the land
classification/ land
use of the area
applied for land
conversion
2. P_ay . 2. Issue Receipt Farmers
certification fees e
at the office 2.1 Prepare and Certification .
counter sign the requested Fee 15 Minutes
certificate PHP 100.00
per copy
3. Receive the 3. Issue Certificate
document None 1 Minute
requested
TOTAL | PHP 100.00 20 Minutes
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10 Issuance of Livestock Inspection Certificate
The Office of the Municipal Agriculturist issues Livestock Inspection Certificate for
transporting animals from the Municipality to other places within the province.

Office of the Municipal Agriculturist
Simple Transaction

G2C - Government to Citizen

All Animal Raisers within the Municipality

Animal Raisers

Ownership Documents (if available)

1. State request 1. Check
and present Documents
Certificate of .
Ownership (if 1.1 Schedule None 2 Minutes
available) at the ocular inspection
office front desk Municipal
2. Assist 2. Conduct Agriculturist,
Agriculturist in the | Inspection 10 Minutes Agriculturist |1,
ocular inspection Agriculturgl
3. Pay Inspection | 3. Issue official , Technologist
Certificate fee receipt Insp_e_c tion .
Certificate Office of the
3.1 Prepare fee 10 Minutes Municipal
: PHP 100.00 Agriculturist

requested

certification per copy
4. Receive 4. Issue Inspection
Inspection Certificate None 2 Minutes
Certificate

TOTAL | PHP 100.00 | 24 Minutes
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11. Mass Vaccination of Anti-Rabies

Provides free Anti-Rabies Vaccination to all pets to eradicate rabies infection and to promote

responsible pet ownership and rabies awareness.

None

Office of the Municipal Agriculturist

Simple Transaction

G2C - Government to Citizen

Pet owners within the Municipality

Mass Vaccination:

1. Bring Pets
(dogs/cats) in the
vaccination area
scheduled by the
Office of the
Municipal
Agriculturist and

1. Fill out anti-
rabies
vaccination
form

1.1 Record
animal details

Barangay Council None 5 Minutes Municipal
1.2 Inspect the Agriculturist,
* The barangay health condition Agriculturist 11,
council will inform of animals Agricultural
their constituents Technologist
about the scheduled .
and venue of the Office of the
seed’s distribution AMﬁgl:cl:tIErai.ISt
2. Assist the service | 2. Vaccinate g
provider during the | animals None 2 Minutes
vaccination
3. Affix signature at | 3. Record and
the anti-rabies number the .
. . None 1 Minute
vaccination form animals
vaccinated
TOTAL None 8 Minutes

2
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Walk-in Clients:

1. Bring Pets 1. Inspect the
(dogs/cats) for health condition of
vaccination at the animals
Office of the
Municipal 1.1 Fill-out anti- None 5 Minutes Municipal
Agriculturist rabies vaccination Agricultfris t
form Agriculturist Il
Agricultural
1.2 Record animal Technologist
owner details
2. Assist the service | 2. Vaccinate Office of the
provider during the | animals None 2 Minutes Municipal
vaccination Agriculturist
3. Affix signature to | 3. Record and
the anti-rabies number the N .
. . one 1 Minute
vaccination form animals
vaccinated
TOTAL None 8 Minutes
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12. Mass Vaccination and Deworming of Ruminants
Provides free vaccine for Hemorrhagic Septicemia, and deworming of large and small

animals to eradicate hemorrhagic infection and eliminate internal parasites.

1. Bring Pets
(dogs/cats) in the

‘ Office of the Municipal Agriculturist

‘ Simple Transaction

‘ G2C - Government to Citizen

1. Inspect the
health condition

Farmers/ Animal Raisers in the Municipality of Asingan

vaccination area of animals
scheduled by the
Office of the 1.1 Fill-out
Municipal vaccination and
Agriculturist and deworming form
Barangay Council None 3 Minutes

1.3 Record Municipal
* The barangay livestock owner Agriculturist,
council will inform details Agriculturist Il,
their constituents ;\gzculltur al .
about the scheduled echnologis
and venue of the Office of the
seed’s distribution Municipal
2. Assist the service | 2. Vaccinate Agriculturist
prow_der_durlng an_d deworm None 5 Minutes
vaccination and animals
deworming
3. Affix signature on | 3. Record
the vaccination and | number of
deworming form animals None 1 Minute

vaccinated and

dewormed

TOTAL None 9 Minutes

268




13. Provisions of Technical Assistance on Availing Free Insurance of

Crops, Livestock & Farm Machineries
Provides technical assistance for farmers who want to apply for Free Insurance of Crops,
Livestock, and Farm Machineries.

Office of the Municipal Agriculturist

Simple Transaction

G2C - Government to Citizen

All RSBSA Registered farmers within the Municipality

Insurance application forms Office of the Municipal Agriculturist
Photocopy of RSBSA stub and government I.D Provided by the clients (farmer)
1. State request, 1. Check
submit requirements
requirements, and | and instruct the
fill-out application | client to fill in an : o
form at the office application form None 10 Minute Municipal
front desk Agriculturist,
1.1. Process Agriculturist I,
clients request Agricultural
2. Submit 2. Review the Technologist
application form Application and i
certify for the Office of the
approval of _ Municipal
Philippine Crop None 3 Minutes Agriculturist
Insurance
Corporation
(PCIC)
TOTAL None 13 Minutes
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14. Provision of Technical Assistance on Crop Production and

Management

Provides technical assistance in proper crop management to improve crop production.

1. State queries/
request for technical
assistance needed at
the office front desk

Office of the Municipal Agriculturist

Simple Transaction

G2C - Government to Citizen

1. Answer client
queries regarding
the technical
assistance needed

1.1 Interview with
the client regarding

All farmers seeking technical assistance within the Municipality

Municipal
Agriculturist,
Agriculturist II,
Agricultural

S None 15 Minutes Technologist,
crop’s situation/
condition Office of the
1.2 Set schedule for qulmpa}l
farm/ cro Agriculturist
p
inspection (if
needed)
2. Accompany the 2. Inspect the Municipal
Agricultural farm/crops Agriculturist,
Extension Workers Agriculturist I,
for farm inspection 2.1 Explain the Agricultural
results of the None 30 Minutes Technologist,
inspection and give
advice and Office of the
appropriate Municipal
recommendations Agriculturist
TOTAL | None 45 Minutes
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15. Registration of Farmers at the Registry System for Basic Sectors ih::
Agriculture (RSBSA)

Facilitate the registration of farmer at the Registry System for Basic Sectors in Agriculture
(RSBSA).

Office or Division: Office of the Municipal Agriculturist
Classification: Simple Transaction
Type of Transaction: | G2C - Government to Citizen
Who may avail? All farmers within the Municipality
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Registry System for Basic Sectors in Agriculture Office of the Municipal
(RSBSA) form Agriculturist
One copy of latest 2x2 picture w/ white background Provided by the clients (farmer)
Photocopy of Government issued 1D Provided by the clients (farmer)
Land Title Landowner
Barangay Certification or any document certifying the
tenurial status of the farmer indicating area, crops and | Barangay
farm location
CLIENT STEPS | AGENCY AGTIONS | ToBE | PROCESSING | _PERSON
PAID TIME RESPONSIBLE
1. Apply for 1. Inform the needed Municipal
RSBSA requirements and Agriculturist,
registration at provide the RSBSA Agricultural
the office front | enrollment form None 10 Minutes Technologist
desk
Office of the
Municipal
Agriculturist
2. Present the 2. Check and assess
necessary the completeness and
requirements validity of the
with the requirements
accomplished Agriqulturist I
RSBSA 2.1 Interview the client Agricultural
enrollment form | and fill out the RSBSA : Technologist
verified by enroliment form None 15 Minutes .
Office of the
Punong _ Municipal
Barangay at the | 2.2 Processing of Agriculturist
office front desk | RSBSA form
2.3 Encoding of RSBSA
enrollment form
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3. Claim RSBSA
stub

3. Release the RSBSA
stub

None

5 Minutes

Municipal
Agriculturist,
Agriculturist 11,
Agricultural
Technologist

Office of the
Municipal
Agriculturist

TOTAL

None

30 Minutes
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16. Seed Certification
Provides Technical Assistance to Accredited seed growers to certify their seed production.

Office of the Municipal Agriculturist

Simple Transaction

G2C - Government to Citizen

Accredited Seed Grower within the Municipality

. L Bureau of Plant Industry National Seed
Certificate of Seed Grower Accreditation Quality Control Services 1 (BPI NSQCS 1)

Tag of Seed to be Planted and

Application for Seed Certification Deputized Seed Inspector

Seed Samples for Laboratory Analysis Deputized Seed Inspector
Seed Ta Bureau of Plant Industry National Seed
9 Quality Control Services 1 (BPI NSQCS 1)

1. Report 1. Interview and fill

schedule of up the application

planting and for seed

surrender seed | certification

tags at the

office front desk | 1.1 Receive tags None 10 Minutes

1.2 Set schedule
for the preliminary

seed inspection Agricultural
Technologist
1.3 Submit
application for Office of the
Municipal

seed certification
and Preliminary
Field Inspection

Agriculturist

report to BPI PHP 200.00

NSQCS 1 and Per hectlare 30 Minutes
collect necessary (to be paid to

payment BPI NSQCS 1)

1.4 Conduct field
monitoring and
inspection
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2. After
harvesting,
inform the Seed
inspector of

2. Supervise seed
cleaning and
proper labelling

seed 2.1 Collect seed
processing samples Agricultural
. . Technologist
2.2 Submit seed None 30 Minutes
samples to the BPI Office of the
NSQCS 1 for seed Municipal
analysis/testing Agriculturist
2.3 Inform the
farmer if the result
was released
3. Wait for the 3. Withdraw result ]
result of of analysis and Agricultural
laboratory seed tags Technologist
analysis and None 30 Minutes ,
schedule of 3.1 Attach seed O,\f,flljre“;fpg}e
seed tagging tags together with Agriculturist
the seed grower
1 Hour and
TOTAL PHP 200.00 40 Minutes
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17. Seed Grower Accreditation
The Office of the Municipal Agriculturist provides technical assistance to farmers who are
interested to be an accredited seed grower.

Office of the Municipal Agriculturist

Simple Transaction

G2C - Government to Citizen

All Farmers within the Municipality

(Bureau of Plant Industry National Seed
Quality Control Services 1) (BPI NSQCS 1

1. State request | 1. Conduct initial Agricultural
at the office front | interview Technologist
desk .
None 5 Minutes Office of the
Municipal

Agriculturist

2. Wait for the 2. Coordinate with
schedule of the Bureau of Plant

training Industry National
Seed Quality .
Control Services Q%Z%Ig'r ?sl ¢
(BPI NSQCS) for g
seed grower None 10 Minutes )
training and O'{/lﬁgsi;f ’g;e
accreditation A ricuItSrist
schedule 9

2.1 Endorse new

applicants

3. Attend training | 3. Advice the client Agricultural

for Seed to attend Seed Technologist

Growers Grower Training None 5 Minutes

Accreditation and Accreditation Office of the

Municipal
Agriculturist
TOTAL NONE 20 Minutes
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18. Soil Analysis

Provide soil analysis services to farmers to determine the nutrient condition of their farm soil
and how to properly address the required nutrients before planting any crops.

1. State request
at the office front

Office of the Municipal Agriculturist

Simple Transaction

G2C - Government to Citizen

1 kg Soil Sample with label

1. Instruct the
farmer the

All farmers within the Municipality

Client’'s Address/ Farm

desk methods of proper None 5 Minutes
soil collection
2. Submit soill 2. Receive the soll
sample to the sample with label Municipal
Agricultural . Agriculturist,
Extension Worker | 2.1 Submit the None 10 Minutes Agriculturist 11,
sample to the Soil Agricultural
Laboratory Technologist
3. Receive the 3. Explain the .
soil analysis result | result of soil O,\f/lf'ce. of tr}e
analysis and A ‘%“"ft'P? ¢
*Results will be recommendations gricuruns
released based None 5 Minutes
on the
assessment and
timeline of the
Soil Laboratory
TOTAL None 20 Minutes
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19. Technical Assistance on Availing of Farm Machineries and

Equipment’s

Technical assistance to the farmers Associations, Irrigators Associations, Cooperatives in
availing Farm Machineries and Equipment.

Office or Division:

Office of the Municipal Agriculturist

Classification:

Simple Transaction

Type of Transaction:

G2C - Government to Citizen

Who may avail?

Active and Registered Farmers Associations, Cooperatives,
Irrigators Association.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Letter of Intent

Board Resolution

Active and Registered Farmers

Certificate of Registration (SEC, CDA) Associations, Cooperatives, Irrigators

Certificate of Good Standing (SEC, CDA) Associations

List of Officers & Members

Endorsement Letter

Office of the Municipal Agriculturist and
Provincial Agriculture Office

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

1. State request 1. Review of the
and present the presented documents
necessary
requirements at the | 1-1 Schedule the None 10 Minutes
office front desk association assembly

to assess the status

of their association
2. Conduct 2. Assess the status
association of the assoc?iation and . Municipal
assembly and review the list of None 40 Minutes Agriculturist,
present association | members Agriculturist I,
documents Agricultural
3. Receive and 3. Prepare the Technologist
review the Endorsement Letter
endorsement letter , _ Office of the
made 3. Assist the client to None 5 Minutes Municipal

organize required Agriculturist

documents for DA-

RFO1
4. Submit 4. Notify the client
documents to DA- | promptly upon
RFO1 then wait for | receiving a response None
the processing of from the DA-ROFO1
the requested
machinery.

TOTAL None 55 Minutes
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Office of the Municipal Health Officer

External Services
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1. Birthing Service
This service provides comprehensive care and support to individuals during pregnancy,
labor, and childbirth. These services include prenatal care, assistance during labor and
delivery, postnatal care, and emotional and physical support for the mother and baby.

Office or Division: Office of the Municipal Health Officer
Complex Transaction
Type of Transaction: | G2C - Government to Citizen

Who may avail? All pregnant women that are about to give birth
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Classification:

None

None

CLIENT STEPS

AGENCY ACTIONS

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. State request
to the service
provider at the
office front desk

1. Admit the patient
and perform initial
assessment

None

4 Minutes

2. Proceed to
the Consultation
Room

2. Perform Leopold’s
Maneuver

-Do Internal
Examination (IE)

2.1 If IE resultis 3 cm
dilated and beyond,
the patient will be
confined/ admitted.

2.2 If IE resultis 3 cm
dilated or below, the
patient will be advised
to go home and return
if pain becomes
unbearable

2.3 Refer patient to
secondary hospital if
found with abnormal
pregnancy.

2.4 Prepare and
update Client Record

None

4 Minutes

Midwife I,
Midwife 111

Office of the
Municipal Health
Officer
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5. Proceed to
the Labor/
Birthing Room

5. Continue monitoring
the progress of the
labor including Fetal
Heart Tone and Vital
Signs

5.1 Prepare
instruments and
medicines

5.2 Assist Pregnant
mother during delivery

5.3 Give Intrapartum/
Newborn Care to both
mother and child

5.4 Monitor vital signs
of both mother and
baby

5.5 Update Records

None

90 Minutes
upon delivery

6. Proceed
Obstetrics (OB)
ward

6. Monitor vital signs
of both mother and
baby

6.1 Assess any
untoward incidences
(like bleeding)

6.2 Give Health
Education on Maternal
and Child Health,
Family Planning,
Nutrition,
Breastfeeding and
Immunization

6.3 Prepare Birth
Certificate of the
Newborn

None

15 Hours

Midwife I,
Midwife 111

Office of the
Municipal Health
Officer
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7. Go to Service

7. Issuance of
Registered Birth
Certificate

7.1 Issuance of home

medicines and Medical
. . . . Technologist Il
instructions including N 1l
follow ups . urse 1,
12 Minutes Dental Aide
Results come
7.2 Perform IE FO None in 2 weeks Office of the
assess if there is -
) S Municipal Health
internal bleeding, if Officer
none, discharge the
patient
7.3 Update and file
records
Total None 16 Hours and

50 Minutes
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2. Dental Consultation and Services
To promote dental hygiene among the populace.

‘ Office of the Municipal Health Officer

‘ Simple Transaction
\ G2C - Government to Citizen
Patients with dental needs

Individual Treatment Record/ Folder | Office of the Municipal Health Officer

1. State main health | 1. Admit the Dental Aide
issue or concern patient, perform
and present initial None 5 Minutes Office of the
requirements to the | assessment Municipal Health
service provider at | (vital signs) Officer
the office front desk
2. Go to Dental 2. Conduct
Room consultation
igcepsesr;?’;m Dental Aide,
Dentist Il
procedure,
Extraction or None 45 Minutes Office of the
Oral . Municipal Health
Prophylaxis Officer
2.2 Give Oral
Health
Education
3. Pay Dental Fee 3. Issue Official Dental Aide
at the Rural Health | Receipt
Unit 2" Floor ) PHP 250.00 3 Minutes Office of the
3.1 Discharge Municipal Health
client Officer
Total | PHP 250.00 38 Minutes
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3. Family Planning Service
This provides education, counseling, and medical care to help individuals and couples plan
and control their pregnancies. These services include access to various contraceptive
methods, fertility awareness, and support for reproductive health, ensuring informed choices

for planning families and maintaining overall well-being.

Office or Division: Office of the Municipal Health Officer
Classification: Complex Transaction
Type of Transaction: G2C - Government to Citizen
Who may avail? All |nd|V|d_uaIs and couples that aim to plan or prevent
pregnancies.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Individual Treatment Record/ Folder Office of the Municipal Health Officer
FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. State main 1. Admit the patient
health concern or | and instruct the
desired family patient to proceed to None 5 Minutes
planning method | the consultation room
2. Proceed to the | 2. Conduct Midwife I,
Consultation consultation and Nurse I,
Room examination to the Municipal Health
patient Officer
None 10 Minutes
2.1 Discuss Office of the
appropriate Municipal Health
prescription and/or Officer
method
. 3. Provide method
3. Receive or rescribed
undergo methods P None 5 Minutes
prescribed 3.1 Discharge patient
Total None 20 Minutes
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4. Immunization Program

To provide free immunization to children 0 to 15 months old from Eleven (11) immunizable
diseases and to pregnant women to prevent the occurrence of Tetanus Neonatorum among
infants.

\ Office of the Municipal Health Officer
‘ Simple Transaction

‘ G2C - Government to Citizen
‘ Children 0-15 months old and pregnant women

Immunization Card/ Growth Monitoring Card
(GMC)

Office of the Municipal Health

Officer

1. Register and 1. Take vital signs
obtain a card from and record in the
the service provider | Immunization None 5 Minutes
at the office front Card Midwife II,
desk _ Midwife 111,
2. Proc?ed to 2. Review the Nurse II,
Midwife’s Room Immunization None 3 Minutes Nurse Il

Card then

Vaccinate the child Office of the
3. Receive the 3. Return the Municipal Health
immunization Immunization Officer

Card and inform None 2 Minutes

the client of the

next schedule

Total None 10 Minutes
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5. Issuance of Health / Medical / Immunization Certificates

To provide Health/ Medical/ Immunization Certificates for employment, immigration and
other purposes.

Office or Division: Office of the Municipal Health Officer
Classification: Simple Transaction
Type of Transaction: | G2C-Government to Citizen
Those who have undergone Health/ Medical examination and
Who may avail? have immunization records in the Office of the Municipal Health
Officer
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Identification Card Provided by the Patient
Individual Treatment Record/ Folder Office of the Municipal Health Officer
CLIENT FEES TO | PROCESSING PERSON
STEPS AGENCYACTIONS | geppjp TIME RESPONSIBLE
1. State main 1. Admit the patient Nursemaid
health issue or | and perform initial Nurse I,
concern and assessment A’;’féfsi ”;;
present None 3 Minutes fowi'e
requirements Midwife ilf
to th.e service Office of the Municipal
prqwder atthe Health Officer
office front 1.1 Consult/ Examine
desk the patient Municipal Health
Officer
1.2 Recommend None 5 Minutes
laboratory tests that Office of the Municipal
are suitable for the Health Officer
requested certification
2. Undergo the | 2. Process patient’s Medical Technologist |,
recommended | clinical samples Medical Technologist I
laboratory test. None 3 Hours
2.1 Handover the lab Office of the Municipal
results to the patient Health Officer
3. Submitthe | 3.1 Interpret lab
lab results to results and discuss
the Municipal results with the Municipal Health
Health Officer | patient Officer
None 5 Minutes
3.2 Prepare Office of the Municipal
appropriate Health Officer
certification and affix
necessary signatures
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4. Claim 4. Issue the
Certificate certificate
requested

4. Instruct patients to
*Read and sign the logbook to Administrative Aide
check the acknowledge receipt None 2 Minutes _ o
certificate to of the certificate Office of the Municipal
make sure that Health Officer
the details
indicated are
true and
correct.

Total | None 3 Hours and

15 Minutes
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6. Issuance of Permit to Open a Tomb (Exhumation Permit)
This service grants legal authorization to exhume a deceased person’s remains from a tomb

or burial site. This permit ensures compliance with health, safety, and legal requirements

and is typically issued for purposes such as reburial, investigation, or family requests.

Office or Division: Office of the Municipal Health Officer
Classification: Simple Transaction
Type of Transaction: | G2C - Government to Citizen
Permit to exhume or to open a tomb can only be granted after 3-
Who may avail? 5 years. For those who died in non-communicable/non-infectious
diseases
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
None None
AGENCY FEES TO | PROCESSING PERSON
SHE S ER ACTIONS BE PAID TIME RESPONSIBLE
1. State request to | 1. Interview with
the service the requesting Nursemaid
provider at the person )
office front desk None 5 Minutes | Office of the
1.1 Process ummpgl Health
request and Officer
prepare the
permit
2. Pay the 2. Issue official )
required fee at the | receipt and Dental Aide
2Rnlér|2|| Health Unit recom_rnendatlon PHP 205.00 3 Minutes Office of the
oor of the issuance of Municipal Health
the permit to Officer
exhume
3. Receive the 3. Issue the Nursemaid,
exhumation permit | permit to exhume Sanitary
Inspector
None 3 Minutes
Office of the
Municipal Health
Officer
Total | PHP 205.00 | 11 Minutes
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7. Issuance of Permit to Transfer Cadaver / Remains

This service grants legal permission for the transportation of a deceased person’s body or .

remains. It ensures compliance with health and safety regulations and facilitates the lawful
and respectful transfer for burial, cremation, or other purposes.

Office or Division:

Office of the Municipal Health Officer

Classification:

Simple Transaction

Type of Transaction:

G2C - Government to Citizen

Who may avail?

Any person who is given authority to transfer the cadaver of a
dead person to another place.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
None None
AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS | AcTIONS BE PAID TIME RESPONSIBLE
1. State request to | 1. Interview
the service with the client Nursemaid
provider at the
office front desk 1.1 Process None 5 Minutes Office of the
the request Municipal Health
and prepare Officer
the permit
2. Pay the 2. Issue Official Dental Aide
required fee at the | Receipt )
Rural Health Unit PHP 205.00 3 Minutes Office of the
ond Floor Municipal Health
Officer
3. Receive the 3. Issue the Nursemaid,
permit permit Sanitary Inspector
None 3 Minutes Office of the
Municipal Health
Officer
Total | PHP 205.00 11 Minutes
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8. Issuance of Sanitary Permit and Health Certificate

This ensures compliance with health and safety regulations. A Sanitary Permit certifies an .
establishment's adherence to sanitation standards, while a Health Certificate verifies an

individual's fitness for work, particularly in food handling.

Office or Division: Office of the Municipal Health Officer
Classification: Simple Transaction
Tvoe of Transaction: G2C - Government to Citizen

yp " | G2B - Government to Business
Who may avail? Business owners, employees, individuals

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Valid Government ID Provided by the Client
Stool & Sputum, Laboratory Result Office of the Municipal Health Officer
CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTIONS BE PAID TIME RESPONSIBLE

1. Submit 1. Collect
specimen specimen (stool Medical Technologist |,
(stool & & sputum) or Medical Technologist Il
sputum) or X-Ray result Office of .
X-Ray result to | and proceed None 30 Minutes 'Cf' ° Imeoﬁ'ummpal
the service with ea cer
provider at the | examination
office front
desk
2. Pay the 2. Issue Official Stool Dental Aid
required fee at | Receipt PHP 53.00 ental Aide
’:_f;e Tﬁral it ond Sputum 3 Minutes Office of the Municipal

ealth Unit PHP 53.00 Health Officer
Floor
3. Receive 3. Issue Health Sanitary Inspector
document certificate/ :

Health Officer
Total | PHP 106.00 | 38 Minutes
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9. Laboratory Service
To provide laboratory service for diagnosis as part of the medical examinations.

Office or Division: Office of the Municipal Health Officer
Classification: Simple Transaction
T T flon: G2C - Government to Citizen
ype of Transaction: G2G - Government to Government
Who may avail? Those who need laboratory service
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Doctor’s request for laboratory service Office of the Municipal Health Officer
Laboratory Result
CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. State main 1. Collect
health issue or | clinical samples
concern and suitable for the None
present lab tests .
- 5 Minutes
reqwrements requested Medical Technologist
to the service 1.1 Conduct |
provider at the | laboratory None Medical Te’chnologist
office front examinations Il
desk 1.2 Urinalysis | PHP 53.00 | 30 Minutes Office of the Municioal
1.3 Fecalvsis/ . ice of the Municipa
1.4 Complete PHP :
Blood Count 126.00 | SYMinutes
1.5 Platelet PHP 3 Hours
Count 105.00
2. ng the 2. Recelve. Dental Aide
required fee at | payment slip
the Rural As follows; 2 Minutes . .
Health Unit 2 | 2.1 Issue official Office of the Municipal
) Health Officer
Floor receipt
3. Receive 3. Issue Medical Technologist
Laboratory Laboratory I, Medical
result/s results/s None 2 Minutes Technologist 11
Office of the Municipal
Health Officer
Total PHP 4 Hour and
337.00 39 Minutes
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10. Medical Consultation Service/ Non-Communicable Disease

To diagnose and treat illness and give appropriate medical services. This service is also o
available at 19 Barangay Health Stations.

Office or Division: Office of the Municipal Health Officer

Classification: Simple Transaction

Type of Transaction: | G2C — Government to Citizen

Who may avail? All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Individual Treatment Record/Folder Office of the Municipal Health Officer
AGENCY FEES TO | PROCESSING PERSON
SHIENTEA ACTIONS BE PAID TIME RESPONSIBLE
1. State main 1. Admit the Midwife Il
health issue or patient and Midwife 111,
concern at the perform initial Nurse I,
office front desk assessment None 3 Minutes Nurse I
Office of the
Municipal Health
Officer
2. Proceed to the | 2. Conduct Municipal Health
Consultation Consultation/ Officer
Room Examination of the ,
patient and None 10 Minutes Office of the
prescribe Mun|C|p§I Health
appropriate Officer
medicines
3. Proceed to the | 3. Issue Nurse Il,
Rural Health Unit | prescribed Nurse Il
Pharmacy medicines, then None 3 Minutes ,
discharge patient Office of the
Municipal Health
Officer
Total None 16 Minutes
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11. Newborn Care Service
To provide newborn care services and maternal Health Care.

1. Go to the
Laboratory
Room

Office of the Municipal Health Officer

Complex Transaction

G2C - Government to Citizen

1. Extract blood
specimen for
newborn
Screening

1.1 Payment of
Birthing Fee and
Newborn
Screening Fee

All newborn babies

Birthing Fee:
Asingan resident
PHP 2,500.00

Non-resident
PHP 3,000.00

PhilHealth Member
None

Advanced NBS:
Newborn Screening
Fee
PHP 1,500.00

PhilHealth Member:
None

15 Minutes
Results will be
available
within 3 weeks

Medical
Technologist Il
Medical
Technologist Il

Office of the
Municipal Health
Officer

Total

PPHP 4,500.00

3 Weeks and

15 Minutes
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12. Prenatal Service
To ensure that every pregnancy culminates the delivery of a healthy baby without impairing
the health of the mother.

‘ Office of the Municipal Health Officer

\ Simple Transaction

‘ G2C - Government to Citizen

‘ All pregnant women

Individual Treatment Record/Folder Office of the Municipal Health Officer

1. State main 1. Admit the Midwife I,
health issue or patient and Midwife 1l
concern to the perform initial None 5 Minutes i
service provider | assessment Office of the
at the office front Municipal Health
desk Officer
2. Proceed to the | 2. Examine the
Prenatal Room pregnant woman
Midwife I,
2.1 Provide Midwife 111
vitamins and the None 15 Minutes _
next schedule for Office of the
check-up Municipal Health
Officer
2.2 Discharge the
patient
Total None 20 Minutes
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13. Provision of Directly Observed Short Course Chemotherapy for

Leprosy Patients

This service provides Directly Observed Short Course Chemotherapy (DOTS) for leprosy
patients, ensuring they receive consistent, supervised treatment to effectively manage their

condition.

Office or Division:

Office of the Municipal Health Officer

Classification:

Complex Transaction

Type of Transaction:

G2C - Government to Citizen

Who may avail?

All patients with signs and symptoms of Leprosy

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Individual Treatment Record/ Folder

Office of the Municipal Health Officer

AGENCY FEES TO PROCESSING PERSON
SHlE T ACTIONS BE PAID TIME RESPONSIBLE
1. State main health | 1. Admit the
issue or concern to | patient and
the service provider | perform initial
at the office front assessment
desk :
2 Instruct None 3 Minutes
patients to
proceed to the L
consultation M'dW'fe I,
Medical
room Technologist Il
2. Proceed to the 2. Conduct . g ’
. . Municipal Health
Consultation Room | consultation .
Officer
and
examination to )
the patients and Of.f'(.;e of the
. Municipal Health
prescribe i
iate _ Officer
appropria None 10 Minutes
medicines
2.1 Instruct
patients to
undergo a skin
scrape
examination
3. Proceed to the 3.1 Conduct Medical
Laboratory Room skin scrape 5 Minutes Technologist I,
examination None Results are
available after Office of the
1 working day | Municipal Health
Officer
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4. Inform the service
provider of the
result of the skin
scrape examination

If positive:

4. Enroll the
patient at the
Leprosy registry

4.1 Provide the
patient with
relevant
information and
education
regarding their
condition

4.2 Give
prescribed
medicines to
the patient

4.3 Discharge
the patient

None

1 Hour

Nurse I,
Nurse Il
Municipal Health
Officer

Office of the
Municipal Health
Officer

TOTAL

None

1 Hour and
18 Minutes

1 day for skin
scrape
examination
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14. Provision of Directly Observed Short Course Chemotherapy for

Tuberculosis Patients
The purpose of this service is to identify and treat patients with tuberculosis.

Office or Division:

Office of the Municipal Health Officer

Classification:

Simple Transaction

Type of Transaction:

G2C - Government to Citizen

Who may avail?

All patients with signs and symptoms of Tuberculosis

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Individual Treatment Record / Folder

Result of the Sputum Examination

Office of the Municipal Officer

FEES
CLIENT PROCESSING PERSON
sTeps | AGENCYACTIONS | 70 BE TIME RESPONSIBLE
1. State 1. Admit the patient Medical Technologist I,
main health | and perform initial Medical Technologist I,
issue or assessment . Midwife I,
concern at None 3 Minutes Midwife Il
the office Office of the Municipal
front desk Health Officer
2. Proceed | 2. Conduct
to the Consultation/
Consultation | Examination to the 10 Minutes Municipal Health Officer
Room/ patient and prescribe None , .
Laboratory | appropriate medicines After 1 Office of the Municipal
working day Health Officer
2.1 Conduct sputum
examination
3. Inform the | If positive:
service 3. Enroll the patient at
provider of | TB registry the issue
the result of | NTP treatment and ID
the sputum | card
prescribed medicines None | 30Minutes | Municipal Health Officer
If negative: . (DOTS) Office of the Municipal
3.2 The Municipal Health Officer
Health Officer will refer
patient to undergo
chest x-ray
3.3 Discharge the
patient
1 Day and
Total | None 43 Minutes
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Office of the Municipal Economic Enterprise
Management — Market

External Services
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1. Collection of Monthly Stall Rental
This service involves collecting rental fees from stall holders on a monthly basis, ensuring
timely payments, issuing receipts, and managing rental inquiries.

Office of the Municipal Economic Enterprise Management — Market

Simple Transaction

G2C - Government to Citizens

G2B - Government to Business
Stallholders at Asingan Municipal Market

1. Pay the 1. Collect
corresponding payment
Rental Fees ] Market Supervisor |,
1.1 Issue Official 3 Minutes Market Inspector Ii,

*Make sure to get  |Receipt (O.R) | Refer to the Market Supervisor Il
the Official Receipt Collection
that will be issued 1% Post Record Sféh?du'e Office of the Municipal
upon payment and  \yhe nayment and clow Economic Enterprise
checkif details of |5 R number to 2 Minutes | Management — Market
the receipt are the client’s Index
correct Card

Refer to

the
TOTAL| Collection | 5 Minutes
Schedule
Below
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COLLECTIONS SCHEDULE
LOCATION DUE DATE FEES
Out PHP 820.00
Building A 20" day of the month |In PHP 800.00
Center |PHP 765.00
- Out PHP 820.00
t
Building C 215t day of the month n PHP 800.00
. . Out PHP 800.00
:ft‘guglr(‘)ﬁ’ Pavillon A 231 day of the month [In PHP 800.00
Center |PHP 765.00
Out PHP 800.00
Pavillon B 24" day of the month [Center |PHP 765.00
Eateries|PHP 1,600.00
LGIF Building th PHP 500.00
Meat Section 257 day of the month PHP 400.00
Juan Millan Street Northern PHP 70.00 per square meter
: 26" day of the month |Out PHP 820.00
Juan Millan Street Southern In BHP 80000
Asingan Sports Center 27" day of the month PHP 400.00
Fish Section Section 15t and 30t day of PHP 400.00 (FS)
Fruits & Vegetables Section |the month PHP 450.00

Note:

1. If the scheduled collection or due date falls on a Saturday, Sunday, or holiday, the next
working day will be considered the due date.

2. Payments outside of the scheduled due date are accepted at the Market Collector's
Office, located on the 2nd floor of the Administration Building, Public Market, Asingan,
Pangasinan.

3. Stallholders are eligible for a 10% discount on the monthly rental if payment is made
at least one (1) day before the scheduled due date.

4. To avail of the discount, stallholders must have no outstanding delinquency on stall
rental or goodwill money.

5. Payments made after the due date will incur a 10% surcharge.
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2. Renewal of Market Stall’s Contract of Lease
To facilitate the renewal of stall’'s contract of lease.

Office or Division:

Office of the Municipal Economic Enterprise Management —

Market

Classification:

Complex Transaction

Type of Transaction:

G2C - Government to Citizens

G2B - Government to Business

Who may avail:

Registered Stallholders

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Old Contract of Lease

Provided by the Stallholders

New Community Tax Certificate

Office of the Municipal Treasurer

AGENCY FEES TO |PROCESSING PERSON
SRl S ACTIONS BE PAID TIME RESPONSIBLE
1. Submit the 1. Receive and
requirements to the |Evaluate
service provider at |documents
the Office of the ) L
Municipal Economic | 1-2 Verify client's
Enterprise Index Card to
Management — update payment _
Market records and check Market Supervisor I,
for any Market Inspector Il
delinquencies or Market Supervisor Ill
outstanding :
balances. None 5 Minutes Office of the Municipal
“If delinquencies Economic Enterprise
are found, instruct Mana%?g?nt
the client to
proceed to Step 2.
*If no
delinquencies are
found, proceed to
Step 3.
2'.Sme't payment 2.1 Recelvg Based on Revenue Collection
slip and pay payment slip and the Clerk Il
necessary fees to |accept payment Sy
the Office of the amounts . Revenue Collection
Municipal Treasurer |2.2 Issue Official coir:?#;ed 3 Minutes Clerk |
g;m:]uencies) Receipt client's Office of the Municipal
index card Treasurer
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FEES TO BE |PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS PAID TIME RESPONSIBLE
3. Receive and |3. Process request and
review the newly |prepare the Contract of
prepared Lease
Contract of None 20 Minutes
Lease and affix [3.1 Present contract to
signature the applicant for review
and signature
4. Bring the 4. Accompany the
document to the |lessee to the Office of
Office of the the Mayor for approval
Municipal Mayor |and signature by the :
for approval Local Chief Executive None 10 Minutes A,\”/,erlgﬁ:fpe:ég?r,,{’
Market Supervisor
4.1 Give the document I
to the lessee for
notarization Office of the
5. Have the 5. Receive a notarize Municipal Economic
documents copy and evaluate the Enterprise
notarized and documents Management —
return the Market
notarized copy to
the Office of the None 3 Minutes
Municipal
Economic
Enterprise
Management —
Market.
6. Claim a copy |6.1 Release a copy of
of the Contract of |the notarized Contract of 2 Minutes
Lease Lease to the client
Give the
document
TOTAL to the 43 Minutes
lessee for

notarization

301



3. Reading, Billing and Collection of Electric Consumption per Indivi du

Stalls

This service involves reading electric meters, issuing bills based on consumption, and
collecting payments from individual stalls to ensure accurate and timely billing.

Office or Division:

Market

Office of the Municipal Economic Enterprise Management —

Classification:

Simple Transaction

Type of Transaction:

Government to client

Who may avail:

Power consumers at the Asingan Public Market

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Billing Statement

PANELCO Il Meter Reader

CLIENT AGENCY FEES TO BE | PROCESSING PERSON
STEPS ACTIONS PAID TIME RESPONSIBLE
1. Assistthe |1. Read the Market Inspector I
service electric meter per
provider stall None 3 Minutes | Office of the Municipal
(meter reader) Economic Enterprise
every 28" day Management — Market
.Of each month 1.1 Prepare/
in reading the compute billing
staltls electric statement per stall
meter holder
1.2 Distribute
electric billing None 7 Days
statements per
stallholder —
*Distribution every Market Supervisor |
st
]jongvvsﬁ]l;?;é?ﬁh Office of ’Fhe Munic?pal
" Economic Enterprise
2. Receive 2. Collect and Based on M
- . anagement — Market
billing and pay |process payment |Meter Reading
electric bill at |from the stall
the 2" floor of |owner Computed
the amount as per
Administration |*Electric bills are |prescribed rate 7 Days
Building Public |due every 2" by the
Market week of the PANELCO I,
following month plus P20.00
for late
payment
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3. Claim

original copy
of the receipt

3. Issue Official
Receipt (OR)

3.1 1Post/ record
transactions in the

consumer’s Index
Card

2 Minutes

Market Supervisor |

Office of the Municipal
Economic Enterprise
Management — Market

TOTAL

Based on
Meter Reading

Computed
amount as per
prescribed rate

by the
PANELCO llI,
plus P20.00
for late
payment

14 days and
5 Minutes
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4. Supervision on the Slaughtering of Large Cattle/ Use of the Asinga

Slaughterhouse
This service ensures that slaughtering activities are conducted in accordance with local laws
and standards, ensuring compliance with health and safety regulations.

Office of the Municipal Economic Enterprise Management — Market
Simple Transaction

G2C - Government to Citizens

G2B - Government to Business

Authorized Butchers / meat vendors / dealers and private
consumers. ‘

Certificate of ownership and/or Certificate of
Transfer of Large Cattle

Original owner and/or Licensing Office

1. Bring the 1. Receive and
animal to the secure the animal in
holding pen at the|the designated
Asingan holding pen.
Slaughterhouse
1.1 Conduct ante-
mortemllnspect!on None 10 Minutes
and verify markings.
1.2 Record the
transaction details in
the Daily Meat Inspector,
Slaughterhouse Administrative
Report Form Aide |
2. Assist in the 2. Bathe and clean
preparation for  |the animal as per Office of the Municipal
the slaughtering |hygiene standards Economic Enterprise
process i Management —
2.1 Notify the None 10 Minutes Market
butcher of the
scheduled time for
slaughter.
3. Monitor 3. Perform the
slaughtering slaughter
process
3.1 Conduct Post- None 1 Hour
Slaughter Inspection
and Processing
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AGENCY FEES TO BE |PROCESSING PERSON
CLIENT STEPS | AcTIONS PAID TIME RESPONSIBLE
4. Pay 4. Issue For Public
necessary fees |Official Consumption:
at the Asingan |Receipt to
Slaughterhouse [the client Ante-mortem
collection desk Inspection Fee
4.1 PHP 20.00
Consolidate
collections Corral Fee
PHP 50.00
4.2 Remit
collection at Postmortem
the Office of Inspection Fee
the Municipal PHP 50.00
Treasurer Meat Inspector,
Slaughter Permit Administrative Aide |
Fee 20 Minutes
PHP 100.00 Office of the Municipal
Economic Enterprise
Slaughterhouse Management — Market
Fee
PHP 100.00
For Home
Consumption:
Slaughter Permit
Fee
PHP 100.00
Slaughterhouse
Fee
PHP 100.00
5. Claim 5. Release
processed meat |carcass or
processed None 10 Minutes
meat to the
client
1 Hour and
TOTAL PHP 520.00 50 Minutes
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5. Supervision on the Slaughtering of Hogs/ Use of The Asingan

Slaughterhouse
This service ensures that slaughtering activities are conducted in accordance with local laws
and standards, ensuring compliance with health and safety regulations.

Office of the Municipal Economic Enterprise Management — Market
Simple Transaction

G2C - Government to Citizens

G2B - Government to Business

Authorized Butchers / meat vendors / dealers and private
consumers.

1. Bring the 1. Receive and
animal to the secure the animal in
holding pen at the|the designated
Asingan holding pen.
Slaughterhouse
1.1 Conduct ante-
mortem inspection |\ | 10 Minutes
and verify markings.
1.2 Record the
tLanBacltion details in Meat Inspector
the Daily - L
Slaughterhouse Adm;\n_&s tr ;emve
Report Form lae
2. Assist in the 2. Bathe and clean . ..
preparation for  |the animal as per %Tgﬁg;?g%m:?'ﬂgzl
the slaughtering |hygiene standards Managementp—
process 2.1 Notify the None 10 Minutes Market
butcher of the
scheduled time for
slaughter.
3. Monitor 3. Perform the
slaughtering slaughter
process
3.1 Conduct Post- None 1 Hour
Slaughter Inspection
and Processing

306



AGENCY FEES TO BE |PROCESSING PERSON
CLIENT STEPS|  AcTioNS PAID TIME RESPONSIBLE
4. Pay 4. Issue Official For Public
necessary fees |Receipt to the Consumption:
at the Asingan |client
Slaughterhouse Ante-mortem
collection desk |4.1 Consolidate | Inspection Fee
collections PHP 10.00
4.2 Remit Corral Fee
collection at the PHP 30.00
Office of the
Municipal Postmortem
Treasurer Inspection Fee
PHP 20.00
Meat Inspector,
Slaughter Administrative Aide |
PermitFee | 54 Minutes
PHP 60.00 Office of the Municipal
Economic Enterprise
Slaughterhouse Management — Market
Fee
PHP 60.00
For Home
Consumption:
Slaughter
Permit Fee
PHP 60.00
Slaughterhouse
Fee
PHP 60.00
5. Claim 5. Release
processed meat |carcass or None 10 Minutes
processed meat
to the client
1 Hour and
TOTAL| PHP 520.00 50 Minutes
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Office of the Human Resource and Management
Officer

Internal Services
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1. Annual submission of Statement of Assets, Liabilities, and Net

(SALN) to the office of the Ombudsman

Office or Division:

Office of the Human Resource and Management Officer

Classification:

Simple Transaction

Type of Transaction:

G2G - Government to Government

Who may avail:

Those who are employed in the Local Government Unit of Asingan
(Municipal Elected Officials, Municipal Officials and Employees, and

Casual employees.)

Barangay Officials in the Municipality of Asingan

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Statement of Assets, Liabilities, Net Worth (SALN)
(Duly signed by the Local Chief Executive)

(3 original copies)

Provided by the municipal officials,
employees, and elected officials

FEES TO |PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit 1. Receive
requirement to requirements and
the service verify its None 3 Minutes
provider at the completeness and
2" floor Office of |validity
the Human
Resource and 1.1 Consolidate the
Management submitted SALNs
Office front desk |and prepare a
transmittal letter Human Resource and
ad@ressed to the Management Officer I,
Office of the Human Resource and
Ombudsman for Management Officer |,
forwarding. Administrative Aide |
None 1 Day
1.2 Submit the Office of the Human
consolidated SALNs Resource and
to the Office of the Management Officer
Ombudsman and
obtain a certified
copy of the
submitted SALNSs for
official records.
2. Obtain a 2. Provide a copy of
personal copy of |the SALN to the .
the SALN for your|official or employee. None 2 Minutes
records.
1 Day and
Total| None 5 Minutes
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2. Application for Leave of Absence
This service facilitates the process for employees to formally request time off from their duties.
This includes the submission of leave requests for various types of leave, such as vacation
or sick leave. The service ensures that all applications are reviewed, approved, and recorded,
ensuring proper documentation and efficient leave management.

Office of the Human Resource and Management Officer
Simple Transaction
G2G - Government to Government

Those who are employed in the Local Government Unit of
Asingan (Municipal Elected Officials, Municipal Officials and
Employees, and Casual employees.)

Office of the Human Resource and
Management Officer

Fill-up request form

Accomplished Application for Leave Form

(Approved and endorsed signed by Department Head)
(2 original copies)

For Sick Leave attach Medical Certificate for leaves
covering 5 or more days (1 original copy)

Provided by the municipal officials,
employees, and elected officials

1. Submit 1. Receive
requirements to [requirements and
the service verify its .
provider at the 2"9|completeness and None 3 Minutes o _ _
floor Office of the |validity Administrative Aide |,
Human Resource Human Resource and
and Management [1.1 Record leave Alja”agege”t Officer (’1
Office front desk |application in the uman ~esource an
. Management Officer Il
appropriate Leave
Credit Card Office of the Human
- None 5 Minutes Resource and
1.2 Input remaining Management Officer
leave credits in the
Application for Leave
form

310



1.3 Sign leave credit
card and application
for leave form

Human Resource and
Management Officer Il

None 2 Minutes Office of the Human
Resource and
Management Officer
1.4 Transfer duly
signed application for
leave form to the Administrative Aide |,
Office of the None 3 Minutes Human Resource and
MU_mC'pa' Mayor or Management Officer |,
Office of the Human Resource and
Municipal Vice Mayor Management Officer I
for approval _
2. Claim a copy of|1.5 Release duly Office of the Human
approved approved and signed Resource and
application for application for leave 2 Minutes Management Officer
leave form
Totalf None 15 Minutes
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for Women (R.A. 9710), Maternity and Paternity Leave

This service allows eligible employees within the Local Government Unit (LGU) to file for
specific types of leave of absence, including Rehabilitation Leave, leave under the Magna
Carta for Women (R.A. 9710), Maternity Leave, and Paternity Leave.

Office or Division: |Office of the Human Resource and Management Officer
Classification: Simple Transaction

Type of Transaction:| G2G - Government to Government

Those who are employed in the Local Government Unit of Asingan

Who may avail: (Municipal Elected Officials, Municipal Officials and Employees, and
Casual employees.)
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Office of the Human Resource and

Fill-up request form Management Officer

Accomplished Application for Leave Form
(Approved and endorsed signed by Department Head)
(2 original copies)

Additional Attachments:

Rehabilitation Leave: (1 photocopy each)

Medical Certificate

Incident Report

Paternity Leave: (1 photocopy each)

Marriage Contract

Medical Certificate / Medical Abstract of Wife

Birth Certificate of newborn child

Maternity Leave: (1 original copy)

Medical Certificate/ Medical Abstract form OB-GYN

Provided by the municipal officials,
employees, and elected officials

Provided by the municipal officials,
employees, and elected officials

FEES TO PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit 1. Receive
requirements to |requirements and
the service verify their None 3 Minutes

provider at the 2"¢|completeness and
floor Office of the |validity
Human Resource [1.1 Record leave

Human Resource and
Management Officer |,
Human Resource and

and Management |application in the Management Officer Il
Office front desk |appropriate Leave
Credit Card Office of the Human
None 5 Minutes Resource and
1.2 Input remaining Management Officer

leave credits in the
Application for Leave
form

312



1.3 Sign leave credit
card and application
for leave form

Human Resource and
Management Officer Il

None 2 Minutes Office of the Human
Resource and
Management Officer
1.4 Transfer duly
signed application for
leave form to the o ] ]
Office of the Municipal Administrative Aide I,
Mayor or Office of the | None 3 Minutes | Human Resource and
Municipal Vice Mayor Management Oficer |
P y Human Resource and
for approval Management Officer I/
2. Claim a copy |1.5 Release duly Oﬁi;:scz;‘JpcezeI;L;r;an
of a;_)pro_ved appr.ove_d and signed Management Officer
application for application for leave .
2 Minutes
leave form
Total| None 15 Minutes
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4. Application for Leave of Absence — Travel Abroad DNng P
This service enables the request of approval for leave when traveling outside the country Th|s
process ensures proper documentation and compliance with government policies, enabling
officials and employees to formally arrange their absence while maintaining transparency and
continuity in public service operations.

Office or Division: Office of the Human Resource and Management Officer

Classification: Simple Transaction

Type of Transaction: G2G - Government to Government

Those who are employed in the Local Government Unit of

Who may avail: Asingan (Municipal Elected Officials, Municipal Officials and
Employees, and Casual employees.)
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Office of the Human Resource and

Fill-up request form Management Officer

Accomplished Application for Leave Form

(Approved and endorsed signed by Department Head)
(2 original copies)

Travel Authority (Duly signed by Local Chief
Executive) Office of the Municipal Mayor
(2 original copies)

Office clearance from money/ property accountability
& administrative/ criminal liability

(4 original copies)

Provided by the municipal officials,
employees, and elected officials

Office of the Human Resource and
Management Officer

FEES TO |PROCESSING PERSON

CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit 1. Receive
requirements to |requirements and
the service verify its None 3 Minutes
provider at the 2"4|completeness and o _ _
floor Office of the |validity Administrative Aide |,
Human Resource Human Resourcg and
and Management 1.1 Record leave Management Officer |,

Human Resource and

Office front desk |application in the Management Officer II

appropriate Leave

Credit Card Office of the Human
. None 5 Minutes Resource and
1.2 Input remaining Management Officer

leave credits in the
Application for Leave
form
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1.3 Sign leave credit
card and application
for leave form

Human Resource and
Management Officer Il

None 2 Minutes Office of the Human
Resource and
Management Officer
1.4 Transfer duly
signed application for
leave form to the Administrative Aide |,
Office of the None 3 Minutes | Human Resource and
MU.mC'pa' Mayor or Management Officer |,
Office of the Human Resource and
Municipal Vice Management Officer I
Mayor for approval _
2. Claim a copy of|1.5 Release duly Office of the Human
approved approved and signed Resource and
application for  |application for leave 2 Minutes Management Officer
leave form
Totalf None 15 Minutes
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5. Application for Retirement - GSIS DG P
This service allows employees to apply for retirement benefits through the Government
Service Insurance System (GSIS) upon reaching retirement age or meeting other retirement
criteria. The application ensures the processing of pension and other retirement-related
benefits.

Office or Division: | Office of the Human Resource and Management Officer
Classification: Complex Transaction

Type of Transaction: |G2G - Government to Government

Those who are employed in the Local Government Unit of Asingan
(Municipal Elected Officials, Municipal Officials and Employees, and
Casual employees.) and have reached the required retirement age
or have met the necessary service years

Who may avail:

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Fill-up request form
Service Record (1 original copy) Office of the Human Resource and

Office clearance from money/ property accountability & |[Management Officer
administrative/ criminal liability

Accomplished Application for survivorship for Government Service Insurance

deceased employees (1 original copy) System (GSIS)

Accomplished Application for Retirement/ Separation/ |Provided by the municipal officials,
Life Insurance benefit (1 original copy) employees, and elected officials

FEES TO |PROCESSING PERSON

CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit 1. Receive

requirements to  [requirements and

the service verify its None 30 Minutes

provider at the 2"4|completeness and
floor Office of the |validity
Human Resource

and Management 1.1 Submit compiled Human Resource and
Office front desk |requirement to GSIS Management Officer |,
Dagupan Branch Human Resource and

Management Officer I

1.2 Advise the official
or employee to wait
for a GSIS None 1 Day
representative to
contact them
regarding the next
steps in processing
and claiming their
retirement benefits.

Office of the Human
Resource and
Management Officer

1 Day and

Total| None 30 Minutes
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6. Monetization of Leave Credits
This service allows government officials and employees of the LGU to convert their
accumulated leave credits into cash. This service provides employees with the option to
receive financial compensation for unused vacation or sick leave, in line with established
government policies.

Office or Division:

Office of the Human Resource and Management Officer

Classification:

Complex Transaction

Type of
Transaction:

G2G - Government to Government

Who may avail:

Those who are employed in the Local Government Unit of Asingan
(Municipal Elected Officials, Municipal Officials and Employees, and
Casual employees.)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Fill up request form

Certificate of Accumulated Leave Credits

Office of the Human Resource and
Management Officer

For Special Monetization:

Request Letter to monetize 50% of Leave Credits
(Duly Approved by Local Chief Executive)

Provided by the municipal officials,
employees, and elected officials

CLIENT AGENCY FEES TO PROCESSING
STEPS ACTIONS BE PAID TIME HEREEL B

1. Submit 1. Receive and Human Resource and

requirement to |verify documents Management Officer I,

the service Human Resource and

provider for Management Officer |,

preparation of None 15 Minutes Administrative Aide |

payrolls at the )

ond floor Office Office of the Human

of the Human Resource anc!

Resource and Management Officer

Management 1.1 Process

Office front requests and Human Resource and

desk prepare Management Officer I,
necessary forms Human Resource and
and attachments. Management Officer |,
1.2 Prepare None 1 Day
Payroll using the Office of the Human
Municipal Payroll Resource and
and Remittance Management Officer
System
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CLIENT AGENCY FEES TO PROCESSING
STEPS ACTIONS BE PAID TIME SRSl el
1.3 Enter payroll
data in the
Landbank Payroll
System
1.4 Generate Administrative Aide |
Payroll Registry
form from None 1 Hour Office of the Human
Landbank Payroll Resource and
System Management Officer
1.5 Transfer
generated form to
a compact disk
(CD)
1.6 Prepare Human Resource and
request letter to Management Officer I
dedlt, addressed | None | 10 Minutes | office of the Human
manager Resource anq
Management Officer
1.7 Process the None 1 Hour Administrative Aide |
generated payroll
forms and Office of the Human
attachments, for Resource and
pre-audit and Management Officer
obtain the
necessary
signatures from all
authorized
signatories for
approval
1.8 Submit payroll None 1 Hour Administrative Aide I,
forms and with the Human Resource and
compact disk to Management Officer |,
Landbank Human Resource and
Urdaneta Branch Management Officer I
Office of the Human
Resource and
Management Officer
1 Day,
TOTAL| None 3 Hours, and
25 Minutes
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7. Payroll (Salaries, Wages, Allowances) ST~
This service involves calculating and organizing employee compensation, including salarles

wages, and any applicable allowances. This service ensures timely and compliant payroll
processing, providing a seamless and efficient pay cycle for the Municipal Elected Officials,
Municipal Officials and Employees, and Casual employees.

Office or Division:

Office of the Human Resource and Management Officer

Classification:

Complex Transaction

Type of
Transaction:

G2G - Government to Government

Who may avail:

Those who are employed in the Local Government Unit of Asingan
(Municipal Elected Officials, Municipal Officials and Employees, and
Casual employees.)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Attendance Report/ Daily Time Record (DTR)
(3 Original Copies)

Provided by the municipal officials,
employees, and elected officials

Billing statements

Different Agencies
(GSIS, DBP, Pag-IBIG, City Savings,
Landbank etc.)

Daily Time Record/ Report of Subsistence
Allowance, Hazard pays, laundry allowance
etc. (1 original copy)

Applicable Department/ Office

CLIENT AGENCY FEES TO PROCESSING
STEPS ACTIONS | BE PAID SIMERN EERECHIEE SRS S LS
1. Submit 1. Receive and Human Resource and
requirement to |verify documents Management Officer I,
the service Administrative Aide |
provider for None 15 Minutes
preparation of Office of the Human
payrolls at the Resource and
2" floor Office Management Officer
of the Human  [1.1 Process
Resource and |request and
Management prepare
Office front necessary forms Human Resource and
desk and attachments. Management Officer Il
1.2 Prepare None 1 Day Office of the Human
Payroll using the Resource and
Municipal Payroll Management Officer
and Remittance
System

319




CLIENT AGENCY FEES TO PROCESSING
STEPS ACTIONS BE PAID TIME e
1.3 Enter payroll
data in the
Landbank Payroll
System
1.4 Generate Administrative Aide |
Payroll Registry
form from None 1 Hour Office of the Human
Landbank PayroII Resource and
System Management Officer
1.5 Transfer
generated form to
a compact disk
(CD)
1.6 Prepare Human Resource and
request letter to Management Officer I
dedit, addressed | None | 10 Minutes | ofice of the Human
manager Resource anq
Management Officer
1.7 Process the None 1 Hour Administrative Aide |
generated payroll
forms and Office of the Human
attachments, for Resource and
pre-audit and Management Officer
obtain the
necessary
signatures from all
authorized
signatories for
approval
1.8 Submit payroll None 1 Hour Administrative Aide I,
forms and with the Human Resource and
compact disk to Management Officer |,
Landbank Human Resource and
Urdaneta Branch Management Officer I
Office of the Human
Resource and
Management Officer
1 Day,
TOTAL| None 3 Hours, and
25 Minutes
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8. Payroll for Bonuses and Benefits

This service involves calculating and processing employee bonuses, incentives, and
benefits. And ensures that all additional compensation is seamlessly integrated into the

payroll.

Office or Division:

Office of the Human Resource and Management Officer

Classification:

Complex Transaction

Type of Transaction:

G2G - Government to Government

Who may avail:

Those who are employed in the Local Government Unit of
Asingan (Municipal Elected Officials, Municipal Officials and
Employees, and Casual employees.)

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

Memo/ Resolution — Basis of
Bonuses (1 photocopy)

Provided by appropriate municipal department or office

Service Record

Office of the Human Resource and Management

Officer
FEES TO | PROCESSING PERSON
CLIENT STEPS| AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit 1. Receive and verify
requirement to |the validity of the .
the service employee's entitiement | None 15 Minutes |\, - cosource and
provider for to the bonus or benefit Management Officer I,
preparation of Human Resource and
gady;lolls at 1:tfhe ;.r:dF[;rr%(;)eaSrZ rneeq:ee::ary Management Officer |
n r Offi
of thg(l)-luoma(r:]e forms and attachments. Office of the Human
1 Da R r n

Resource and | 1.2 Enter payroll data | None Y| Marseomen: oficer
Office front in the Mu.nicipal Payroll
desk and Remittance

System

1.3 Enter payroll data

in the Landbank

Payroll System

1.4 Generate Payroll Administrative Aide |

Registry form from

Landbank Payroll None 1 Hour Office of the Human

System Resource and

Management Officer

1.5 Transfer generated

form to a compact disk

(CD)
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1.6 Prepare request
letter to debit,
addressed to

Human Resource and
Management Officer Il

Ir_naanndat;aerlk bank None 10 Minutes Office of the Human
Resource and
Management Officer
1.7 Process the
generated payroll
forms and attachments, Administrative Aide |
for pre-audit and obtain
the necessary 1 Hour Office of the Human
Signatures from all None Resource and
authorized signatories Management Officer
for approval
1.8 Submit payroll Administrative Aide |,
forms and with the Human Resource and
compact disk to Management Officer |,
Landbank Urdaneta Human Resource and
Branch None 1 Hour Management Officer Il
Office of the Human
Resource and
Management Officer
1 Day,
TOTAL| None 3 Hours, and
25 Minutes

322



9. Payroll for First Salary or Salary Differential Dng PR
This service involves processing of initial salaries or adjustments in pay, including salary

differentials for new employees, promoted employees, newly elected officials, or those with
changes in their compensation. This service guarantees proper handling of any variations,

ensuring timely and compliant payment.

Office or Division: Office of the Human Resource and Management Officer

Classification: Complex Transaction

Type of Transaction: |G2G - Government to Government

Those who are employed in the Local Government Unit of
Who may avail: Asingan (Municipal Elected Officials, Municipal Officials and
Employees, and Casual employees.)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Fill up Request form for First Salary and Salary
Differential

Office of the Human Resource and
Management Officer

Daily Time Record (4 Original Copies)
with approved leave (if applicable)

Personal Data Sheet (4 original copies)

Statement of Assets, Liabilities, Net Worth (SALN)
(4 original copies)

Work Experience Sheet (4 original copies)

Certified True Copy of Transcript of Records
(1 original copy) (3 photocopies)

Provided by the municipal officials,
employees, and elected officials

Appointment (4 original copy)

Oath of Office (Complete Signature)
(4 original copies)

Certification of Assumption of Duty
(4 original copies)

CSC Transmittal with Stamp of Receipt
(4 original copies)

Office of the Human Resource and
Management Officer

floor Office of the
Human Resource
and Management
Office front desk

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

1. Submit 1. Receive

requirements to  |requirements and Human Resource and
the service verify its Management Officer |,
provider for completeness and Human Resource and
preparation of validity Management Officer Il
payrolls at the 2™ None 15 Minutes

Office of the Human
Resource and
Management Officer
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1.1 Process request
and prepare
necessary forms and

Human Resource and
Management Officer |,

attachments Human Resource and
None 1 Day Management Officer Il
Office of the Human
Resource and
Management Officer
1.2 Process the
prepared payroll Administrative Aide I
orms and
attachments, and 1Hour | Office of the Human
obtain necessary None Resource and
signatures from all Management Officer
authorized
signatories for
approval
1.3 Transfer
completed payroll
forms and
attachments to the
Office of the Administrative Aide |,
Municipal Accountant Human Resource and
for pre-audit Management Officer |,
Human Resource and
1.4 Submit the None 2 Hours Management Officer I
audited payroll forms
and attachments to Office of the Human
the Office of the Resource and
Municipal Treasurer Management Officer
for check preparation
and distribution to
the designated
recipients
1 Day,
TOTAL| None 3 Hours, and
15 Minutes
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10. Payroll for Job Order and Contractual Employees
This service involves calculating and organizing job order and contractual employee
compensations. This service ensures timely and compliant payroll processing, providing a
seamless and efficient pay cycle.

Office of the Human Resource and Management Officer
Simple Transaction
G2G - Government to Government

Those who are employed in the Local Government Unit of
Asingan as Job Order and Contractual Employee

Daily Time Record (DTR) — signed and approved by

immediate supervisor every 15" and 30" of the month Provided by the Job Order and

Contractual Employees

Accomplishment Report — signed and approved by
immediate supervisor every 15" and 30" of the month

1. Submit 1. Receive

requirements to  |requirements and Human Resource and
the service verify its Non 15 Minut Management Officer I,
provider for completeness and one US| Human Resource and

Management Officer |

preparation of validity 7= . !
Administrative Aide |

payrolls at the 2™
floor Office of the |1.1 Process request,
Human Resource |record DTR’s and
and Management |prepare necessary None 3 Day
Office front desk |forms and
attachments

Office of the Human
Resource and
Management Officer

1.2 Process the
prepared payroll

forms and Administrative Aide |

attachments, and

obtain necessary 1 Hour Office of the Human
: None

signatures from all Resource and

authorized Management Officer

signatories for

approval
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1.3 Transfer
completed payroll
forms and
attachments to the
Office of the
Municipal Accountant
for pre-audit

1.4 Submit the
audited payroll forms
and attachments to
the Office of the
Municipal Treasurer
for check preparation
and distribution to
the designated
recipients

None

2 Hours

Administrative Aide |,

Human Resource and
Management Officer |,
Human Resource and
Management Officer Il

Office of the Human
Resource and
Management Officer

TOTAL

None

3 Days,
3 Hours, and
15 Minutes
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11. Payroll for Representation and Transportation Allowance of Natio

Agency Officials
This service involves preparing and processing of allowances provided to officials of
national agencies. The service ensures that eligible officials receive their allowances in a
timely manner, in accordance with government policies and regulations.

1. Submit
requirements to
the service
provider for
preparation of
payrolls at the 2™
floor Office of the
Human Resource
and Management
Office front desk

Office of the Human Resource and Management Officer

Simple Transaction

G2G - Government to Government

1. Receive
requirements and
verify its
completeness and
validity

An official office order outlining the individual's
designation and position within the organization.

None

Those who are employed in the Local Government Unit of
Asingan (Municipal Elected Officials, Municipal Officials and
Employees, and Casual employees.)

Provided by National Agency Official

15 Minutes

Management Officer Il

1.1 Process request
and prepare
necessary forms
and attachments

None

1 Day

Human Resource and

Human Resource and
Management Officer |

Office of the Human
Resource and
Management Officer

1.2 Process the
prepared payroll
forms and
attachments, and
obtain necessary
signatures from all
authorized
signatories for
approval

None

1 Hour

Administrative Aide |

Office of the Human
Resource and
Management Officer
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1.3 Transfer
completed payroll
forms and
attachments to the
Office of the
Municipal Accountant
for pre-audit

1.4 Submit the
audited payroll forms
and attachments to
the Office of the
Municipal Treasurer
for check preparation
and distribution to
the designated
recipients

None

2 Hours

Administrative Aide |,

Human Resource and
Management Officer |,
Human Resource and
Management Officer Il

Office of the Human
Resource and
Management Officer

TOTAL

None

1 Day,
3 Hours, and
15 Minutes
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IBIG

This service involves the timely remittance of employee and employer contributions, as well
as loan payments, to GSIS, PhilHealth, and Pag-IBIG. It ensures that all mandatory
contributions and loan obligations are settled according to government regulations.

Office of the Human Resource and Management Officer

|Complex Transaction

|G2G - Government to Government

Those who are employed in the Local Government Unit of Asingan
(Municipal Elected Officials, Municipal Officials and Employees, and
Casual employees.)

Government Agencies (GSIS, PhilHealth, and Pag-
IBIG)

Billing Statements

1. Submit 1. Receive and verify
requirement to |billing statements
the service

provider for 1.1 Compare and

preparation of
payrolls at the
2" floor Office
of the Human

Resource and

validate billing
statements against the
amount deducted from
the payroll

report with all relevant
attachments

1.3 Input the payment
report data into the
appropriate online
platform for verification

1.4 Once verified,

proceed with processing

the online payment

None

Management |1.2 Process the
Office front payments accordingly Human Resource and
desk and prepare a detailed Management Officer |

4 Hours

Office of the Human
Resource and
Management Officer
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1.5 Process the
generated forms
and necessary

attachments for

pre-audit
Administrative Aide |

1.6 Secure Human Resource and
signatures from Management Officer |

. Human Resource and
authorized Management Officer Il
signatories for final None 1 Hour ’
approval Office of the Human

Resource and
1.7 Submit the Management Officer
approved
documents to the
Office of the
Municipal
Treasurer for
payment
TOTAL None 5 Hours
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13. Remittance of Loans

This service ensures the timely remittance of loan payments to the designated banks,
including Landbank, City Savings Bank, and the Development Bank of the Philippines
(DBP). It involves the proper processing and submission of payments for loans taken by
employees, in accordance with the terms and conditions set by the respective financial
institutions.

1. Submit
requirement to
the service
provider for
preparation of
payrolls at the 2™
floor Office of the
Human Resource
and Management
Office front desk

Billing Statements

Office of the Human Resource and Management Officer

Complex Transaction

GZG - Government to Government

1. Receive and
verify billing
statements

1.1 Compare and
validate billing
statements against
the amount
deducted from the
payroll

1.2 Prepare a
detailed report with
all relevant
attachments and
process the
payment vouchers
accordingly

None

Those who are employed in the Local Government Unit of
Asingan (Municipal Elected Officials, Municipal Officials and
Employees, and Casual employees.)

Financial institutions (Landbank, City Savings Bank,
and the Development Bank of the Philippines (DBP))

4 Hours

Human Resource and
Management Officer Il

Office of the Human
Resource and
Management Officer
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1.3 Secure
signatures from
authorized
signatories for final
approval

1.4 Transfer
completed voucher
and attachments to
the Office of the
Municipal
Accountant for pre-
audit

Administrative Aide |
Human Resource and
Management Officer |
Human Resource and

None 1 Day Management Officer I,

1.5 Submit the
audited voucher and
attachments to the
Office of the
Municipal Treasurer
for check
preparation

Office of the Human
Resource and
Management Officer

1.6 Transmit
Vouchers to the
appropriate financial
institution for
payment

1 Day and

TOTAL| None 4 Hours
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14. Terminal Leave Benefits

This service is provided to employees and officials who are retiring, resigning, or otherwise -

separating from their employment or government service. This service ensures that eligible
employees receive the benefits for accumulated leave credits that are not used before their

separation from service.

Office or Division:

Office of the Human Resource and Management Officer

Classification: Complex Transaction

Type of Transaction:

G2G - Government to Government

Who may avail:

Those who are employed in the Local Government Unit of Asingan
(Municipal Elected Officials, Municipal Officials and Employees, and
Casual employees.) and are separating from their employment

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Fill up request form

Office clearance from money/ property
accountability & administrative/ criminal liability
(4 original copies)

Certificate of Accumulated Leave Credits
Service Record

Certified photocopy of appointment/

Notice of salary adjustment (NOSA)

Office of the Human Resource and
Management Officer

Computation of terminal benefits
(Duly signed / Certified by the Municipal
Accountant)

Office of the Municipal Accountant

Clearance from GSIS

Statement of Assets, Liabilities, Net Worth (SALN)
(4 original copies)

Authorization letter to deduct all financial obligation
with the Local Government Unit of Asingan

In case of resignation:

Resignation letter

(Duly accepted by the Local Chief Executive)

Provided by the municipal officials,
employees, and elected officials

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

1. Submit 1. Receive

requirements to the |requirements and Human Resource and
service provider for |verify its Management Officer Il
preparation of completeness and Human Resource and
payrolls at the 2@ |validity . Management Officer |,

None 15 Minutes

floor Office of the
Human Resource
and Management
Office front desk

Office of the Human
Resource and
Management Officer
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FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1.1 Process request Human Resource
and prepare and Management
necessary forms and Officer Il
attachments Human Resource
None 1 Day and Management
Officer |,
Office of the Human
Resource and
Management Officer
1.2 Process the
prepared payroll
forms and Administrative Aide |
attachments, and
obtain necessary None 1 Hour Office of the Human
signatures from all Resource and
authorized Management Officer
signatories for
approval
1.3 Transfer
completed payroll
forms and . . .
attachments to the Admln/strlat/ve Aide
Office of the Human Ii’esource
Municipal Accountant
for pre-audit and Ma’.”ag ement
Officer |,
1.4 Submit the None 2 Hours Human Resource
. and Management
audited payroll forms Officer I
and attachments to
the folce of the Office of the Human
Municipal Treasurer
. Resource and
for check preparation Management Officer
and distribution to
the designated
recipient
1 Day,
TOTAL| None 3 Hours, and
15 Minutes
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External Service
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1. Hiring or Promotion of Plantilla Personnel
This service involves the recruitment and promotion of personnel for Plantilla positions
within the Local Government Unit (LGU). It ensures the selection and appointment of
qualified individuals based on qualifications, merit, and the needs of the organization.

Office or Division: Office of the Human Resource and Management Officer
Classification: Highly Technical Transaction

G2C - Government to Citizen

Type of Transaction:
G2G - Government to Government

Qualified individuals, including internal employees and external

Who may avail: applicants, who meet the minimum qualifications and eligibility
requirements for hiring or promotion to a Plantilla position
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Application letter (7 original copies)

Duly filled-up Personnel Data Sheet (PDS)

(7 original copies)

Transcript of Records

— for first and second level positions (7 photocopies)
Form 138 or Cancellation from school

— for positions requiring completion of elementary and
high school course (7 photocopies)

Copy of Eligibility or Photocopy of License

— for positions requiring license or eligibility

(7 photocopies)

Certificates of Training Provided by applicant
— for positions requiring training

(7 photocopies)

Certificate of Employment

— for positions requiring work experience
(1 original copy) (6 photocopies)
Performance Rating (7 photocopies)

Work Experience Sheet
(1 original copy) (6 photocopies)

NBI Clearance (1 original copy) (6 photocopies)
Medical Certificate (1 original copy) (6 photocopies)
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PERSON

FEES TO PROCESSING
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Monitor vacant [1. Announce vacant Human Resource and
positions posted |positions through Management Officer Il
on the notice posting boards and 15 Days
board or online  |online platforms None Posting Office of the Human
through the CSC |[such as the CSC Resource and
Job Portal. Job Portal (15 days Management Officer
Posting)
2. Submit the 2. Receive
requirements on |applications and
or before check the Human Resource and
specified completeness and Management Officer Il
deadline to the |validity of submitted Human Resource an d’
service provider |documents Manaaement Officer |
at the 2" floor None 20 Minutes g
Office of the 2.1 Evaluate .
Human Resource |applicant Oﬁ'ée of the Hur;an
and Management |qualifications and Manaesgr%re(:r?t?ﬁicer
Office front desk [invite those who 9
meet the criteria for
an interview
2.2 Once the
application deadline
has passed,
schedule interviews
for qualified
applicants with the Human Resource and
Personnel Selection M t Officer Il
Board (PSB) anagemen icer I,
Human Resource and
. . Management Officer |,
2.3 Notify qualified | o 1 Day Administrative Aide |

applicants about
their scheduled
interview

2.4 Prepare
comparative
assessment forms
and other necessary
documents for the
interview process

Office of the Human
Resource and
Management Officer
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PERSON

CLIENT FEES TO | PROCESSING
sTeps | AGENCYACTIONS | gpppp TIME RESPONSIBLE
3. Attend the 3. Conduct Interview
scheduled and Screening:
interview with  |Act as Secretariat,
the Personnel |assist in conducting
Selection Board |the interview, and Human Resource and
(PSB) atthe |evaluation of Management Officer I,
municipal applicants Human Resource and
conference hall , _ Management Officer |,
3.2 Advise applicants Administrative Aide |
to wait for the HRMO None 1 Day Personnel Selection
to contact them for Board (PSB)
updates and further
instructions if selected Office of the Human
Resource and
3.3 Gather Management Officer
comparative
assessment forms at
the end of the
interview
3.4 Notify selected Human Resource and
applicants that they Management Officer |,
are hired and instruct Administrative Aide |
them on submitting None 5 Minutes
additional documents. Office of the Human
Resource and
Management Officer
4. Submit 4. Prepare the official
necessary appointment for the
documents as |chosen applicants for
required by the |approval and
Office of the signature by the Local
Iguman . Chief Executive Human Resource and
MZ?C;LJ:& :r?t 4.1 Prepare Management Officer I,
Officer supporting documents None 1 Day

such as, Oath of
Office, Certificate of
Assumption of Duty,
Certificate of
Availability of Funds,
and Position
Description Form
(PDF)

Office of the Human
Resource and
Management Officer
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PERSON

CLIENT FEES TO |PROCESSING
sTEps | AGENCYACTIONS | geppip | TiME RESPONSIBLE
5. Claim 5.1 Assist newly hired
appointment or promoted
and other employees in securing
supporting the necessary Human Resource and
documents, and|signatures for N Management Officer I,
one 1 Day
secure approval Human Resource and
necessary Management Officer |,
signatures from Administrative Aide |
authorized
signatories Office of the Human
6. Submitthe |6. Receive and verify Resource and
completed and |the completeness of Management Officer
signed submitted documents None 10 Minutes
documents
back to the
Office of the 6.1 Submit the signed
Human appointments and Human Resource and
Resource and |supporting documents Management Officer I,
Management |to the Civil Service Human Resource and
Officer for final |Commission (CSC) Management Officer |,
processing Field Office Administrative Aide |
None 1 Day Civil Service

6.2 Collect the Commission (CSC)

receiving copies or

duplicates of the Office of the Human

appointments and Resource and

supporting documents Management Officer

from the CSC
7. Claim the 7. The newly hired or
official copy of |promoted employee
the with a copy of the Human Resource and
Appointment appointment and other Management Officer Il,
and other supporting documents Human Resource and
supporting once received from Management Officer |,
documents, CSC None 5 Minutes Administrative Aide |
duly processed
and received by Office of the Human
the Civil Resource and
Service Management Officer
Commission
(CSC)

20 Days,
TOTAL| None and 40
Minutes
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2. On-the-Job Training (OJT) and Immersion Program
The On-the-Job Training (OJT) and Immersion Program is designed to provide students and
trainees with real-world experience in a professional setting. This program allows
participants to gain practical skills, knowledge, and exposure to various tasks and
operations within the Local Government Unit.

Office of the Human Resource and Management Officer
Highly Technical Transaction

G2C - Government to Citizen

G2G - Government to Government

Students currently enrolled in academic programs that require
OJT or immersion as part of their curriculum.

Updated resume or curriculum vitae

Endorsement letter from the educational institution Provided by student or school
Memorandum of Agreement from educational representing the student/s

Institution

1. Submit the 1. Receive and
requirements to |review applications
the service submitted by

provider at the interested students,
2"d floor Office of |ensuring that all

the Human required documents
Human Resource and
Resource and are complete and .
] Management Officer I,
Management valid
. Human Resource and
Office front desk

Management Officer |,

1.1 Notify selected None 15 Minutes Administrative Aide |

students of their
acceptance into the
program, providing
them with the
schedule,
department
assignment, and any
necessary
preparation
information

Office of the Human
Resource and
Management Officer
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FEES TO | PROCESSING PERSON
CLIENT STEPS |AGENCY ACTIONS BE PAID TIME RESPONSIBLE
2. Attend the OJT/ |2. Organize and
immersion conduct an
orientation session |orientation session
organized by the |that covers the
HR Offlce: where program'’s goals, None 30 Minutes
the guidelines, policies, roles, and
expectations, and |responsibilities, as
program details will \well as safety and
be discussed behavior
expectations
3. Start the training |3. Monitor the
in the assigned performance and
department or unit |progress of OJT Human Resource and
within the trainees, providing Management Officer II,
organization, feedback and Human Resource and
following the support as needed None 6 Months I\ia;a.ge.men.t Off’f:er h
, ministrative Aide |
schedule provided [|throughout the
by the Office of the |program Office of the Human
Human Resource Resource and
and Management Management Officer
Officer
4. Submit a final 4. Submit a
report or project performance
summary at the evaluation report to
Office of the the educational
Human Resource |institution, (if
and Management (required) and other None 1 Day
Officer necessary
documents needed
to fulfill the
requirements of the
OJT/ Immersion
5. Claim the 5. Upon successful
Certificate of completion of the
Completion and OJT/ Immersion Administrative Aide |
other supporting program, issue a
documents from Certificate of None 5 Minutes | Office of the Human
the Office of the Completion Resource and
Human Resource Management Officer
and Management
Officer
6 Months, 1
Total| None Day, and 50
Minutes
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PUBLIC EMPLOYMENT SERVICE OFFICE (PESO)

External Services

342



1. Career and Employment Coaching

To help with career planning, career changes, career advice and other career decisions including job
searches and interviews.

Public Employment Service Office (PESO)

Simple Transaction

G2C - Government to Citizens
G2B - Government to Business
G2G - Government to Government

Jobseekers, Students, National Government Agencies and Non-
Government Agencies and Citizens

Career and Employment Coaching:
Letter Request from the School
Schedule of Career and Employment ) )
Coaching (CEC) Provided Applicants
National Skills Registration Program NSRP Form 1

Attendance Sheet

1. Submit Letter 1. Review the .
Request to PESO | requirements ESer;/or Lab;)g?fqd
with LCE’s presented N . mploymen lcer
Approval one 2 Minutes .
. Public Employment
1.1 Wait for the Service Office (PESO)
Schedule of CEC
2. Register 2. Fill-up NSRP Administrative Aide,
Students for and Attendance Public Employment
Coaching Service Office Clerk
None 2 Minutes
Public Employment
Service Office
(PESO)
3. Fill-up Client 3. Fill-up client
Satisfaction Satisfaction
Survey and Submit | Survey and None 5 Minutes Students
to PESO Submit to PESO
TOTAL None 9 Minutes
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2. Frontline Workers Association that will Register to DOLE

Association of workers organized for the mutual aid protection of its members or for any legitimate
purpose.

Public Employment Service Office (PESO)

Simple Transaction

G2C - Government to Citizens
G2B - Government to Business
G2G - Government to Government

Jobseekers, Students, National Government Agencies and Non-
Government Agencies and Citizens

Local Recruitment Activity (SRA): Letter of Intent
List of Officers and Members of the Association
Consultation and by Laws

Minutes of the Meeting

Applicants

1. Submit complete | 1. Receive and Senior Labor and
requirements review the Employment Officer
documents None 5 Minutes
submitted Public Employment
Service Office (PESO)
TOTAL | None 5 Minutes
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3. Local/Special Recruitment Activity

To carry out full employment and equality of employment opportunities for all.

G2B - Government to Business

Office or . . ,
Division: Public Employment Service Office (PESO)
Classification: Simple Transaction
G2C - Government to Citizens
Type of

Transaction: G2G - Government to Government

il?
Lol ey L Agencies and Citizens

Jobseekers, Students, National Government Agencies and Non-Government

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Local Recruitment Activity (SRA):
Letter of Intent (1 original)

List, No. of Job Vacancies and Job Description

List of Qualification

Company Profile

SEC/DTI Registration

Prov

Business Permit/ Mayor’s Permit

BIR Registration Certificate

Special Recruitment Authority from POEA

Job Order Balances

ided by Applicants

1.3 Certificate after the
approval of the Local
Chief Executive

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit Letter 1. Receive Letter of
of Intent Intent
1.1 Verify the eligibility Senior Labor and
of the agency Employment Officer
1.2 Prepare No None 1 Minute .
Objection Certificate Puglellcrvliicrgp(l)ofyf/icr:r;ent
(NOC)

(PESO)
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2. Secure
approved No
Obijection
Certificate (NOC)

2. Release NOC to
request recruitment
agency

None

2 Minutes

3. Submit Special
Recruitment
Authority (SRA)
from POEA with
approved Job
Order Balance
and name of
Authorized
Agency
Representative

3. Received Special
Recruitment Authority
(SRA)

None

1 Minute

Senior Labor and
Employment Officer

Public Employment
Service Office
(PESO)

TOTAL

None

4 Minutes
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4. Submission of Curriculum Vitae Seeking Employment D
This detailed guide aims to empower you with the knowledge and skills to draft effective emails for

this purpose. Understanding how to present yourself professionally in the digital space can
significantly impact the impression you make on potential employers.

Office or
Division:

Public Employment Service Office (PESO)

Classification:

Simple Transaction

Type of
Transaction:

G2G - Government to Citizen

G2G - Government to Government

Who may avail?

Jobseekers, Students, National Government Agencies and Non-Government

Agencies and Citizens

TOTAL

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Curriculum Vitae or Resume (1 photocopy) Provided by applicants
FEES
PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS T&%E TIME RESPONSIBLE
1. Signed in the | 1. Issue National Skills Senior Labor and
Logbook at the Registration Program Employment Officer
office front desk | (NSRP) Form 1
None 1 Minute Public Employment
Service Office
(PESO)
2. Fill-up 2. Filllup NSRP and
Natlpnal Skllls Attendance 1 Minute and 30
Registration None s d
Program (NSRP) econas Administrative Aide,
Form 1 Public Employment
3. Submit 3. Receive curriculum Service Office Clerk
Curriculum Vitae | vitae and NSRP Form 1
and filled-up and evaluate Public Employment
National Skills completeness and . Service Office
Registration information None 1 Minute (PESO)
Program (NSRP)
Form 1 3.1 Provide flyers of
employers (if available)
3.2 Inform to access in . .
PhII_Jobnetph None 1 Minute App/lcants
None 4 Minutes and

30 Seconds
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Office of the Municipal Library

External Services
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1. Computer and Internet Section (Computer Utilization)
Office of the Municipal Library

Simple Transaction

G2C - Government to Citizen
G2G - Government to Government

All

Office of the Municipal Library

Filled-out Form

1. Fill-out library 1. Check the filled-
clients form for out form, then
Computer and guide them in
Internet Section using th(_a computer None 1 Minute
and remind them Office of the
of the Do’s and
Don’ts of the
Online Utilization

TOTAL None 1 Minute

Librarian,
Library Personnel

Municipal Library

2. Computer and Internet Section (Digital Literacy Training)
Digital Literacy (Basic Computer Utilization) of the Municipal Library conducts in a group upon
request.

Office of the Municipal Library

Simple Transaction

G2C - Government to Citizen
G2G - Government to Government

All

Provided by the client

Valid ID

1. Book the Librarian,
request date for Library Personnel
the preparation None 2 Days

1. Submit request
letter for digital
literacy training
Office of the
Municipal Library

TOTAL None 2 Days
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Office of the Municipal Library

Simple Transaction

G2C - Government to Citizen
G2G - Government to Government

All

Valid ID
Active Email Account

Provided by the client

1. Check the filled- Librarian,
out form then Library Personnel
process the request None 15 Minutes
Digital National 1D Office of the

Municipal Library

1. Fill out the form
for Digital National
ID

TOTAL None 15 Minutes

4. E-Government Services (DFA Passport Online Appointment)
Office of the Municipal Library

Simple Transaction

G2C - Government to Citizen
G2G - Government to Government

All

Valid ID

Active Gmail Account Provided by the client

Active Mobile Number

1. Fill-out the form 1. Check the
for DFA Passport filled-out form
Online Appointment | then process the None 15 Minutes

request i
: Office of the
Appointment Municipal Library

Librarian,
Library Personnel

TOTAL None 15 Minutes
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5.E-Government Services (LTMS Land Transportation Management
System Portal Online Registration)
Office of the Municipal Library

Simple Transaction

G2C - Government to Citizen
G2G - Government to Government

All

Valid ID
Active Email Account Provided by the client
Active Mobile Number

1. Fill-out form for 1. Check the Librarian,
LTMS registration filled-out form Library Personnel
then process the None 10 Minutes

request Office of the
Municipal Library
TOTAL None 10 Minutes

6. E-Government Services (LTMS PORTAL CDE Online Exam)
Office of the Municipal Library

Simple Transaction

G2C - Government to Citizen
G2G - Government to Government

All

Valid ID
LTMS Portal Account

Provided by the client

1. Fill-out library 1. Check the

form for LTMS portal | completed form, and
CDE Online Exam then assist them in
logging into their

Librarian,
Library Personnel

LTMS account to None 20 Minutes -

Office of the
take the CDE Municipal Librar
examination P y

TOTAL None 20 Minutes
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7. E-Government Services (National Police Clearance Appointment)
Office of the Municipal Library

Simple Transaction

G2C - Government to Citizen
G2G - Government to Government

All

Valid ID
Active Mobile Number

Provided by the client

1. Check the fill- Librarian,
out form for NPCS Library Personnel
then process the None 15 Minutes

request clearance Office of the
Municipal Library

1. Fill-out the form
for National Police
Clearance

TOTAL None 15 Minutes

8. E-Government Services (NBI Clearance Appointment)
Office of the Municipal Library

Simple Transaction

G2C - Government to Citizen
G2G - Government to Government

All

Valid ID

Active Gmail Account Provided by the client

Active Mobile Number

1. Fill out the form 1. Check the filled- Librarian,
for NBI clearance out form then Library Personnel
process the NBI None 15 Minutes
clearance request Office of the
Municipal Library
TOTAL None 15 Minutes
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9. E-Government Services (PAG-IBIG Online Membership Registratio
Office of the Municipal Library

Simple Transaction

G2C - Government to Citizen
G2G - Government to Government

All

Valid ID

Cellphone/ Smart phone Provided by the client

Email Address

1. Fill out the form of
PAG-IBIG
membership

1. Library staff will
process the
membership

Librarian,
Library Personnel

registration registration None 15 Minutes
through the PAG- Office of the
IBIG websites Municipal Library
TOTAL None 15 Minutes

10. E-Government Services (PAG-IBIG ID number Verification)

Valid ID

Office of the Municipal Library

Simple Transaction

G2C - Government to Citizen

G2G - Government to Government

All

Birth Certificate

Email Address

Provided by the client

1. Fill out the form of | 1. Library staff will Librarian,
PAG-IBIG ID verify the PAG- Library Personnel
Number Verification | IBIG ID number in None 5 Minutes
the PAG-IBIG Office of the
website Municipal Library
TOTAL None 5 Minutes
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11. E-Government Services (PRC Online Appointment, Initial Registra |
& Renewal of License)
Office of the Municipal Library

Simple Transaction

G2C - Government to Citizen
G2G - Government to Government

All

Valid ID
Active Email Account Provided by the client
Active Mobile Number

1. Fill-out library 1. Check the Librarian
form for PRC online | filled-out form . '
Appointment then process the . Library Personnel
request None 15 Minutes
que Office of the
appointment/ - .
. ; Municipal Library
registration
TOTAL None 15 Minutes

12. E-Government Services (PSA Online Appointment Birth, Death,
Marriage, CENOMAR)
Office of the Municipal Library

Simple Transaction

G2C - Government to Citizen
G2G - Government to Government

All

Provided by the client

Valid ID

1. Fill out the form 1. Check the ] ]
for PSA filled-out form _ Librarian,
i Library Personnel
Appointment then process the )
PSA appointment None 5 Minutes
re ueSFt’p Office of the
d Municipal Library
TOTAL None 5 Minutes
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13. E-Government Services (PSA Online Request Order for Delivery
Death, Marriage, CENOMAR)
Office of the Municipal Library

Simple Transaction

G2C - Government to Citizen
G2G - Government to Government

All

Valid ID
Active Email Account
Active Mobile Number

Provided by the client

1. Fill-out form for 1. Check the Librarian,
PSA Request Order | filled-out form and Library Personnel
for delivery then process the None 10 Minutes
request Office of the
Municipal Library
TOTAL None 10 Minutes

14. E-Government Services (SSS Create Portal Account)
Office of the Municipal Library

Simple Transaction

G2C - Government to Citizen
G2G - Government to Government

All
Valid ID
SSS number
Receipt of Payment SSS contribution Provided by the client
Active Gmail account
Active mobile number

1. Fill-out the form 1. Check the filled- Librarian,
for SSS Create out form then Library Personnel
Portal Account process it online to None 15 Minutes
create SSS Portal Office of the
Account Municipal Library
TOTAL None 15 Minutes
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15. E-Government Services (SSS Generate PRN Payment Reference
Number)

Office of the Municipal Library

Simple Transaction

G2C - Government to Citizen
G2G - Government to Government

All

Valid ID

SSS Portal Account with Password
Active Gmail Account
Active Mobile Number

Provided by the client

1. Fill out the form 1. Check the filled-
for SSS PRN out form then Librarian,
process the Library Personnel
request in SSS None 5 Minutes
portal Account and Office of the
Generate PRN Municipal Library
TOTAL None 5 Minutes

16. E-Government Services (SSS Online Application for Disbursement
Retirement, Maternity, Disabilities, Funeral and Others)
Office of the Municipal Library

Simple Transaction

G2C - Government to Citizen
G2G - Government to Government

All

Valid ID

Active Bank Account Provided by the client
SSS Portal Account

1. Fill out the form 1. Check the filled-

for SSS benefits out form, then Librarian,
process it online Library Personnel
using the Portal None 15 Minutes
Account for Office of the
application, claims Municipal Library
and benefits

TOTAL None 15 Minutes
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17. E-Government Services (SSS Online Membership Registration)

Office of the Municipal Library

Simple Transaction

G2C - Government to Citizen

G2G - Government to Government

All

Valid ID

1. Fill out the form 1. Check the filled- Librarian
for SSS membership | out form and Library Persc;nnel
Registration process the N 15 Minut
membership one inutes :
registration online Ofﬁ?e of _the
Municipal Library
TOTAL None 15 Minutes

18. Library Children’s Section (Circulation)

Office of the Municipal Library

Simple Transaction

G2C - Government to Citizen

G2G - Government to Government

All

1. Check the filled-
out form then guide
them in Children’s None 1 Minute
Section

1. Fill-out form for
Children’s Section

Librarian,
Library Personnel

Office of the
Municipal Library

TOTAL None 1 Minutes
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19. Library Children’s Section (Movie Time / Audio Books)
Office of the Municipal Library

Simple Transaction

G2C - Government to Citizen
G2G - Government to Government

All

1. Check the filled- Librarian,
out form then guide Library Personnel
them in Children’s None 1 Minute
section Office of the

Municipal Library

1. Fill-out form for
Children’s Section

TOTAL None 1 Minutes

20. Library Children’s Section (Storytelling)
Office of the Municipal Library

Simple Transaction

G2C - Government to Citizen
G2G - Government to Government

All

1. Check the filled- Librarian,
out form then guide Library Personnel
them in Children’s None 1 Minute
Section Office of the

Municipal Library

1. Fill-out form for
Children’s Section

TOTAL None 1 Minute
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21. Library Circulation

It is where the library clients may borrow and return books.

client registration

Valid ID

1. Fill out the library

Office of the Municipal Library

Simple Transaction

G2C - Government to Citizen

G2G - Government to Government

All

1. Check the filled-
out form, and the

Provided by the client

Librarian,
Library Personnel

form book’s if it’s for None 2 Minutes
borrowing or for Office of the
return Municipal Library
TOTAL None 2 Minutes

22. Library Local History Corner & Reserve books

A special collection of local history and information and Rare Books for research purposes.

Valid ID

1. Fill out library
clients form

Office of the Municipal Library

Simple Transaction

G2C - Government to Citizen

G2G - Government to Government

All

1. Check the filled-out
form then guide them

Provided by the client

Librarian,
Library Personnel

provided in the in reading area or None 5 Minutes
library entrance Information needed Office of the
Municipal Library
TOTAL None 5 Minutes
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23. Library Reading Area

This library section serves client readers, researchers and students who can borrow and return
books.

Office of the Municipal Library

Simple Transaction

G2C - Government to Citizen
G2G - Government to Government

All

Library Client Registration Form Office of the Municipal Library

Librarian,

1. Check the filled-

1. Fill out the library

client registration out form, then guide Library Personnel
form them in the reading None 1 Minute
area Office of the

Municipal Library

TOTAL None 45 Minutes
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Local Disaster Risk Reduction Management Office

External Services
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1. Cutting/Pruning of Trees
The LDRRMO aids in clearing overgrown tree branches, trees and unwanted debris that
may cause harm, especially if there’s an incoming typhoon.

Request Letter (1 original) Per Department/ Office

1. Submit 1. Check, Local Disaster Risk Reduction
required Record and Management Officer I,
documents Verify Local Disaster Risk Reduction
Documents None 3 Minutes Management Officer I,
Administrative Clerk
Local Disaster Risk Reduction
Management Office
2. Log client’s | 2. Schedule Local Disaster Risk Reduction
information client None 3 Minutes Management Officer llI,
Local Disaster Risk Reduction
Management Officer I,
2.1 Inform Administrative Clerk
client’s schedule ;
None 2 Minutes Local Disaster Risk Reduction
Management Office
TOTAL None 8 Minutes
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Local Youth Development Office

External Services
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1. Checking and Submitting Comprehensive Barangay Youth

Development Plan (CBYDP) Annual Barangay Youth Investment Program

(ABYIP)

Mandated by RA 10742 (SK Reform Law), the LYDO is required to facilitate and a resolution of the
National Youth Commission relative to the Guidelines on Monitoring the Implementation of the Local
Youth Development Plan (LYDP), Comprehensive Barangay Youth Development Plan (CBYDP) and
Annual Barangay Youth Investment Program (ABYIP).

Office or Division:

Office of the Mayor — Local Youth Development Office

Classification:

Simple Transaction

Type of
Transaction:

G2C - Government to Citizen

G2G - Government to Government

Who may avail?

Sangguniang Kabataan Chairperson of 21 Barangays

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Plan (CBYDP)

Comprehensive Barangay Youth Development

Annual Barangay Youth Investment Program

LYDO Office/ DILG Office/ Municipal Accounting
Office/ Municipal Budget Office and
Sangguniang Kabataan Chairman, SLK

(ABYIP) Treasurer SK Secretary, Barangay Treasurer &
Local Youth Development Plan (LYDP) Barangay Secretary
FEES
PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TISA?DE TIME RESPONSIBLE

1. Go to the service | 1. Acknowledges client,
provider and request | advise client to sit down
the checklist of and wait for the None 2 Minutes
forms of Local Youth | document
Development Plan Local Youth
(LYDP) 1.1 Prepare, Receive, Development
Comprehensive Evaluate and Verify the Officer (LYDO)
Barangay Youth forms from Sangguniang LYDO Staff
Development Plan Kabataan Chairperson
(CBYDP) and Comprehensive Local Youth
Annual Barangay Barangay Youth None 6 Minutes Development
Youth Investment Development Plan Office (LYDO)
Program (ABYIP) (CBYDP) / Annual

Barangay Youth

Investment Program

(ABYIP)
2. Get the received 2. Mark the copy of the LYDO Staff
copy from the Sangguniang Kabataan
receiving officer Chairperson as Received None 2 Minutes Local Youth

Development
Office (LYDO)
TOTAL | None 10 Minutes
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2. Registered Youth Organizations and Youth-Serving Organizations

(Local Youth Development Council)

With the zeal to achieve a safe for the youth and future generations to come and in compliance to the
constitutional mandate, the Municipal Government of Asingan through its Local Youth Development
Office unswervingly conducts the election of Local Youth Development Council to continuously know
the needs of the youth sector as it fulfills its “WALANG KABATAANG MAIIWAN” promise to the youth
of the Municipality of Asingan, Pangasinan.

Office of the Mayor — Local Youth Development Office

Complex Transaction

G2C - Government to Citizen
Registered Youth Organizations and Youth-Serving Organizations in the
Municipality of Asingan

1. Submit the filled-out

1. Verify the

application form and
the complete
requirements

completeness of the
requirements and
validate the submitted

None

3 Minutes

application

1.1 Classify the
applications into the
respective Center of
Participations
(Spiritual, Active
Participation,
Environment, None
Education, Health,
Global Mobility, Social
Inclusion and Equity,
Governance,
Economic
Empowerment)

1.2 Assess the
relevance of the
organization to the
centers of participation

Local Youth
Development
Officer

Local Youth
Development
Office (LYDO)

5 Minutes

None 10 Minutes
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FEES

PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TPC,)AIIBDE TIME RESPONSIBLE
2. Participate in the 2. Convene the
Election of Local Youth | qualified Youth
Development Council Organizations and
(LYDC) Members per Youth Serving Local Youth
Center of Participation | Organizations for the Development
election. The voting None 4 Hours OﬁicF:)er
method will be based
on agreed manners Local Youth
(ballots/viva voce) Development
Office (LYDO)
3. Attend Mandatory 3. Organize and
Training Facilitate the None 8 Hours
Mandatory Training
4. Attend the Oath 4. Set the schedule for
Taking Program the Oath Taking of _
elected LYDC None 10 Minutes Municipal Mayor
members Office of the
- Mayor,
ATL 1k_|:acgtate the Oath Local Youth
axing .eremony Development
None 5 Days Officer
4.2 Facilitate the Local Youth
Crafting, Amendment . Development
and Approval of the None 30 Minutes Office (LYDO)
LYDC Executive Order
5. Receive a copy of 5. Contact the LYDC Local Youth
the LYDC Executive Members to give a Development
Order copy of the LYDC Officer
Executive Order None 30 Minutes
Local Youth
Development
Office (LYDO)
TOTAL | None | 8Daysand58

Minutes

366




3. Responding to Communication/ Correspondences Forwarded by Of

of the Mayor to his Office
Routine response to letters and walk-in clients on matters of CSOs, sports and youth affairs
forwarded to this office for appropriate action.

Office of the Mayor — Local Youth Development Office

Complex Transaction

G2C - Government to Citizen

G2G - Government to Government

Citizens with concerns on Scholarship, CSOs, Sports, Youth

Hours

1. Submit request 1. Receive
letters/communication | correspondence from None 1 Hour
to the Office of the the Office of the Mayor
Mayor
2. Walk-in client 2. Feedback on the
receives feedback on | concern is given None 30 Minutes Local Youth
concerns brought Development
Officer (LYDO)
3. Client submitting 3. Reply to the client 3 Days from
about what action was receipt of Local Youth
undertaken via SMS of None written Development
Email correspondence | Office (LYDO)
by the LYDO
3.1 Processing of
request/ action on the None 3 Days
concern (depending
on the concern)
ToTAL | None 6 Days and 1.5

367




4. Youth Organization Registration Program
Mandated by RA 10742 (SK Reform Law), LYDO is required to facilitate the registration of Youth and
Youth Serving Organizations to ensure access to and participation in government programs.

Local Youth Development Office

Simple Transaction

G2C - Government to Citizen

G2G - Government to Government
Sangguniang Kabataan, Youth and Youth Serving Organizations with
10 members and above and a set of officers

Accomplished YORP Form https://tinyurl.com/YORPReg
List of Active Members .
List of Officers LchaI Youth Development Office —
Photocopy of ID of Officers 2™ floor
by MDRRMO

Constitution and By Laws

1. Submit the filled-out | 1. Verification of the
application form and requirements
complete requirements | submitted and validate
the submitted

L None 15 Minutes
application
1.1 Endorse to the
Municipal Youth [I)‘SSSLY?“U(:E,[
Development Officer Offi(r:)er
2. Undergo Interview 2. Interview the
the oy and- Local Youth
objective )(/)f the Development
orjanization for Office (LYDO)
g None 20 Minutes

validation purposes

2.1 Verify and approve
the application of the
Organization
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3. Receive the
Municipal Youth

3. Issue a Unique
Registration Number

Organization (URN) per Local Youth
e A . Development
Certificate/Number, organization and print Off
. : . icer
Assignment of Unique | the certification for .
. . . None 15 Minutes
Registration Number signature by the Youth
o ' Local Youth
(URN) and printing of Development Officer
o . Development
Youth Organization and Local Chief i
) . . Office (LYDO)
Registration Program Executive
(YORP) Certification
4. Signature of the 4. Routing for the LYDO Staff
Local Chief Executive signature of the Local
(LCE) Chief Executive None 5 Minutes Local Youth
Development
Office (LYDO)
5. Release of the Youth | 5. Award the signed LYDO Staff
Organization certification
Registration Program None 5 Minutes Local Youth
(YORP) Certification Development
Office (LYDO)
TOTAL None 50 Minutes
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Business One Stop Shop - Licensing Office

External Services
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1. Assessment of Fees for (New/Renew) Mayors’ Business Permit

To allow businessmen an orderly, systematic and transparent application and renewal of
mayor’s/ business permit.

Office or Division: Business One Stop Shop - Licensing Office
Classification: Simple Transaction
G2C - Government to Citizen
G2G - Government to Business
All Business who would like to conduct business Asingan,
Pangasinan

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Application for New Business:
Proof of business registration, incorporation or legal
personality (i.e. DTI/SEC/CDA registration). (1 photocopy) DTI, SEC, CDA nearest

Type of Transaction:

Who may avail?

branch

NOTE: In certain cases, like Sari-Sari Stores without
business name per requirement of DTI/SEC registration, Declared Capitalization of
they may be dispensed with one during initial registration the business owner
(See Fair Trade Act).
Business Capitalization Business One Stop Shop -
(basis for computing taxes, fees and charges) Licensing Office

o Office of the Municipal
Occupancy Permit (if necessary) (1 Photocopy) Engineer

Lessor (if the location of

Contract of lease (if applicable) (1 photocopy) business is being leased)

Barangay Clearance

(for business not requiring occupancy permits)
(original & 1 photocopy) Barangay Hall
Community Tax Certificate (Cedula)

(original & 1 photocopy)

Application for Renewal Application:

Basis for computing taxes, fees and charges (e.g. Income
Tax Return) (1 Photocopy)

Provided by the Client

The Department of Trade

DTI Registration (1 photocopy) and Industry (DTI)

Barangay Clearance (original & 1 photocopy)
Community Tax Certificate (cedula) (original & 1 photocopy)

Barangay Hall

CLIENT FEES TO | PROCESSING PERSON
STEPS AN ACTISHE BE PAID TIME RESPONSIBLE
1. Apply 1. Receive, review, License
and submit | verify, assess, encode, Inspector II
documents | print and issue order of .
payment None 10 Minutes Business One

Stop Shop -
Licensing Office
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2. Pay 2. Collect fees Occupational Fee
required and issue Official PHP 210.00
fees Receipt
Waste Collection
Fee
PHP 420.00 Revenue
. Collection Clerk
Business Tax I
(based on declared ’
gross sales) Re\{enue
15 Minutes CoIIectllon Clerk
For Renewal '
Mayor’s Permit Fee .
. Business One
(based on business
type/ size) Stop Shop -
Licensing Office
Sanitary Inspection
PHP 167.00
Medical Fee
PHP 157.00
3. Claim 3. Release
Mayor’s/Business Municipal
Permit and Plate Mayor,
Administrative
None 3 Minutes Aide
Business One
Stop Shop -
Licensing Office
TOTAL PHP 954.00 28 Minutes
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2. Issuance of Tricycle Mayor’s Permit and Franchise
The mayor’s permit and the Franchise (Motorized Tricycle Operators’ Permit) serve as proof
that the tricycle operator has compiled with safety requirements, including LTO registration
and payment of fees due to the LGU.

Office or Division: Business One Stop Shop - Licensing Office

Classification: Simple Transaction

Type of Transaction: | G2C - Government to Citizen

Who may avail? Tricycle_ owner and/or operator doing business within Asingan,

Pangasinan
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Community Tax Certificate (cedula) (original & 1

photocopy) Barangay Hall

Barangay Clearance (original & 1 photocopy)

TODA Certification (original) Tricycle Mayor’s Permit Tricycle Operators and

(if franchise is for renewal) (original) Drivers' Association (TODA)

Official Receipt (1 photocopy) Land Transportation Office

Certificate of Registration (1 photocopy) (LTO)

Tricycle (for inspection) Provided by the client
CLIENT AGENCY FEES TO BE | PROCESSING PERSON
STEPS ACTIONS PAID TIME RESPONSIBLE

1. Apply and | 1. Review Public Order and

submit documents and Safety Group

documents | inspection of None 10 Minutes (POSG),
tricycle o _
Philippine National
Police (PNP)

2. Pay the 2. Collect fees and Mavor's Revenue

required issue Official Pe¥mit Collection Clerk I,

amount Receipt PHP 352 00 Re_venue

. Collection Clerk I,
3 Minutes
Legallzafuon/ Business One
Franchise Stop Shop -
PHP 210.00 Licensing Office
3. Claim 3. Print Legalization
application for Municipal Mayor,
notary Administrative
Aide
3.1 Release the None 15 Minutes
Mayor’'s Permit, Business One
Plate and Notarized Stop Shop -
Franchise and file Licensing Office
the office copy
TOTAL | PHP 562.00 28 Minutes
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3. Large Cattle Branding and Issuance of Certificate of Ownership /

Transfer

To enable farmers to legalize ownership and all large cattle within the municipality of
Asingan, at least one (1) year old are subject for branding.

Office or Division: Business One Stop Shop - Licensing Office
Classification: Simple Transaction
Type of Transaction: | G2C - Government to Citizen
Who may avail? Cattle owners who wish to register/transfer/sell their cattle
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Valid ID Provided by the client
CLIENT AGENCY FEES TO BE | PROCESSING PERSON
STEPS ACTIONS PAID TIME RESPONSIBLE
1. Register 1. Record the License Inspector |
the animal to | owner’s details
g?os'”gﬁz O_ne of the animal None 5 Minutes Business One Stop
i P >nop Shop - Licensing
iIcensing i
Office Office
2. Pay the 2. Collect Private Brand
required payment and PHP 315.00
amount at the | issue Official Revenue Collection
Business Receipt Branding. Clerk II
One Stop PHP 410.00 Revenue Collection
Shop - . . Clerk I,
Licensing Certificate of 3 Minutes
Office Ownership .
PHP 5.00 Business Qne Stop
Shop - Licensing
Certificate of Office
Transfer
PHP 10.00
2.1 Branding of License Inspector I,
the animal None 1 Hour Administrative Aide
3. Claim 3. Release the Business One Stop
Certificate certificate of None 3 Minutes Shop - Licensing
Ownership Office
TOTAL None 1 Hour and 11
Minutes
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FEEDBACK AND COMPLAINTS MECHANISMS

How to send feedback Send an email to

- asenso.asingan2022@yahoo.com

- HRMO.Asingan@yahoo.com ,

- Telephone No. ------- 6328612, or

- Municipal Client Satisfactory Measurement Form

How feedback is processed The Service provider verifies the nature of the queries
and feedback.

The same will be referred to the concerned Office
through email or memo

Upon receiving the reply from the concerned office, the
citizen or client will be informed by email or phone call

For follow ups and queries, contact are as follows;
asenso.asingan2022@yahoo.com /
HRMO.Asingan@yahoo.com,

Telephone No. ------- 6328612,

How to file a complaint To file a complaint against personnel, provide the
following details:

- Full Name and Contact Information of the
complainant

- Narrative of the Complaint

- Evidence

- Name of the personnel concerned

Send all complaint to asenso.asingan2022@yahoo.com /
HRMO.Asingan@yahoo.com or thru Official Facebook
Page: HRMO LGU Asingan

How complaints are All complaints received against personnel will be
processed processed by the Municipal Government of Asingan —
Office of the Municipal Mayor

Office of the Municipal Mayor assesses and evaluates
the nature of the complaints and will coordinate with the
concerned office/ personnel to investigate the incident
and respond to the complaint

Upon receiving response from the concerned office/
personnel, the Office of the Municipal Mayor will give the
feedback to the complainant via email or official letter.
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Contact Information

Email:
asenso.asingan2022@yahoo.com
HRMO.Asingan@yahoo.com

Telephone No. 632-8612

FB Page:
HRMO LGU Asingan
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Customer Feedback Form

CUSTOMER FEEDEACK FORM

Thank you for visiting the Municipal Hall and availing of our services.
Becanse we want to serve you better, please answer the questions relevant to
Your visit

Name
Address -
Department/Office Visited:

Date and Time of Vizit

OUR OFFICE

1. Was the office easy to locate?

2. Was the office clezn and orderly?

3. Did you feel comfortable?

4. Was there an appropriate signage for direction?
OUR SERVICE FROVIDER

5. Was the employee-in charge availabla?

6. Was the employee-in-charge Imowledgeable?
7. Was the employee-in-charge accommodating?
3
o

YES NO

Were you entertained properly?
. Were your needs attended to promptly?
10. Can you easily identify the service provider?
(arith ID, nameplate, etc)
REQUIREMENTS
11. Were you made aware of the requirements?
12, Were there additional requirements aside
from those listed in the Citizen’s Charter?
13. Waere you piven proper information on how to
get the requirements?
14, Were you mada aware of the fees vou will pay?
OUR OFFICERS
15. Were the authorized official's available?
16. Did it took him/them long to sizn the document?
17. Nagpa-importante ba?
OUR INFORMATION
18. Were the needed documents available?
19, Were the documents properly filled up or
accomplished?
20, Wera instructions clear, brief and conciza?

Other Comment='Sngpeations:

Thank ¥ou very much.

FLEASE DROF THIS FORM AT THE SUGGESTION BOX LOCATED AT THE
LCBBY OF THE MUNICTFAL HALL, ASINGAN, PANGASINAN.
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CUSTOMER FEEDBACK FORM

Dios 1t agnging i nkave panangsarunekar difoy, Monisipyo i Asingan. Giapo,
ti gandat mi pea wansipa-ay kadakaye ti naan-gnay oz serbisvoopablico.
daweten mi peamd ti inkayo panangsunghat kadagif sumaganad nga salndsad
walpanzsep U serbisyo nga naipaay kadakayg:

Nagan =
Pagnapaedan =
Estsa ken ofas nga impapan:

OPISINA
Nalaka kadi nza sapulen tiapisina?
Walinis ken pagmps kadi i gpisina?
Komportable kayo met la kadi nga naguray?
Adda kadi ifj naan-anay nga karatula a mangitede,
i lokasyon t opisina?
EMPLEYADO

3. Addakadif) empleyado nza nadufukan nga

manziea-ay it setbiseq?
6. Ammo gamet la kadi i aparamidenna daydiay,

7. MNaasikasqmet la kadi daydiay empleyadn?

8 Ingsikasonaka metla kadi it hogie?

9. MNaited met la kadi nga dagns iti kasapulam nga,
serhiga?

10. Nalaka kadigga highizen diay smpleyadn nga
nangited it serhisyn kenka?

KASAPULAN NGA PAPELES

11. Naipgka-ammo met [aeng kenks dagiti
naduma-duma nza kasapulam nea papeles?

12. Adda pay kadi papeles noa sinapol da malaksid
Kadagidiay Nakalanad idiay, Citizen’s Charter?

13, Naipaka-ammo met la kadi kenka nza nalaing
dagiti kasepnlan nza pansles?

14, Naipaka-ammo met la kadi kenka dagiti
nadumaduma nga babayadam?

nga

WEN  SAAN

ol B

OPISYALES
15. Sidadeanmet la kadi daydiay opisyal it ceisina?
16. Nabayagz kadi ifi panangpirmada daydiay
dekuments?
17, Nagpa-impotants kadi daydiay opisyal nga nagserhi kenka?
PAKA-AMMO
18. Addamet la kadi amin gga kasapulam nga
dekuments?
19. Husto met 1a kadi dagiti naisurat idiay dokomento?
20. Nalaka met la kadi gga tamsan dagiti pagannpmtan?
Dadduma pay nga komento, wenng. subestivon:




Complaint Form

COMPLAINT FORM

ENGE. CARLOE F.LOFEZ, JE.
Municipal Mayor
A=inzan, Pangasinan

Thm : THE GRIEVAMNCE COMBMITIEE

Mama of Complainant

Address
OHfica Visited
Diate and Time of Vit

Parson Complained OF
Position of the Parson
being complaimed of
Matore of Complamt in
relztion to the
Frentlme Service of
the office as stated
the Cibzen's Chartar
of tha hMumcipality

{Siznatura Crrer Prmted Mame)

Humzn Fesource Offica
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Feed and Redress Mechanism

FEED AND REDEESS MECHANISA

We are COMMITED to sarve you in the highest possibla level wea
can. Bhould thers be cases where you were not satisfied with the manner we
treated you, or the way the service was rendered, pleaze feal froe to call our
attention and report any misbehavior of employees vou came o contact withe
Al complaints will be daalt with accordingly.

To aszeszs our sarvice, Clstomer Pesdback and Complamt forms are
availabls at the Complaints Diesk at the lobby of the humicipal Hall. We also
accept snzgestions and recormmandations for us to mprove our senaes to youw
Fest assurad that all will be treated with ubmost confidentiality.

Procedore in filing complaints:

1. Complainfs must be in wobng, zddressed to the Local Chaef
Exazcutive (Mdunicipal Mayor), thru the Groevance Committes, copy
furnizhed the HEWRIQ Office. Drop wmrittan complaints in the
suggestion box mstalled at the lobby of the hmicipal Hall, or thru
mzil, email or website (wnrw.asinean gov.ph);

Tha Grisvance Copymittes will handle all complaints recerved; and
You (client) will be mfommed of the achon of the Goevance
Committes on your complaint within 13 days from receipt thereof.

w b

KMUNICTFAL AMD NATIONAL QFFICIALS AND EMPLOYEES
OF ABTMNGAN
AT YOUR EEEVICE
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Client Satisfaction Measurement (CSM) Form

Conirol No:

2/F MUNICIPAL HALL, POBLACION, ASINGAN, PANGASINAN 243% | Tel, [075) 423-9390 | Fax [075) 832-8612
Email: asenso. asingani 02 2@yahoo.com Webaite; www agingan,gay,

HELP US SERVE ¥YOU BETTER!

This Client Satisfaction Measurement (C5M) fracks the customer experience of govemment offices. Your feedback on your
recentty concluded fransachion will help this office provide a better service. Personal information shared will be kept
confidential and you always have the oplion to not answer this form.

Client fype: O Citizen [0 Business O Government (Emglayee ar ancther agency)
Date: Sex: OMale O Female Age: Contact Ho -

Region of residence: Department! Office visited:

Service Availed:

INSTRUCTIONS: Check mark {22} your answer to the Citizen’s Charter {CC} questions. The Citizen's Charter is an official document
that reflects the services of 8 gowernment agencyloffice including its requiremenis, fees, and processing times among others.

[y | Which of the following best describes your awareness of a CC?
O 1. | know what a CC is and | saw this office’s CC.
O 2. 1 know what a CC is but | did MCT see this office’'s CC.
3. | leamed of the CC only when | saw this office’s CC.
O 4. | do not know what & CC is and | did not see one in this office. {Answer "MIA" on CC2 and CC3)

Cc2 If aware of CC (answered 1-3 in CC1), would yvou say that the CC of this office was ...7
O 1. Easy to se= O 4. Mot visibl= st all
[0 2. Somewhat easy to see O & MiA
O 3. Difficult to see

CC3 If aware of CC (answered codes 1-3 in CC1), how much did the CC help you in your transaction?
O 1. Helped very much [ 3. Did not help
O 2. Somewhst helped O 4. WA

INSTRUCTIONS:
For SQD 0-&, please put a check mark (] on the column hat best coresponds to your answer.

@ @@@Nm

Strongly | Disagree | Meither Agree | Agree | Strongly J\pu:t.zue
Disagres nor Disagree Agree

SGED0. | am safisfied with the service that | availed.

5GD1. | spent a reasonable amount of fime for my
transaction.

S5@D2. The office followed the ftransaction's
requirements and steps based om the information
provided.

5GQD3. The steps (including payment) | needed to do
for my transaction were easy and simple.

5GQD4. | easily found information abowt my

transaction from the office or its website.

5GDE5. | paid a reasomable amount of fees for my

transaction.

S5GQDE. | feel the office was feir to everyone, or

| “walang galakazsn;, during my transaction.

S5GQDT. | was trested courteously by the stafi, and (if
asked for help) the staff was helpful.

5QD2. 1 got what | needed from the government

aoffice, 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!
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