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AGENCY PROFILE 

 

The Island Garden City of Samal is a 

group of islands strategically situated 

at the heart of Davao Gulf in the 

Southern part of the Philippines. This 

fourth class component City of the 

Davao del Norte Province in Region 

XI is the first amalgamated City in the 

Philippines by virtue of RA 8471, 

merging the then municipalities of 

Babak, Samal and Kaputian 

on January 30, 1998. Its 30,130 

hectares of land is a home to 104,123 

(PSA, 2015) Samaleños spread in its 

46 barangays. 

It is geographically separated from 

mainland Mindanao, yet lies only 900 

meters east of Davao City. Being 

strategically hidden at the Apex of 

Davao Gulf, it is sheltered from 

typhoons and tropical depression and 

the Type IV climate with rain evenly 

distributed over the year, thus 

enabling the major industries of 

Agriculture, Fishing, Services and 

Tourism to flourish.  

The City embraces participatory and 

sustainable ways to address the 

challenges on Water, Power, 

Telecommunications, Infrastructure 

and Waste Management as it continuously strengthens its partnership with the National 

Agencies, Business Sector and the Samaleño communities. 

The Cityôs good governance initiatives has earned the recognition of the Philippine 

Chamber of Commerce and Industries, Inc. being adjudged as one of the countryôs 

Most Business Friendly LGU from 2018 to 2019. Its resiliency is spelled through the 

implementation of the various programs that includes the National Kalasag Awardee - 

City Disaster Risk Reduction Programs; DSWDôs Seal of Child-Friendly City and DILGôs 

Seal of Good Housekeeping, and the Civil Service Commissionôs PRIME-HRM Level 2 

Accreditation, to name a few.  
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I. Mandate: 

Local Government Code of the Philippines (Section 16) 

The City Government shall efficiently and effectively ensure and support, 

among other things, the preservation and enrichment of culture, promote 

health and safety, enhance the right of the people to a balanced ecology, 

encourage and support the development of appropriate and self-reliant 

scientific and technological capabilities, improve public morals, enhance 

economic prosperity and social justice, promote full employment among their 

residents, maintain peace and order, and preserve the comfort and 

convenience of their inhabitants. 

 

 

II. Vision: 

 
Island Garden City of Samal, 2016-2024: 

ñA Livable and Resilient Island Garden Cityò  

 

 

III. Mission: 

To intensify livability in a sustainable urbanization for the 

Island Garden City of Samal ï prudently putting in place 

appropriate urban amenities for a community of dignified 

citizenry living in an atmosphere of good governance and 

safe from the threat of hazards and risks brought by climate 

change.  
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IV. Service Pledge: 

 

Panunumpa Ng Lingkod Bayan 

 

Akoôy isang lingkod bayan.  

Katungkulan ko ang maglingkod ng buong katapatan at kahusayan  

at makatulong sa katatagan at kaunlaran ng aking bayan.  

magiging bahagi ako ng kaayusan at kapayapaan sa pamahalaan  

at magiging halimbawa ako ng isang mamamayang masunurin  

at nagpapatupad ng mga umiiral na batas at alituntunin  

nang pantay-pantay at walang kinikilingan.  

 

 

Magsisikap akong patuloy na maragdagan  

ang aking kabatiran at kaalaman.  

Ang bawat sandali ay ituturing kong gintong butil  

na gagawing kapaki-pakinabang.  

Lagi kong isasaalng-alang ang interes ng nkararami  

bago ang pansarili kong kapakanan. 

 

 

Isusulong ko ang mga programang mag-aangat  

sa antas ng kabuhayan ng mga mahihirap at aktibo akong makikibahagi  

para sa mga dakilang layunin sa lipunan.  Hindi ako magiging bahagi 

at isiswalat ko ang anumang katiwalian na makaaabot sa aking kaalaman. 

Sa lahat ng panahon, aking pagsisikapang makatugin sa hamon sa 

lingkod bayan.  

Ang lahat ng ito para sa ating Dakilang Lumikha sa ating bayan.  

Kasihan nawa ng Panginoon.  
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This Citizenôs Charter is the official 
document, a service standard or a 
pledge that communicates, in simple 
terms, information on the services 
provided by the City Government to 
its citizens pursuant to Section 6 of 
the Republic Act 11032. The 
processing time is considered under 
normal circumstances. 
 
It describes in detail the 
comprehensive uniform checklist of 
requirements for each type of 
application or request; procedure to 
obtain a particular service; person/s 
responsible for each step; maximum 
time to conclude the process; 
document/s to be presented; by the 
applicant or requesting party, if 
necessary; amount of fees, if 
necessary; and the procedure for 
filing complaints. 
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Definition of Terms 

a. Action - refers to the writing approval; or 

disapproval made by  a government office or 
agency on the application or request submitted 
by an applicant or requesting party for 
processing; 
 

b. Applicant or Requesting Party ï Applicant or 

Requesting Party ï with reference o the 
Citizenôs Charter, are those who availed and will 
avail of the services provided by the concerned 
agency 
 

c. Application or Requests ï are formal requests 

to an to an authority for access to government 
services 
 

d. Citizen or client ï persons or entities whose 

interests and values are addressed by a 
particular government services and therefore 
includes only the citizens of the Republic of the 
Philippines but also all the stakeholders, 
including but not limited to, users, beneficiaries, 
other government offices and agencies, and the 
transacting public 
 

e. Complete requirements ï are all the 
necessary or appropriate documents that are 
required to be submitted together with an 
application form by the applicant or requesting 
party, which fully satisfy the formal and 
substantive requirements of the relevant law. 
For processes that involve several stages with 
different requirements per stage, it is complete 
when the applicant or requesting party has fully 
satisfied or submitted all the requirements 
necessary for each stage, as enumerated in the 
Citizenôs Charter of the agency. 

 

 
 
 

 
f. Complex Transactions ï applications or 

request submitted by applicants or requesting 
parties of a government office which necessitate 
evaluation in the resolution of complicated 
issues by an officer or employee of said 
government office, such transactions to be 
determined by the office concerned 
 

g. Electronic Signature ï is any distinctive mark, 

characteristics and/or sound in electronic form, 
representing the identity of the person and 
attached to or logically associated with the 
electronic data message or electronic 
documents, or any methodology or procedures 
employed or adopted by a person and executed 
or adopted by such person with the intention of 
authenticating or approving an electronic data 
message or electronic document 
 

h. Fixer ï any individual or a group of individuals, 

whether or not officially involved in the operation 
of a government office or agency, who has/have 
access to people working therein, and whether 
or not in collusion with them, facilitates speedy 
completion of transactions for  pecuniary  gain 
or any other advantage  or consideration 
 

i. Fixing ï refers to the act that involves undue 

facilitation of transactions for pecuniary gain or 
any other advantage or consideration 
 

j. Prescribed processing time ï is the period 

prescribed by the government agency stated in 
their Citizenôs charter which shall not exceed the 
maximum period of the three (3), seven (7), and 
twenty (20) working days to complete a 
process.it shall also include the period when a 
transaction has been extended for justifiable 
reasons. 
 

k. Processing Time ï is the time consumed by all 

government offices and agencies covered under 
Section 3 of this Act from the acceptance of an 
application or request with complete 
requirements, accompanying documents, and 
payment of fees, up to the issuance of 
certification or such similar documents 
approving or disapproving an application or 
request 
 

l. Red Tape ï any regulation, rule or 

administrative procedure or system that if 
ineffective or detrimental in achieving its 
intended objectives and, as a result, produces 
slow, suboptimal, and undesirable social 
outcomes
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COVID ï 19 RELATED SERVICES 
 
The CoVID-19 Pandemic has changed the service landscape of the City Government. 

To address the immediate needs and demands brought about by this national health 

crisis, the City Government has resorted to creating new transactions to strategically 

address CoVID-19 concerns. 

 

Samal has digitalized its approach against CoVID-19.  
The City institutionalized the Information of Tourists and Residents Against CoVID-19 

System (i-TRACS) ï a digital platform using Quick Response (QR) Code System to 

monitor the movement of people from time to time as a means to a proactive and 

efficient contact tracing tactic. 

 

The following services were installed in the light of the CoVID-19 Pandemic, to provide 

the Samaleño people the basic services, especially in the social sector. 
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1. Quick Response (QR) Code ID ï Home Quarantine Pass 
External Service 

The Quick Response (QR) Code ID was the City Governmentôs stategy as it installed an 

efficient and effective means to Contact Tracing. The issuance of the QR Code is free of 

charge. 

The Home Quarantine Pass (HQP) is issued per family. It shall bear the name of the (1) Head of 

the Household; (2) Household Code; (3) Household Description; and number of members in the 

household. 

Office or Division: 
City Administratorôs Office ï  
Information Communication Technology Division 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: 
Residents and non-residents whose purpose to entering the City is within 
the limitations set forth in the local quarantine measures  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

New HQP 

  Government issued ID (1 original) 
  Barangay Certification indicating residency (1 original) 
 
 

 
Barangay of origin 
Any Government Agency bearing 
Samal as residential address 
 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

Present 
requirements to the 
CPDO Validation  

If verified, CPDO 
issues the HQP 
Issuance slip. 

None 5 minutes 

CPDO Validation 
Team 

*If application needs 
verification, CPDO 
interviews the 
applicant. 

None *10 minutes 

If verified and 
eligible for HQP, 
applicant fills in 
HQP Issuance Slip 
and logs in 
logbook. 

Recommends 
issuance of HQP 

None 5 minutes 

Proceed to CADO-
ICT for issuance 
for encoding of 
details and 
issuance Home 
Quarantine Pass  

CADO ï ICT encodes 
details and prints 
HQP.  

None 10 minutes 
CADO ï ICT 

Encoders 

 Total None 
10 minutes 
*25 minutes 
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2. Re-issuance of QR Code ID ï Home Quarantine Pass 
External Service 

This service is provided to address requests for re-issuance of lost Home Quarantine Pass 

Office or Division: 
City Administratorôs Office ï  
Information Communication Technology Division 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: QR ï HQP holders who lost their pass  
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
For Reprinting: 
  Police Blotter (1 original) 
  Affidavit of Loss (1 original) 
  Government issued ID (1 original) 
 

 
 
PNP 
Legal Office 
Any Government Agency bearing 
Samal as residential address 
 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

Present 
requirements to 
CADO ï ICT. 

If found valid upon 
verification, encoder 
reviews details and 
prints HQP. 

None 10 minutes 
CADO ï ICT 

Encoders 

 Total None 10 minutes  
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3. Online Application of QR Code ID, Applicant is within Samal  
External Service 

This service is provided to address requests for issuance of QR Code ID.  

Office or Division: 
City Administratorôs Office ï  
Information Communication Technology Division 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: 
Residents and non-residents whose purpose to entering the City is within 
the limitations set forth in the local quarantine measures  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

SAMAL RESIDENTS: 
1. Certificate of Employment 
2. Government issued ID with address in Samal 

  
NON-RESIDENT; BUSINESS OWNER 

1. Business Permit 
2. Government Issued ID Indicating Residence  
3. Health Certificate Indicating Not a PUI or PUM Issued 
by the City or Municipal Health Officer of the Place of 
Origin 

  
NON-RESIDENT; WORKING IN SAMAL 

1. Employment Certificate or Company ID Indicating 
Address in Samal 
2. Government Issued ID Indicating Residence 
3. Health Certificate Indicating Not a PUI or PUM Issued 
by the City or Municipal Health Officer of the Place of 
Origin 

  
NON-RESIDENT; OFFICIAL BUSINESS GOVERNMENT 
TRANSACTIONS  

1. Travel Order Indicating Address in Samal 
2. Company ID with Government Issued ID Indicating 
Residence 

 
NON-RESIDENT; RESIDENTIAL OWNER 
1. Land Title / Notarized Deed of Sale 
2. Building Permit 
3. Health Certificate Indicating Not a PUI or PUM Issued by 
the City or Municipal Health Officer of the Place of Origin 
4. Tax Declaration with 2019 Tax Clearance 
5. Government Issued ID Indicating Residence 

  
NON-RESIDENT; LAND OWNER 
1. Land Title / Notarized Deed of Sale 
2. Government Issued ID Indicating Residence 
3. Tax Declaration with 2019 Tax Clearance 
4. Health Certificate Indicating Not a PUI or PUM Issued by 
the City or Municipal Health Officer of the Place of Origin  

 
Employer 
Any Government Agency 
 
 
CMO Business Registration Division 
Any Government Agency 
City or Municipal Health Officer of the 
Place of Origin 
 
 
 
Employer 
 
Any Government Agency 
City or Municipal Health Officer of the 
Place of Origin 
 
 
 
 
Head of Agency 
Any Government Agency 
 
 
 
Deed of Registry 
City Engineering Office 
City or Municipal Health Officer of the 
Place of Origin 
City Assessorôs Office 
Any Government Agency 
 
 
Deed of Registry / Notary Public 
Any Government Agency 
City Assessorôs Office  
City or Municipal Health Officer of the 
Place of Origin 
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ONLINE APPLICATION OF QR CODE ID, APPLICANT IS WITHIN SAMAL 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

Apply online via 
ñbenefits.samalcity.
gov.ph/qr_codesò 
 
Encode personal 
details and upload 
photo of original 
requirements. 

Verifies information of 
the online application. 
 
If found valid, QR 
Code is approved. 
Send email of 
approved the QR 
Code ID (temporary) 
with schedule for 
entry. 
 
If denied, send email 
indicating reason/s of 
non approval. 

None 3 days 
QR Code ID 

Validation Team 

 
For approved 
online application, 
visit the City 
Government 
Center for the 
releasing of 
permanent QR 
Sticker.  
 
 
For denied online 
application, comply 
the required items. 
 

 
CADO ï ICT issues 
permanent QR Code  

None 5 minutes CADO - ICT 

 Total None 3 days and 
5 minutes 
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4. Online Application of QR Code ID of applicants outside Samal 
External Service 

This service is provided to address requests for issuance of QR Code ID.  

Office or Division: 
City Administratorôs Office ï  
Information Communication Technology Division 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: 
Residents and non-residents whose purpose to entering the City is within 
the limitations set forth in the local quarantine measures  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

SAMAL RESIDENTS: 
1. Certificate of Employment 
2. Government issued ID with address in Samal 

  
NON-RESIDENT; BUSINESS OWNER 

1. Business Permit 
2. Government Issued ID Indicating Residence  
3. Health Certificate Indicating Not a PUI or PUM Issued 
by the City or Municipal Health Officer of the Place of 
Origin 

  
NON-RESIDENT; WORKING IN SAMAL 

1. Employment Certificate or Company ID Indicating 
Address in Samal 
2. Government Issued ID Indicating Residence 
3. Health Certificate Indicating Not a PUI or PUM Issued 
by the City or Municipal Health Officer of the Place of 
Origin 

  
NON-RESIDENT; OFFICIAL BUSINESS GOVERNMENT 
TRANSACTIONS  

1. Travel Order Indicating Address in Samal 
2. Company ID with Government Issued ID Indicating 
Residence 

 
NON-RESIDENT; RESIDENTIAL OWNER 
1. Land Title / Notarized Deed of Sale 
2. Building Permit 
3. Health Certificate Indicating Not a PUI or PUM Issued by 
the City or Municipal Health Officer of the Place of Origin 
4. Tax Declaration with 2019 Tax Clearance 
5. Government Issued ID Indicating Residence 

  
NON-RESIDENT; LAND OWNER 
1. Land Title / Notarized Deed of Sale 
2. Government Issued ID Indicating Residence 
3. Tax Declaration with 2019 Tax Clearance 
4. Health Certificate Indicating Not a PUI or PUM Issued by 
the City or Municipal Health Officer of the Place of Origin  

 
Employer 
Any Government Agency 
 
 
CMO Business Registration Division 
Any Government Agency 
City or Municipal Health Officer of the 
Place of Origin 
 
 
 
Employer 
 
Any Government Agency 
City or Municipal Health Officer of the 
Place of Origin 
 
 
 
 
Head of Agency 
Any Government Agency 
 
 
 
Deed of Registry 
City Engineering Office 
City or Municipal Health Officer of the 
Place of Origin 
City Assessorôs Office 
Any Government Agency 
 
 
Deed of Registry / Notary Public 
Any Government Agency 
City Assessorôs Office  
City or Municipal Health Officer of the 
Place of Origin 
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ONLINE APPLICATION OF QR CODE ID OF APPLICANTS OUTSIDE SAMAL 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

Apply online via 
ñbenefits.samalcity.
gov.ph/qr_codesò 
 
Encode personal 
details and upload 
photo of original 
requirements. 

Verifies information of 
the online application. 
 
If found valid, QR 
Code is approved. 
Send email of 
approved the QR 
Code ID (temporary) 
with schedule for 
entry. 
 
If denied, send email 
indicating reason/s of 
non approval. 

None 3 days 
QR Code ID 

Validation Team 

 
Enter Samal Island 
thru specified Port 
of Entry for health 
assessment and 
bring all 
requirements as 
attached in the 
application. 
 

City Health Personnel 
conducts health 
assessment and 
signals Go / No for 
entry. 
 
* CHO reserves the 
right to not allow entry 
based on their health 
assessment result. 

None 10 minutes CHO Personnel 

For approved 
online application, 
visit the City 
Government 
Center for the 
releasing of 
permanent QR 
Sticker.  
 
For denied online 
application, comply 
the required items. 

City Government 
personnel issues 
permanent QR Code 
Sticker at Port of 
Entry or at the City 
Hall  

None 5 minutes 
QR Code Issuance 

Team 
Or CADO - ICT 

 Total None 3 days and 15 
minutes 
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5. Walk-in Application for QR Code ID  
External Service 

This service is provided to address requests for issuance of QR Code ID.  

Office or Division: 
City Administratorôs Office ï  
Information Communication Technology Division 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: All constituents 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

SAMAL RESIDENTS: 
1. Certificate of Employment 
2. Government issued ID with address in Samal 

  
NON-RESIDENT; BUSINESS OWNER 

1. Business Permit 
2. Government Issued ID Indicating Residence  
3. Health Certificate Indicating Not a PUI or PUM Issued 
by the City or Municipal Health Officer of the Place of 
Origin 

  
NON-RESIDENT; WORKING IN SAMAL 

1. Employment Certificate or Company ID Indicating 
Address in Samal 
2. Government Issued ID Indicating Residence 
3. Health Certificate Indicating Not a PUI or PUM Issued 
by the City or Municipal Health Officer of the Place of 
Origin 

  
STUDENTS; FOR ENROLMENT 

- School ID  
 

STUDENTS; FOR ENROLED STUDENTS 

- School ID  
- Document to prove enrolment 

 
Employer 
Any Government Agency 
 
 
CMO Business Registration Division 
Any Government Agency 
City or Municipal Health Officer of the 
Place of Origin 
 
 
 
Employer 
 
Any Government Agency 
City or Municipal Health Officer of the 
Place of Origin 
 
 
 
Applicant 
 
 
Applicant 
School 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

Present 
requirements. 

Assessment of 
requirements. 
 

If found valid, 
encodes details and 
attach permanent QR 
Code Sticker to the 
valid ID. 
 

If found not valid, 
advise applicant to 
comply requirements. 
 

None 10 minutes 
CADO ï ICT 

Encoders 

 Total None 10 minutes  
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6.  Online Application of Student QR Code ID  
External Service 

This service is provided to officially enrolled students / students for enrolment.  

Office or Division: 
City Administratorôs Office ï  Information Communication Technology 
Division 

Classification: Simple 

Type of Transaction: Government to Citizens 

Who may avail: Officially enrolled students / students for enrolment 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

FOR ENROLMENT 
- School ID  

 
FOR ENROLED STUDENTS 

- School ID  
- Document to prove enrolment 

 
Applicant 
 
 
Applicant 
School 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

Applies online via 
benefits.samalcity.gov
.ph/student_passes 

Verifies information of 
the online application. 
 
If found valid, QR 
Code is approved. 
Send email of the  
approved QR Code ID 
(temporary) with 
schedule for entry. 
 
If denied, send email 

indicating reason/s of 
non approval. 

None 3 days CADO - ICT 

For enrolled students, 
visit the City 
Government Center 
for the releasing of 
permanent QR 
Sticker.  
 
For enrolment 
students, within three 
days, process 
enrolment. Upon 
official enrolment, 
update online 
application using 
same reference 
number. 

CADO ï ICT issues 
permanent QR Code  

None 5 minutes CADO - ICT 

 Total None 
3 days and 5 

minutes 
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7. Disinfection of Incoming Vehicles / Stepping of the footbath   
External Service 

Disinfection is being done to prevent the entry of emerging and re-emerging diseases 

and other zoonosis. 

Office or Division: CITY VETERINARIAN'S OFFICE - Regulatory Section 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: General riding public 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None None 

CLIENT STEP 
AGENCY 
ACTION 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

Submit vehicle for 
disinfection by 
directing their 
vehicles to the 
wheelbsth. 
 
Person shall 
submit oneself for 
disinfection by 
stepping onto the 
footbath. 

Powerspray the 
entire vehicle 
with disinfectant 
solution. 
 
 
Direct persons 
to step on the 
footbath and 
wash hands in 
the washing 
area. 

None 5 minutes 
Edunel C. Sala,DVM 

City Veterinarian, 
CVET 

Glaiza Flora, DVM 
Veterinarian IV, CVET 

 

Jessica C. Reponte 
Livestock Inspector II                    

CVET 

Wilfredo Mataverde 
Animal Keeper II, 

CVET 

Nelson Antig             
Animal Keeper II, 

CVET 
 

Marlon Telempros 
Animal Keeper II,  

CVET 

 
Reydante Devibar 
Animal Keeper II, 

CVET 
 

  Total None 5 minutes   
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8. Health Assessment for Locally Stranded Individuals 
External Service - Health screening and assessment Locally Stranded Individuals 

in compliance to LGU quarantine protocols  

Office or Division: CITY HEALTH OFFICE 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: Locally stranded individuals 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Health Certificate issued by the City / Munipal Health 
Officer of the area of origin (original, latest, issuance with 
7days) 
Valid Government ID 
 

City / Munipal Health Officer of the area of 
origin 
 
Client  
 

CLIENT STEP AGENCY ACTION 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

Present 
requirements and 
submit oneself 
for interview and 
assessment. 

1.1 Fill out Case 
Investigation Form 
(CIF)  
 
1.2 Interviews 
client. 
 
1.3 Conduct Rapid 
Diagnostic Test to 
the Client. 
  
If result is negative, 
LSI is dispatched 
to the respective 
barangay for home 
quarantine. 
 
If result is positive, 
LSI is dispatch to 
the LGU isolation 
facility and 
schedule for further 
confirmatory tests.  
 

None 
 

5 minutes 
 
 
 

5 minutes 
 
 

5 minutes 

City Health Officer 
 

City Health Nurses and 
other allied Personnel 

  Total None 15 minutes   
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9. Health Certification (CoVID-19) 
External Service - Health Certification is issued to individuals who wish to have a 

proof for not being a Person Under Monitoring (PUM) and Suspect for CoVID-19 case. 

Office or Division: CITY HEALTH OFFICE 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: Residents and non-residents 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Valid government issued ID with residential address Any government agency 

CLIENT STEP 
AGENCY 
ACTION 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

Present 
requirement and fill 
out application 
form and provide 
necessary details.  

Verify 
requirement and 
details. 
 
Encode to the 
system. 
 
Prints of Health 
Certification. 
 
Signs the Health 
Certification 
 
Release the 
Health 
Certification. 
 
 

None 2 minutes 
 
 
 

3 minutes 
 
 

2 minutes 
 
 

2 minutes 
 
 

2 minutes 

CHO Personnel 
 
 
 

CHO Personnel 
 
 

CHO Personnel 
 
 

City Health Officer 
 
 

CHO Personnel 
 
 
 

  Total None 11 minutes   
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10. Burial Services for COVID-19 Cases  
External Service - Burial Services for deceased positive COVID-19 patient and 

Persons under Investigation (PUIs) 

Office or Division: City Administrator's Office - Economic Enterprise Division 
Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: Citizen who are processing the burial of deceased positive COVID-19 
patient and Persons under Investigations (PUIs) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Death Certificate (1 photocopy)  
Brgy. Certification (1 original) 
 
Health Certification (1 original) 

 
Valid Identification Card of Deceased (1 photocopy only) 
Valid Identification Card of Processor (1 photocopy only) 

 

City Civil Registrar Office 
Barangay Hall where the deceased had 
resided 
Hospital where the deceased has been 
admitted 
Client 
Client 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Client applies for 
Burial Services 

1.1 Assess and 
orient client's 
need and 
documents 
presented 
 

1.2 Validate case to 
City Health 
Office and 
request for 
assistance in 
burial 

 
1.3 Issuance of 

order of 
payment with 
corresponding 
computation as 
basis for the 
payment of 
services to the 
CTO 

NONE 30 minutes Cheryl Magalona- 
AA III 

 
Ethyl Grace 

Gigantana- PURO I 
 

Nelson A. Aquino- 
DMO IV 

Economic 
Enterprise 

 

2. Payment of 
corresponding 
fees at City 
Treasurerôs 
Office 

None Burial Permit ï 
PhP 100.00 
 
Cemetery Fee 
ï PhP 200.00 
 
Lease  for 
Drawer Type 
Niches for 5 

5 minutes Cheryl Magalona- 
AA III 

 
Ethyl Grace 

Gigantana- PURO I 
Economic 
Enterprise 
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years ï PhP 
4,000.00  

3. Client presents 
Official Receipt to 
the office 

3.1 Prepare Burial 
Permits and 
Contract of 
Lease 
 

3.2 Signs and 
endorses for 
approval of the 
LCE 

 
3.3 Releases the 

Contract of 
Lease for 
processing by 
the client 

NONE 10 minutes Cheryl Magalona- 
AA III 

 
Ethyl Grace 

Gigantana- PURO I 
 

Ireneo Labor III- 
SOO III 

 
Nelson A. Aquino- 

DMO IV 
Economic 
Enterprise 

 

4. Client receives 
the Contract of 
Lease for 
processing and 
signature of City 
Treasury, City 
Mayorôs Office 
and proceed for  
Notary Public 

NONE NONE 
 

*Notary Fee is a 
separate payment 

15 minutes  

5. Client submits 
the approved and 
notarized 
Contract of 
Lease to the 
office 

Receives the 
approved Contract 
of Lease and 
provide 1 copy to 
the client 
 
Releases  1 copy of 
approved & 
Notarized Contract 
of Lease and 1 copy 
Burial Permit 

 

NONE 5 minutes Cheryl Magalona- 
AA III 

 
Ethyl Grace 

Gigantana- PURO I 
Economic 
Enterprise 

 

6. Receives 1 copy 
of approved & 
Notarized 
Contract of 
Lease and 1 
copy Burial 
Permit 

NONE NONE 5 minutes Cheryl Magalona- 
AA III 

 
Ethyl Grace 

Gigantana- PURO I 
Economic 
Enterprise 

 TOTAL FEES PhP 4,300.00   
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11. TUPAD BKBK (Tulong Panghanapbuhay Sa Ating Displaced/ 

Disadvantaged Workers) 
External Service - 10 days Contract Of Work (delegate work on their respective houses 

and surrounding for disinfection)  

Office or Division: CMO-Public Employment Services Office (PESO) 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 
Who may avail: Samaleños 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 Valid ID (1 Original, 1 Photocopy) 
ID Picture (1x1 or 2x2) 
Accident Insurance (1 Photocopy) 
Profile Form (Provided by Peso) 

Client 
Client 
Any Insurance Company 
PESO Office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

Present the requirements 
and submit to the 
barangay officials or 
directly submit to peso 
office. 

Check and validate 
their requirements for 
final listing of TUPAD 
beneficiaries. 

None 5 minutes City Mayorôs Office-
PESO Staff 

Check the updates from 
PESO office through 
posting on a social 
media(peso website) 

PESO office informs 
and posts the final list 
of beneficiaries of 
TUPAD BKBK. 

None 1 day City Mayorôs Office-
PESO Staff 

Must attend the TUPAD 
orientation and signing of 
contract. 

Conduct orientation 
and signing of 
contract. 

None 1 day City Mayorôs Office-
PESO Staff 

Start working within 10 
days on their respective 
house and sorrounding 
for disinfection. 

Monitor them through 
the help of barangay 
officials and staff  

None 10 days Barangay Captain And 
Officials And City 
Mayorôs Office-PESO 

Staff 

After 10 days of work, 
submit Daily Time 
Record (DTR) to PESO 
Office. 

Process DTR. 
Inform the TUPAD 
beneficiaries for the 
day of pay out. 

None 1 day Barangay Captain and 
Officials and City 
Mayorôs Office-PESO 

Staff 

Present valid ID to claim 
the salary  

Verify personality and 
release pay-out. 

None 1 day Dole Personnel 
Assisted by PESO 

Staff 

 Total None 14 days 5 
minutes 
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12. Returning Locally Stranded Individuals / OFW Thru Phone 

Calls 
External Service - Assist returning Locally Stranded Indivuals of the Island Garden City 

of Samal who coordinated thru the provided LGU- Samal City Investment and Tourism 

hotline numbers. 

Office or Division: City Investment and Tourism Office 

Classification: Simple 
Type of Transaction: Government to Citizen (G2C) 
Who may avail: Locally Stranded Individuals of Island Garden City of Samal 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. One (1)  Valid ID with Samal Address 
 
 
2. One (1) Copy of Health Certification Not a 
PUM/PUI issued by City/Municipal Health 
Officer 
 
3. One (1) Copy Barangay Certification as 
stranded person 
 

Government Agencies/Employers issuing 
Identification Cards 
 
City/Municipal Health Office where he/she was 
stranded 
 
 
Barangay Hall where he/she was stranded 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

Call Samal 
Turismo Hotline 

Interview and evaluate 
concern 
 
Give the instructions and 
require them to submit  
needed requirements to 
Samal Turismo Facebook 
account 

None 3 Minutes 
 
 

* Time of 
validation is 

subject to the time 
of submission of 

complete 
requirements  

Cynthia E. Tinaytinay 
TOO-II 

(City Investment and 
Tourism Office) 

Submit 
complete 
requirements 

Validate the submitted 
requirements 
 
If found not valid, advise 
LSI of lacking 
requirements 
 
If found valid, set schedule 
of entry and provide 
information entry point. 
Submit masterlist of 
approved LSI to City 
Health Office and Point of 
Entry Security 

None 10 minutes 

 Total None 13 minutes*  
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13. Returning Locally Stranded Individuals / OFW  thru Facebook 

Messenger 
External Service - Assist returning Locally Stranded Indivuals of the Island Garden City 

of Samal who coordinated thru the Samal Turismo (Official Account). 

Office or Division: City Investment and Tourism Office 
Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: Locally Stranded Individuals of Island Garden City of Samal 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. One (1)  Valid ID with Samal Address 
 
 
2. One (1) Copy of Health Certification Not a 
PUM/PUI issued by City/Municipal Health 
Officer 
 
3. One (1) Copy Barangay Certification as 
stranded person 

Government Agencies/Employers issuing 
Identification Cards 
 
City/Municipal Health Office where he/she was 
stranded 
 
 
Barangay Hall where he/she was stranded 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1.Send an 
inquiry thru 
Samal 
Turismo 
(Official 
Account) 

1. Evaluate Concern None 2 Minutes Cynthia E. Tinaytinay 
TOO-II 

(City Investment and 
Tourism Office) 

2.Fill-up the 
Form 

2. Will send the form that 
needs to be filled up by the 
LSI 

None 1 Minutes Cynthia E. Tinaytinay 
TOO-II 

(City Investment and 
Tourism Office) 

3.Send back 
the form 

3.Will assess/evaluate the 
personôs information 

None 2 Minutes Cynthia E. Tinaytinay 
TOO-II 

(City Investment and 
Tourism Office) 

4.Comply/Se
nd the 
requirements 

4.Validate requirements None 2 Minutes Cynthia E. Tinaytinay 
TOO-II 

(City Investment and 
Tourism Office) 

5.Scheduling 5.Give the LSIôs Schedule 5.1 
Advice the person where to 
go and what to do 

 
Submit masterlist of approved 
LSI to City Health Office and 
Point of Entry Security 

None 2 Minutes Cynthia E. Tinaytinay 
TOO-II 

(City Investment and 
Tourism Office) 

 Total None 9 minutes*  
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14. Returning Locally Stranded Individuals / OFW Walk-In Inquiry 
Assist returning Locally Stranded Indivualôs family members of the Island Garden 

City of Samal who coordinated directly at the City Invesment and Tourism Office at 

Brgy 

Office or Division: City Investment and Tourism Office 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 
Who may avail: Locally Stranded Individuals of Island Garden City of Samal 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. One (1)  Valid ID with Samal Address 
 
 
2. One (1) Copy of Health Certification Not a 
PUM/PUI issued by City/Municipal Health 
Officer 
 
3. One (1) Copy Barangay Certification as 
stranded person 

Government Agencies/Employers issuing 
Identification Cards 
 
City/Municipal Health Office where he/she was 
stranded 
 
 
Barangay Hall where he/she was stranded 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1.Go to Tourism 
Office at Brgy. 
Peñaplata and 
approach the 
Information desk  

1. Provide stranded slip 
 
1.1 Advise to fill up 

None 2 Minutes Rey C. Camacho 
TR-II 

(City Investment and 

Tourism Office) 

2. Approach the 
evaluator and 
submit the filled 
up slip 

2.Receive the slip 2.1 
Evaluate/assess concern 
 
2.2advise needed 
requirements 

None 5 Minutes Shadylyn Mae Duran 
TOO-I 

(City Investment and 
Tourism Office) 

3.Comply the 
requirements & 
send it to 
Samal Turismo 
Facebook 
account 

3.Validate Requirements 
sent  
 
3.1 set schedule of entry 
 
Submit masterlist of 
approved LSI to City 
Health Office and Point of 
Entry 

None 2 Minutes Shadylyn Mae Duran 
TOO-I 

(City Investment and 
Tourism Office) 

 Total None 9 minutes*  

 

 

  



 

18 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SAMAL ISLAND CITY COLLEGE 
 

The Samal Island City College (SICC) is a city-run college that officially started its 

operations in August 5, 2019. SICC is home for transformative education in which the 

school commits to produce graduates who are academically competent, research 

driven, proactive partner, socio-culturally oriented, environmentally concerned and 

spiritually mature. The school upholds academic standards as well as social and cultural 

traditions of the institution.  
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1. SICC  - Enrolment Process  

Enrolment of students for first year level or for transferees. 

Office or Division: Samal Island City College ï Records and Admission Center  

Classification: Complex  

Type of Transaction: Government to Citizen (G2C) 

Who may avail: Freshmen and Transferees - Student /Parent or Guardian 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Report Card /Transcript of Records 
Certificate of Good Moral Character  
Birth Certificate  
Admission Test Result  
Enrolment Form  
Order of Payment 

Previous school attended  
Previous school attended 
Authenticated by PSA  
SICC Guidance and Testing Center  
SICC Registrar or Evaluator  
Student Accounts or Evaluator  

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Pre Enrolment 
through text  
 

Sends confirmation of 
appointment thru text  
message  

 
NONE  

 
At least one day  

 
Registrar Staff 

1. Wait for Text 
Message  

Waits for the response 
and confirmation of 
applicant   

 
NONE 

 
At least one day 

 
Client  

2. Medical Check-
up Triage  

Checks body 
temperature and fills up 
medical declaration 
form  

NONE  5 minutes  School Nurse 

3. Program Head 
Evaluation- 
(Actual 
Enrollment) 

Collects all enrolment 
requirements, conducts 
evaluation and fills out 
registration form 

 
 

NONE 

 
 

10 minutes  

 
 

Program Head  

4. Cashier ï
Payment  
(Actual 
Enrollment) 

Accepts payment 
based on the Order of 
Payment   

Registration 
Fee 

PHP. 600.00 

 
 

5 minutes 

 
 

Cashier  

5. Registrar- 
Encoding  
(Actual 
Enrollment) 
 
 

Verifies and encodes 
subjects.  
 
Prints a certificate of 
registration (students 
copy) 

 
 
 
 

NONE 

 
 
 

5 minutes 

 
 
 

Registrar 
Staff/Head 

6. OSA- Releasing 
of Student 
Handbook 
 

Asks/Advises client to 
proceed to the Office of 
Student Affairs (OSA) 
for the releasing of 
student handbook 

 
NONE 

 
8 minutes  

 
 

OSA Head  

 Total PHP 600.00 2 days and 33 
minutes  
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2. SICC  - Enrolment of Old Students (Payee) 
Enrolment of old students of Samal Island City College  

Office or Division: Samal Island City College ï Records and Admission Center  

Classification: Complex  

Type of Transaction: Government to Citizen (G2C) 

Who may avail: Student /Parent or Guardian 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Enrolment Form  
Order of Payment  
 

SICC Registrar or Evaluator  
Student Accounts or Evaluator  

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Pre Enrolment 
through text  
 

Sends confirmation of 
appointment thru text  
message  

 
NONE  

 
At least one day  

 
Registrar Staff 

2. Wait for Text 
Message  

Waits for the response 
and confirmation of 
applicant   

 
NONE 

 
At least one day 

 
Client  

7. Medical 
Check-up 
Triage  

Checks body 
temperature and fills up 
medical declaration form  

NONE  5 minutes  School Nurse 

3. Program Head 
Evaluation- 
(Actual 
Enrollment) 
 

Collects Evaluation and 
accomplished student 
clearance 
 
Evaluates student 
grades and collect 
enrollment form  

 
 

NONE 

 
 

10 minutes  

 
 

Program Head  

4. Cashier ï
Payment  
(Actual 
Enrollment) 

Accepts payment based 
on the Order of Payment   

Registration 
Fee 

PHP. 600.00 

 
 

5 minutes 

 
 

Cashier  

5. Registrar- 
Encoding  
(Actual 
Enrollment) 
 
 

Verifies and encode 
subjects.  
 
Prints a certificate of 
registration (students 
copy) 

 
 
 
 

NONE 

 
 
 

5 minutes 

 
 
 

Registrar 
Staff/Head 

6. OSA- 
Releasing of 
Student 
Handbook 
 

Asks/Advises client to 
proceed to the Office of 
Student Affairs (OSA) for 
the releasing of 
validation sticker 

 
NONE 

 
8 minutes  

 
 

OSA Head  

 Total PHP 600.00 2 days and 33 
minutes  
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3. SICC - Enrolment of Scholars  
Enrolment of students who are scholars for both academic and non-academic 

scholarship grants. 

Office or Division: Samal Island City College ï Records and Admission Center  

Classification: Complex  

Type of Transaction: Government to Citizen (G2C) 

Who may avail: Student /Parent or Guardian 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Enrolment Form  
Scholarship Evaluation  
 

 
SICC Registrar or Evaluator  
Scholarship Coordinator  
 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Pre Enrolment 
through text  
 

Sends confirmation of 
appointment thru text  
message  

 
NONE  

 
At least one day  

 
Registrar Staff 

2. Wait for Text 
Message  

Waits for the response 
and confirmation of 
applicant   

 
NONE 

 
At least one day 

 
Client  

8. Medical Check-
up Triage  

Checks body 
temperature and fills up 
medical declaration form  

NONE  5 minutes  School Nurse 

3. Scholarship 
Coordinator 
Evaluation 

Conducts scholarship 
evaluation and secures 
notice of admission to 
the scholar  

NONE  
10 minutes 

 
Scholarship 
Coordinator  

4. Program Head 
Evaluation- 
(Actual 
Enrollment) 
 

Collects all enrolment 
requirements, conducts 
evaluation and fills out 
registration form 

 
 

NONE 

 
 

10 minutes  

 
 

Program Head  

5. Registrar- 
Encoding  
(Actual 
Enrollment) 
 
 

Verifies and encode of 
subjects.  
 
Prints a certificate of 
registration (students 
copy) 

 
 
 
 

NONE 

 
 
 

5 minutes 

 
 
 

Registrar 
Staff/Head 

6. OSA- Releasing 
of Student 
Handbook 
 

Asks/Advises client to 
proceed to the Office of 
Student Affairs (OSA) for 
the releasing of 
validation sticker  

 
NONE 

 
8 minutes  

 
 

OSA Head  

 Total NONE 2 days and 37 
minutes  
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1. Issuance of Accountantôs Certification 
A. Issuance of Accountantôs Certification for remittances to GSIS, PhilHealth, BIR, 

Bank/Coop Creditors and other payroll account deductions which entries do not 

require data beyond CY 2012 that are subsequently remitted or paid to another 

agency. 

Office or Division: City Accounting Office 

Classification: Simple 

Type of Transaction: Government to Government (G2G) 

Who may avail: Government Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 Original Copy of Request Form 
1 Original Copy of Official Receipt 

City Accounting Office- Financial Management 
City Treasurerôs Office 
 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Fill up Request Form 
and attach OR of service 
fee paid. 

1.Check correctness 
of entries on Request 
Form. 
 

20.00 15 minutes Stephanie Nuñez 

2. Request for contact 
information to follow-up 
date of release of 
certification 

2.0 Provide contact 
information 
 
 
 
 
2.2Generation of data 
and preparation of  
certification by the 
City Accountant 

None 5 minutes 
 
 
 
 
 
 

6 hours  
 

Stephanie Nuñez 
 
 
 
 
 
 

Stephanie Nuñez 

3. Receive accountantôs 
certification 

3. Secure client 
signature on logbook 
 

None 15 minutes  Stephanie Nuñez 

 Total 20.00 6 hours and 
35 minutes 
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B. Issuance of Accountantôs Certification for remittances to GSIS, PhilHealth, BIR, 

Bank/Coop Creditors and other payroll account deductions which entries require 

data beyond CY 2012 that are subsequently remitted or paid to another agency. 

 

Office or Division: City Accounting Office 

Classification: Complex 

Type of Transaction: Government to Government (G2G) 

Who may avail: Government Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 Original Copy of Request Form 
1 Original Copy of Official Receipt 

City Accounting Office- Financial Management 
City Treasurerôs Office 
 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Fill up Request Form 
and attach OR of service 
fee paid. 

1.Check correctness 
of entries on Request 
Form. 
 

20.00 15 minutes Stephanie Nuñez 

2. Request for contact 
information to follow-up 
date of release of 
certification 

2.0 Provide contact 
information 
 
 
 
 
2.2Generation of data 
and preparation of  
certification by the 
City Accountant 

None 5 minutes 
 
 
 
 

 
  3 Working 

Days 

Stephanie Nuñez 
 
 
 
 
 
 

Stephanie Nuñez 

3. Receive accountantôs 
certification 

3. Secure client 
signature on logbook 
 

None 15 minutes  Stephanie Nuñez 

 Total 20.00 3 days and 35 
minutes 
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2. Review of Disbursement Vouchers ï Civil Works 
Review of contractors claims for payment of first progress or completed billings, 

ensuring completeness and propriety of documentary supports. 

Office or Division: City Accounting Office 

Classification: Simple 

Type of Transaction: Government to Business (G2B) 

Who may avail: Contractor/ Supplier 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

2 Original Copies Disbursement Voucher 
3 Original Copies Obligation Request 
1 Original Copy Request letter for billing 
1 Original Copy Statement of Work Accomplishment 
1 Original Copy Project Inspection Report 
1 Original Copy Certificate of Project Completion and 
Acceptance (for  final billing) 
1 Original Copy  Quality Assurance Certificate 
1 Original Copy Pictures of the Project (Before, During 
and After) 
1 Original Copy As- Take Plan  
1 Original Copy Contractors Affidavit for payment of 
labor 
1 Original Copy Certificate of Project Implementation 
Status 
 
1 Photocopy Annual Procurement Plan 
1 Photocopy PPMP 
1 Photocopy Program of Works 
1 Photocopy Purchase Request 
1 Photocopy Certification from City Engineering Office 
of  the Completion of the Detailed Engineering 
according to the prescribed standards 
1 Photocopy Certification from City Engineering Office 
of the availability of right ïof ïway site of location , and 
the possession of affected properties subject to Section 
17.6 of the 2016 Revised Implementing Rules and 
Regulations. 
 
BIDDING DOCUMENTS  
   
Pre-Procurement  
   1 Certified Photocopy Minutes of Pre-Procurement 
Conference (Optional for ABC of 10,000,000.00 and 
below) 
 

City Engineering Office 
City Budget Office 

City Engineering Office 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Bids and Awards Committee Office 
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  Advertisement and /or Posting of Invitation to Bid 
      
  1 Certified Photocopy Certification from Head of BAC 
Secretariat on the  posting of advertisement at 
conspicuous places 
  1 Printout copy on advertisement posted in  PhilGEPS 
  1 Printout copy on advertisement posted in agency 
website, if any 
  1 Printout copy on advertisement posted in website as 
prescribed by the foreign government or IFIôs (for 
foreign funded procurement) 
 
Pre-Bid Conference 
   1 Certified Photocopy Invitation for 3 observers in 
writing for COA representative, duly recognized private 
groups and Non-Goverment Organization (NGO) 
   1 Certified Photocopy Minutes of Pre-Bid Conference 
   1 Certified Photocopy Request for clarification by the 
bidders (if any) 
   1 Certified Photocopy Supplemental Bid Bulletin (if 
any) 
 
Submission, Receipt, Opening and Preliminary 
Examination of Bids 
   1 Photocopy Invitation for 3 observers in writing for 
COA representative, duly recognized private groups and 
Non-Goverment Organization (NGO) 
    
 Technical Documents including eligibility requirements 
(1st Envelop) 
       Class A Documents: 
          1 Certified Photocopy PhilGEPS Certificate of 
Registration and Membership 
          1 Certified Photocopy Valid Philippine Contractors 
Accreditation Board (PCAB) License and Registration 
          1 Certified Photocopy DTI/SEC/CDA Registration 
          1 Certified Photocopy Mayors Permit 
          1 Certified Photocopy Latest Tax Clearance 
          1 Certified Photocopy Audited Financial 
Statements 
          1 Certified Photocopy Net Financing Contracting 
Capacity (NFCC) computation 
          1 Certified Photocopy Statement of all )On-Going 
Government and Private Contracts 
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          1 Certified Photocopy Statement of Single Largest  
Completed Contract (SLCC) 
 
       Class B Documents: 
          1 Certified Photocopy Valid Joint Venture 
Agreement (JVA) , if applicable 
          1 Certified Photocopy Bid Security 
          1 Certified Photocopy Organizational Chart of the 
Contract to be bid 
          1 Certified Photocopy List of Contractorôs 
Personnel 
          1 Certified Photocopy List of Contractorôs 
Equipment  
          1 Certified Photocopy Sworn Statement of the 
Prospective bidder or his duly authorized representative  
  
Financial Document (2nd Envelope) 
          1 Certified Photocopy Financial Bid Form 
          1 Certified Photocopy Duly Signed Bid Prices in 
the Bill of Quantities 
          1 Certified Photocopy Duly Signed Detailed 
Estimates 
          1 Certified Photocopy Duly Signed Cash Flow by 
Quarter and Payment Schedules 
 
1 Certified Photocopy Abstract as Read 
1 Certified Photocopy Minutes of Opening and 
Examination of Bids 
1 Certified Photocopy BAC Resolution on the 
Preliminary Examinations of Bids  
 
Detailed Evaluation of Bids 
1 Certified Photocopy Abstract of Bids as Calculated 
1 Certified Photocopy Bid Evaluation Report 
1 Certified Photocopy Ranking of Bids  
1 Certified Photocopy Minutes of BAC meeting on the 
results of detailed Bid Evaluation 
1 Certified Photocopy BAC Resolution declaring the 
Lowest Calculated Bid or Single Calculated Bid 
 
Post Qualification 
1 Certified Photocopy Invitation for 3 observers in 
writing for COA representative, duly recognized private 
groups and Non-Goverment Organization (NGO) 
1 Certified Photocopy Notice of Post Qualification 
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1 Certified Photocopy Post Qualification Evaluation 
Report 
1 Certified Photocopy Summary of TWG Post 
Qualification Report and BAC Recommendation of 
Award  
1 Certified Photocopy BAC Resolution declaring the 
Lowest Calculated Bid (LCRB) and Recommending 
Approval by the HOPE 
 
Award of Contract 
1 Certified Photocopy of Notice of Award 
1 Certified Photocopy Notification of Bidding Results of 
the Bidders 
1 Printout copy on posting of Notice of Award in  
PhilGEPS 
  1 Printout copy on posting of Notice of Award in  
Agency Website (if any) 
  1 Certified Photocopy Certification from Head of BAC 
Secretariat on the  posting of Notice of Award at 
conspicuous places 
 
Contract Preparation and Signing 
1 Certified Photocopy Contract and Agreement 
1 Certified Photocopy Performance Security 
Other Supporting Documents of the contract: 
1 Certified Photocopy of Construction Schedule and S-
Curve 
1 Certified Photocopy Manpower Schedule 
1 Certified Photocopy Construction Method 
1 Certified Photocopy Equipment Utilization Schedule 
1 Certified Photocopy Construction Safety and Health 
Program approved buy DOLE 
1 Certified Photocopy PERT CPM 
 
1 Certified Photocopy Notice to Proceed 
1 Printout copy on posting of Notice to Proceed in  
PhilGEPS 
1 Printout copy on posting of Notice to Proceed in  
Agency Website (if any) 
1 Certified Photocopy Certification from Head of BAC 
Secretariat on the  posting of Notice to Proceed at 
conspicuous places 
  
Other Supporting documents determined necessary by 
the reviewer to establish propriety of claims 
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CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
documents to 
receiving clerk for 
logging in. 

1.1 Log In to eDTS None 30 minutes Mary Jane Soriaso 

 1.1.2 Review of DV 
and certification by the 
City Accountant 
(certified only if in 
order) 
 
1.3. If not in order, 
return o requesting 
office for compliance 
of lacking documents 
 

None 15 hours Mary Jane Soriaso 

2. Monitors the 
status of 
documents 

2.Forward reviewed 
documents to the next 
concerned office 
 

None 30 minutes Mary Jane Soriaso 

 Total None 2 days  
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3. Review of Disbursement Vouchers ï Civil Works 
Review of contractorôs claims for payment of second progress and the subsequent 

progress billings, ensuring completeness and propriety of documentary supports. 

Office or Division: City Accounting Office 

Classification: Simple 

Type of Transaction: Government to Business (G2B) 

Who may avail: Contractor/ Supplier 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

2 Original Copies Disbursement Voucher 
3 Original Copies Obligation Request 
1 Original Copy Request letter for billing 
1 Original Copy Statement of Work Accomplishment 
1 Original Copy Project Inspection Report 
1 Original Copy Certificate of Project Completion and 
Acceptance ( final billing) 
1 Original Copy  Quality Assurance Certificate 
1 Original Copy Pictures of the Project (Before, During 
and After) 
1 Original Copy As- Take Plan  
1 Original Copy Contractors Affidavit for payment of 
labor 
1 Original Copy Certificate of Project Implementation 
Status 
1 Certified Photocopy Annual Procurement Plan 
1 Certified Photocopy PPMP 
1 Certified Photocopy Program of Works 
1 Certified Photocopy Purchase Request 
 

 

City Engineering Office 
City Budget Office 
City Engineering Office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
documents to 
receiving clerk for 
logging in. 

1.1 Log In to eDTS None 30 minutes Mary Jane Soriaso 

 1.1.2 Review of DV 
and certification by the 
City Accountant 
(certified only if in 
order) 
 
1.3. If not in order, 
return o requesting 
office for compliance 

None 15 hours Mary Jane Soriaso 

Alignment: Left  
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of lacking documents 
 

2. Monitors the 
status of 
documents 

2.Forward reviewed 
documents to the next 
concerned office 
 

None 30 minutes Mary Jane Soriaso 

 Total None 2 days  
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4. Review of Disbursement Vouchers ï Goods, Services, Others 
Review of suppliersô claims for payment of delivered goods or services ensuring 

completeness ï propriety of supporting documents 

Office or Division: City Accounting Office 

Classification: Simple  

Type of Transaction: Government to Business (G2B) 

Who may avail: Suppliers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Goods 
2 Original Copies Disbursement Vouchers 
3 Original Copies Obligation Request 
1 Photocopy of Activity Design/Program 
Design/Program of Works 
1 Photocopy of Annual Procurement Plan 
1 Photocopy of PPMP 
1 Original copy of Purchase Request 
BAC Resolution for Alternative Mode of Procurement (if 
changed) 
1 Printout copy Proof of Posting for Invitation (for above 
P50,000.00) 
1 Original Copy Request for Quotations 
1 Original Copy Abstract of Quotations 
1 Original Copy TWG Post Qua Report and BAC 
Recommendation of Award 
1 Original Copy BAC Minutes of Awarding (Above 
P120,000.00) 
1 Original Copy BAC Resolution (Above P120,000.00) 
1 Original Copy Notice of Award (Above P50,000.00) 
1 Print out Proof of Posting of Notice of Award (Above 
P50,000.00) 
1 Original Copy Notice to Proceed (Above P50,000.00) 
1 Printout Copy of Posting of Notice to Proceed (Above 
P50,000.00) 
1 Original Copy Purchase Order 
1 Original Copy Charge Invoice/Delivery Receipt 
1 Original Copy Acknowledgement Receipt of 
Recipient/Inventory Custodian Slip/ List of Recipients 
1 Original Copy of Accomplishment Report in Narrative 
Form (For Catering Services/Food Supplies) 
1 Original Copy of Attendance Sheet (For Catering 
Services/Food Supplies) 
1 Original Copy Acceptance and Inspection Report 
 

 

Requesting Office 
City Budget Office 
City Engineerôs Office/Requesting 
Office 
Requesting Office 
Requesting Office 
Requesting Office 
Bids and Awards Committee Office 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
City General Services Office 
City General Services Office 
 
Requesting Office 
 
Requesting Office 
 
City General Services Office 
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Eligibility Documents 
1 Photocopy Mayors Permit 
1 Photocopy PhilGEPS Certification 
1 Photocopy Income Tax Return 
1 Photocopy Omnibus Sworn Statement 
1 Photocopy DTI/SEC/CDA Registration 
1 Photocopy License to Operate  
 
 
Repair and Maintenance of Government Vehicle and 
Equipment 
 
2 Original Copies Disbursement Vouchers 
3 Original Copies Obligation Request 
1 Original Copy of Pre-Repair Inspection Report  
1 Original Copy of Certificate of Damage  
1 Photocopy Annual Procurement Plan 
1 Photocopy PPMP 
1 Original Copy Purchase Request 
1 Original Copy BAC Resolution for Alternative Mode of 
Procurement (if changed) 
1 Printout copy Proof of Posting for Invitation (for above 
P50,000.00) 
1 Original Copy Request for Quotations 
1 Original Copy Abstract of Quotations 
1 Original Copy TWG Post Qua Report and BAC 
Recommendation of Award 
1 Original Copy BAC Minutes of Awarding (Above 
P120,000.00) 
1 Original Copy BAC Resolution (Above P120,000.00) 
1 Original Copy Notice of Award (Above P50,000.00) 
1 Print out Proof of Posting of Notice of Award (Above 
P50,000.00) 
1 Original Copy Notice to Proceed (Above P50,000.00) 
1 Printout Copy of Posting of Notice to Proceed (Above 
P50,000.00) 
1 Original Copy Purchase Order 
1 Original Copy Charge Invoice/Job Order 
1 Original Copy Report of Waste 
1 Original Copy Acceptance and Inspection Report 
 
 
Eligibility Documents 
1 Photocopy Mayors Permit 
1 Photocopy PhilGEPS Certification 

 
Bids and Awards Committee Office 
 
 
 
 
 
 
 
 
 
 
Requesting Office 
City  Budget  Office 
City Engineerôs Office 
Requesting Office 
Requesting Office 
Requesting Office 
Requesting Office 
Bids and Awards Committee Office 
 
Bids and Awards Committee Office 
 
Bids and Awards Committee Office 
Bids and Awards Committee Office 
Bids and Awards Committee Office 
 
Bids and Awards Committee Office 
 
Bids and Awards Committee Office 
Bids and Awards Committee Office 
Bids and Awards Committee Office 
 
Bids and Awards Committee Office 
Bids and Awards Committee Office 
 
Bids and Awards Committee Office 
City General Services Office 
City General Services Office 
City General Services Office 
 
 
 
Bids and Awards Committee Office 
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1 Photocopy Income Tax Return 
1 Photocopy Omnibus Sworn Statement 
1 Photocopy DTI/SEC/CDA Registration 
 
For transactions under Republic Act No.11469 or the 
Bayanihan to Heal as One Act: 
  
Circular 01-2020 dtd April 6, 2020 
 
Procuring Entities already maintaining a bidderôs 
updated file of any of the following requirements, 
whether through the Philippine Government Electronic 
Procurement System Certificate of Registration and 
Membership or its own records shall not require its re-
submission 
 
Otherwise, PEôs shall require copies of: 
  

a. 1 Photocopy Mayorôs or Business Permit; 
   
For projects with an ABC above Ph500,000.00: 
  

b. 1 Photocopy Income Tax Returns (Annual 
Income Tax Return of the preceeding tax year) or 
Business Tax Returns (Value Added Tax or 
Percentage Tax Return covering the previous six 
months); 

c. 1 Original Copy of Omnibus Sworn Statement, 
which shall be an original copy 

 
Additional requirements for Infrastructure Projects: 
     

d. 1 Photocopy Philippine Contractors Accreditation 
Board License; and  

 
e.  1 Photocopy NFCC for Infra Projects with an 

ABC above P500,000.00 
 
4.2 Bidders may submit their documentary requirements 
in printed copies or by electronic mail or facsimile. Any 
and all documentary requirements, except the OSS, 
shall be submitted at any time before award of contract 
or after award but before payment. 
  
4.5 The use of digital signature or similar means may be 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Bids and Awards Committee Office 
 
 
 
Bids and Awards Committee Office 
 
 
 
 
Bids and Awards Committee Office 
 
 
 
 
Bids and Awards Committee Office 
 
 
Bids and Awards Committee Office 
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used in all procurement related documents. 
 
Direct Purchase from Local Farmers or Farmerôs 
Associations or Cooperatives 
 
Any of the following: 
 
1 Original Copy Certification that the farmer is in the 
Registry Systems for Basic Sectors in Agriculture 
1 Photocopy RSBSA identification card; or  
1 Original Copy Barangay Certification that the supplier 
is a bonafide farmer.  
 

 

 
 
 
 
 
 
 
City Agriculture Office 
 
City Agriculture Office 
Office of  
Punong Barangay 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
documents to 
receiving clerk for 
logging in. 

1.1. Log In to eDTS None 30 minutes Denver Almacen 
Michelle Bantigue 

 1.2 Review of DV and 
certification by the 
City Accountant 
(certified only if in 
order) 
 
If not in order, return 
to requesting office for 
compliance of lacking 
documents 
 

None 15 hours Denver Almacen 
Michelle Bantigue 

2. Monitors the 
status of 
documents 

2. Forward reviewed 
documents to the next 
concerned office 
 

None 30 minutes Denver Almacen 
Michelle Bantigue 

 Total  None 2 days  
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5. Review of Disbursement Vouchers ï Various Personnel Claims 
Review of various personnel claims ensuring completeness and propriety of 

supporting documents 

Office or Division: City Accounting Office 

Classification: Simple  

Type of Transaction: Government to Government (G2G) 

Who may avail: Employees of Government Offices  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Reimbursement of Training /Seminars /Travel 
Expenses 
 
2 Original Copies Disbursement Vouchers 
3 Original Copies Obligation Request 
1 Original Copy Travel Order and Itinerary of Travel  
1 Original Copy Bus Tickets/ Plane Tickets (if 
applicable) 
1 Original Copy of Boarding Pass (if applicable)  
1 Original Copy Certificate of Appearance 
1 Original Copy Official Receipt of Registration Fee (For 
Training and Seminar Only) 
1 Original Copy of Certificate of Travel Completed  
1 Certified Photocopy of Communication Letter /Radio 
Messages/ Letter of Invitation  
1 Original Copy of  Learning and Development 
 
Cellular Phone and Internet Bills 
2 Original Copies Disbursement Vouchers 
3 Original Copies Obligation Request 
1 Original Copy Statement of Account 
1 Original Copy Proof of Payment (for reimbursement 
only) 

 

 
 
Requesting Office 
City Budget Office 
Requesting Office 
Requesting Office 
 
Requesting Office 
Requesting Office 
Requesting Office 
 
Requesting Office 
Requesting Office 
 
Requesting Office 
 
 
Requesting Office 
City Budget Office 
Requesting Office 
Requesting Office 
 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
documents to 
receiving clerk for 
logging in. 

1.1. Log In to eDTS None 30 minutes Denver Almacen 
Michelle Bantigue 
Belen S. Sabacan 

 1.2 0Review of DV 
and certification by the 
City Accountant 
(certified only if in 
order) 
 

None 15 hours Denver Almacen 
Michelle Bantigue 
Belen S. Sabacan 
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If not in order, return 
to requesting office for 
compliance of lacking 
documents 
 

2. Monitors the 
status of 
documents 

2. Forward reviewed 
documents to the next 
concerned office 
 

None 30 minutes Denver Almacen 
Michelle Bantigue 
Belen S. Sabacan 

 Total  None 2 days  
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6. Review of Disbursement Voucher ï Cash Advances  
Review of Disbursement Vouchers ensuring completeness and propriety of 

documentary supports. 

Office or Division: City Accounting Office 

Classification: Simple 

Type of 
Transaction: 

Government to Government (G2G) 

Who may avail: Government Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Training and Seminar 
  
2 Original Copies Disbursement Vouchers 
3 Original Copies Obligation Request 
1 Original Copy Travel Order and Itinerary 
of Travel  
1 Certified Photocopy of Communication 
Letter /Radio Messages/ Letter of 
Invitation  
 

 
 
Requesting Office 
 
Obligation  Request 
Requesting Office 
 
Requesting Office 
 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit 
documents to 
receiving clerk for 
logging in. 
 

1.1 Log In to eDTS None 30 minutes Rosale Apat 

 1.2 Review of DV and 
certification by the 
City Accountant 
(certified only if in 
order) 
 
If not in order, return 
to requesting office for 
compliance of lacking 
documents 
 

None 6 hours Rosale Apat 

2. Monitors the 
status of 
documents 

2. Forward reviewed 
documents to the next 
concerned office 
 

None 30 minutes Rosale Apat 

 Total None 7 hours  
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7. Review of Payroll ï Job Orders and Laborers 

Review of payroll ensuring completeness and propriety of supporting documents. 

Office or Division: City Accounting Office 

Classification: Simple 

Type of 
Transaction: 

Government to Government (G2G) 

Who may avail: Government Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

  
Job Order Employees 
 
2 Original Copies of  Payroll Journal 
3 Original Copies of Obligation Request 
1 Original Copy of duly accomplished DTR 
with complete supporting documents 
(Travel Order, whereabouts, Certificate of 
Appearance) 
1 Original Copy Accomplishment Report 
1 Certified Photocopy of Job Order 
1 Certified Photocopy of Hiring Plan (for 
first payment of wages during period of 
employment) 
1 Photocopy Activity Design   
 
 
Labor of Infrastructure Project  
2 Original Copies of  Payroll Journal 
3 Original Copies of Obligation Request 
1 Original Copy of Program of Works 
1 Original Copy of duly accomplished DTR 
with complete supporting documents (Log 
Sheet/Attendance Sheet) 
1 Certified Photocopy Authority of 
Employment 
1 Original Copy Statement of 
Accomplishment Report 
1 Original Copy Statement of Project 
Inspection Report 
1 Original Copy Certificate of Completion 
and Acceptance (if completed) 
1 Original Copy Certificate for Materials 
Consumed (if completed) 
 

 

 

 
 
City Human Resource Management Office 
Requesting Office 
City Human Resource Management Office 
 
Requesting Office 
 

Requesting Office 
Requesting Office 
Requesting Office 
 
 

Requesting Office 
 
 
 
 

City Human Resource Management Office 
City Budget Office  
City Engineerôs Office 

City Human Resource Management Office 
Requesting Office 
 

Requesting Office 
 

City Engineerôs Office 
 
City Engineerôs Office 
 

City Engineerôs Office 
 
City Engineerôs Office 
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CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
documents to 
receiving clerk for 
logging in 
 

1.1 Log In to eDTS None 1 hour Denver Almacen 
Michelle Bantigue 
Belen S. Sabacan 

 1.2 Review of payroll 
and certification by the 
City Accountant 
(certified only if in 
order) 
 
If not in order, return 
to requesting office for 
compliance of lacking 
documents 

None 12 hours  
Denver Almacen 
Michelle Bantigue 
Belen S. Sabacan 

 
 
 

2. Monitors the 
status of 
documents 

2. Forward reviewed 
documents to the next 
concerned office 
 

None 30 minutes Denver Almacen 
Michelle Bantigue 
Belen S. Sabacan 

  
Total 

 
None 

1 day, 6 hours 
and 30 

minutes 
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1. Farm Tractor Services 

Mechanize operation to hasten land preparation. 

Office or Division: City Agriculture Office 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: Farmers of the Island Garden City of Samal 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 Photocopy of Proof of land ownership/ 
stewardship 
 
1 Photocopy of Latest Community Tax 
Certificate (cedula) 
 
1 photocopy of Two (2) valid IDs 
 
For Plow Now Pay later Scheme 
 
1 Original Promissory Note 
 

Client 
 
 
City Treasurerôs Office or Respective Barangay 
 
 
 
Any authorized Office 
 
 
 
City Agriculture Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE PAID 
PROCESSING 

TIME 
PERSON RESPONSIBLE 

1. Arrange 
schedule for farm 
inspection. 

1. Conduct 
interview and 
arrange 
schedule of 
farm 
inspection. 
 

None 30 mins Engr. Michael M. Catayas 

2. Accompany 
farm tractor 
operator during 
farm inspection 
 

2. Conduct 
farm 
inspection and 
arrange 
schedule for 
plowing. 
 

None  30 minutes/ 
hectare 

Engr. Michael M. Catayas 
Engr. Allan Torculas 
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3. Conduct 
payment for the 
services rendered  
 
 
Cash 
transaction 
 
 
 
 
 
 
 
 
 
Apply for Plow 
Now Pay Later 
scheme 
 
  Accomplish 
Promissory Note 
 
 
Notarize 
Accomplished 
Promissory Note 
 

3.1. Issue 
Order of 
Payment 
 
 
3.2. Receive 
payment and 
issue OR 
 
 
 
 
 
 
 
 
3.3. Issue 
Promissory 
Note 
 
 
 

 
 

 
 

P 1,800  
Disc Plow 

 
P 1,500  Harrow 

 
Farmer shoulders 
fuel cost (during 

travel from garage to 
site and actual farm 

operation) 
 

5 mins. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

30 mins. 
 

 
 
 
 
 

 
 

 
 

Engr. Michael M. Catayas 
Jennifer Toyogon 

 
City Treasurerôs Office 

 
 
 
 
 
 
 
 
 
 
 
 

Engr. Michael M. Catayas 
 
 
 
 
 
 
 

City Legal Office 
 

 

4. Monitor actual 
plowing 
 

4. Conduct 
plowing of land 

None 1 hour / 
hectare 

Hilbert Taylaran 
Jean Paul Wong 

5. Return to 
CAGRO for 
recording 

5. Record 
transaction. 

None 10 mins. Engr. Michael M. Catayas 

 Total P 1,800  
Disc Plow 

 
P 1,500  Harrow 

 
Farmer shoulders 
fuel cost (during 

travel from garage 
to site and actual 
farm operation) 

 

2 hours and 
45 minutes 
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2. Fisherfolk Registration  
All fisherfolks of the island must be registered as per City Ordinance 2018-292 and 

RA 8550. 

Office or Division: City Agriculture Office 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: Fisherfolks of the Island Garden City of Samal 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 Original Copy of Barangay Certification 
(of his/her residency and certifies that he 
he/she is a fisherfolk). 
 

Respective Barangay 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Clients to 
register in the 
Visitors logbook. 
 

Validate client purpose. None 5  minutes Aurea A. Muaña 

2. Submit 
requirement. 

Validate requirement 
submitted. 

None 10  min. Aurea A. Muaña 

3. Fill ï up 
registration form 
and picture taking 
for Identification  
 

Interview fisherfolk and 
conduct picture taking  
 
Records the information 
of fisherfolk in the Fish-
R system 
 

None 20 mins. Aurea A. Muaña 

 Total None 35 minutes  
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3. Fishing Boat Registration 
All fisherfolks of the island w/ fishing boat 3 tons and below must be registered as 

per EO 305. 

Office or Division: City Agriculture Office 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: Fisherfolks of the Island Garden City of Samal 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
1 Original Copy of Fishing Boat 
Registration Form 
 
1 Original Copy of Barangay Certification 
 
1 Original Copy Police Clearance 
 
(Must bring their fishing boat for 
admeasurement) 
 

 
City Agriculture Office ï Fisheries and Aquatic 
Management Resources Division 
 
Respective Barangay 
 
 
Philippine National Police Office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Clients to 
register in the 
Visitors logbook. 
 

Validate if the client is a 
registered fisherfolk by 
checking the e-
masterlist 
 

None 5 min. Timothy P. Dollano 

2. Picture taking 
with the fishing 
boat. 

Admeasure fishing boat 
and taking picture with 
the owner. 
 

None  5 mins. Timothy P. Dollano 

3. Fill ï up 
registration form 
and picture taking 
for Identification 

Conduct Interview, 
compute tonnage 
capacity and receives 
accomplished 
registration form. 
 
Records the information 
of fisherfolk in the Fish-
R system 

None 5 mins. Aurea A. Muaña 

 Total None 15 minutes 
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4. Fishing Gears Permitting/Licensing 
All resident fishermen in the city must acquire fishing permits/license as per City 

Ordinance No. 2018-292. 

Office or Division: City Agriculture Office 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: Fisherfolks of the Island Garden City of Samal 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
1 Original Copy Barangay Certification 

¶ Must be a registered fisherfolk as 
per Fish-R System records 

 

 
Respective Barangay 
City Agriculture Office - Fisheries and Aquatic 
Management Resources Division 
 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Clients to 
register in the 
Visitors 
logbook and 
submit 
requirements. 

1. Validate if the client is a 
registered fisherfolk and the 
requirements submitted. 
 

Fees 
based on 

fishing 
gears 

used as 
per City 

Ordinance 
No. 2018 -

292 

5 mins. Aurea A. Muaña 

2. Fill- up 
fishing permit 
application 
form  

2. Interview and receives fishing 
permit application form.  
 
Give assessment of fees. 

5 mins. Aurea A. Muaña 

3. Bring 
assessment 
and payment 
to CTO. 

  City Treasurerôs 
Office 

4. Present OR 
to incharge 
 
4.1 Receive 
approved 
fishing 
permit/license 
and affix 
signature. 

4. Prepares and process approval of 
fishing permit/ license 
 
4.1 Release approved fishing 
permit. 

10 mins. Aurea A. Muaña 

 Total As may be 
assessed 

20 minutes  

 

  



 

47 

5. Technical Assistance Services 
Render technical assistance to clients. 

Office or Division: City Agriculture Office 

Classification: Simple 

Type of 
Transaction: 

Government to Citizen (G2C); Government to Business; Government 
to Government  

Who may avail: Citizens, Business Sector, Government Entities 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
1 Original Copy of Request Letter if 
assistance is rendered outside the office 
 

 
Client  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Clients to 
register in the 
Visitors logbook 

1. Assist client and refer 
to concern project 
coordinator/officer 
 

None 3 mins. Rotie Apat 
Hilbert Taylaran 

2.1 Approach 
project 
coordinator/concer
n officer (for walk- 
in clients) 
 
 
 
 
 
2.2 Accompany 
project 
coordinator/concer
n officer on site (for 
On- field clients) 

2. Conduct interview 
and answer client 
queries and provide 
technical 
recommendations. In 
case on site assistance 
is needed, schedule site 
visit. 
 
 
3. Answer client queries 
and provide technical 
recommendations. 

None 
 
 
 
 
 
 

 
 

None 

15 mins. 
 
 
 
 
 
 

 
 

2 hrs. 
 

High Value Crops 
Jimuel Rebigan 
Elenita Orcullo 

Ordiz Joy dela Madrid 
Mervill Pepito 

Rotie Apat 
 

Corn and Cassava 
Morris Albert 

Miguelles 
Rey Lopez 

Rey Navarro 
Hilbert Taylaran 
Jean Paul Wong 
Jennifer Toyogon 

 
Rice 

Engr Analea Zapanta 
Engr. Michael Catayas 

 
 Fisheries 

Junmark Millana 
Juniemar Montera 

Aurea Muaña 
Timothy Dollano 
Ariel Cabatingan 

 Total NOne 2 hours and 
18 minutes 
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6. Agri-Fishery Inputs Distribution 
Distribute or release agri-fishery inputs to qualified beneficiaries 

Office or Division: City Agriculture Office 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: Farmers of the Island Garden City of Samal 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 Photocopy of Proof of land ownership (Tax 
Declaration/Land Title/Deed of Sale/Ownerôs Consent) 
1 Photocopy of Latest Community Tax Certificate (cedula) 
1 Photocopy of One (1) valid Identification Card 
 

Client 
 
City Treasurerôs Office or Respective 
Barangay  
Any authorized office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Clients to 
register in the 
Visitors logbook. 

Assist client and refer to 
concern project 
coordinator/officer 
 

None 3 mins. Rotie Apat 
Hilbert Taylaran 

2. Approach project 
coordinator 
 
 
 
For  Free Inputs 

2.1 Fill-up 
necessary 
documents for the 
inputs distribution 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.1 Conduct interview 
and answer client 
queries. 
 
 
 
2.2 Receives 
accomplished  forms 
and release inputs 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

None 
 
 
 

None 

10 mins. 
 
 
 

20 mins. 

High Value Crops 

Jimuel Rebigan 
Elenita Orcullo 

Ordiz Joy dela Madrid 
Mervill Pepito 

Rotie Apat 
 

 
Corn and Cassava 

Morris Albert 
Miguelles 
Rey Lopez 

Rey Navarro 
Hilbert Taylaran 
Jean Paul Wong 
Jennifer Toyogon 

 
Rice 

Engr Analea Zapanta 
Engr. Michael Catayas 

 
 Fisheries 

Junmark Millana 
Juniemar Montera 

Aurea Muaña 
Timothy Dollano 
Ariel Cabatingan 
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2.2 For Inputs 
under Plant Now 
Pay later Scheme 
, fill-p proporma 
  

 
 
2.3 Advise client to go to 
City Legal Office for 
Notary 

3. Visit City Legal 
Office 

 
 
 

P 50.00  City Legal Office 
 

4. Return to 
CAGRO for 
receiving of inputs 

4. Record transaction 
and release/ distribute 
inputs. 

Cost may 
vary 

depending 
on the 
project. 

1 hr. High Value Crops 
Jimuel Rebigan 
Elenita Orcullo 

Ordiz Joy dela Madrid 
Mervill Pepito 

Rotie Apat 
 

 
 

Corn and Cassava 
Morris Albert 

Miguelles 
Rey Lopez 

Rey Navarro 
Hilbert Taylaran 
Jean Paul Wong 
Jennifer Toyogon 

 
Rice 

Engr Analea Zapanta 
Engr. Michael Catayas 

 
  

Fisheries 
Junmark Millana 

Juniemar Montera 
Aurea Muaña 

Timothy Dollano 
Ariel Cabatingan 

 

 Total Cost may 
vary 

depending 
on the 

project. 

1 hour and 33 
minutes 

 

 

  



 

50 

7. Certification (Permit to Cut fruit trees, Crop Productivity, etc.) 
Issuance of certificate (Permit to Cut fruit trees, Crop Productivity, etc.) 

Office or Division: City Agriculture Office 

Classification: Simple 

Type of Transaction: 
Government to Citizen (G2C); Government to Business (G2B); 
Government to Government (G2G) 

Who may avail: Citizens, Business Sector and Government Entities 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 photocopy of Proof of land ownership (Tax Declaration/Land 
Title/Deed of Sale/Ownerôs Consent) 
 
1 Photocopy of Barangay Certification 
 

Client 
 
 
Respective Barangay 
 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Visit City Agriculture 
Office and register in 
the Visitors logbook 
 

1. Assist client 
and refer to 
concern officer 

None 3 mins. Hilbert Taylaran 
Rotie Apat 

2. Consult concern 
officer. 

2. Conduct 
interview and 
schedule site 
visit and issue 
order of 
payment. 

None 
 
 
 

None 

15 mins. 
 
 
 

20 mins. 

Jimuel Rebigan 
Ordiz Joy dela Madrid 

Mervill Pepito 
 
 
 

3. Visit CTO for 
payment 

 P 50.00 
Inspection 

fee 
 

P 50.00 
Certification 

fee 

 City Treasurerôs Office 

4. Accompany 
concern officer to site. 
 

4. Conduct 
ocular/site 
inspection. 

None 2 hrs. Jimuel Rebigan 
Ordiz Joy dela Madrid 

Mervill Pepito 
 

5. Return to CAGRO 5. Issue/ 
release 
certificate 

None 5 min Jimuel Rebigan 
Ordiz Joy dela Madrid 

Mervill Pepito 
 

 Total P100.00 2 hrs and 43 
minutes 
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1. Declaration / Transfer of Real Property Ownership for Land, 

Building and Machineries 
Ensures that all newly acquired Real Properties including Land, Buildings, and 

Machineries in the City are properly recorded and declared for taxation purposes. 

 

Office or Division: City Assessorôs Office 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C); Government to Government (G2G) 

Who may avail: All stakeholders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

ü For Land 

1. 1 Deed of Conveyance such as: 
a. Deed of Absolute Sale 
b. Extrajudicial Settlement and Partition 
c. Deed of Donation, etcé 

2. 1 Approved Subdivision / Consolidation Plan (in case of 
subdivision / consolidation of real property) 

3. 1 Latest RPT Tax Clearance 
4. 1 Transfer Tax Receipt 
5. 1 Certificate of Authorizing Registration (CAR) from BIR 
6. 1 Photocopy of Title (OCT / KOT / TCT / CLOA No./ 

Homestead Patent) 
7. Complete Postal Address of the Registered Owner 
8. 1 Late Filing Fee (in case of late declaration of property) 
9. 1 Official Receipt 

 
ü For Building 

1. 1 Building Permit 
2. 1 Certificate of Occupancy 
3. 1 As Built Plan 
4. 1 Tax Declaration of Land 

 
ü For Machineries and Equipment 

1. 1 Proof of Acquisition Cost 
2. 1 Sworn of Statement (Stating the true and correct value 

or cost of machineries) 
 

 
Any Legal Office 
 
 
 
Client 
 
City Treasurerôs Office 
City Treasurerôs Office 
BIR 
Client 
 
Client 
Client 
City Treasurerôs Office 
 
 
City Engineering Office 
City Engineering Office 
City Engineering Office 
City Assessorôs Office 
 
 
Client 
Any Legal Office  
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1. Declaration / Transfer of Real Property Ownership for Land, 

Building and Machineries (conôt) 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 Secure priority 
number. 
 
 
 
1.1 Client fill-ups 
transaction 
request form. 
Submits required 
documents 
subject for 
examinations 
and verifications. 

1.1 all clientôs 
number to be 
served. Advice 
clients to fill-up 
transaction 
request form. 
 
1.2 Examines 
the 
documentary 
requirements 
for 
completeness, 
appropriateness 
and 
authenticity. 
Issues 
Acknowledgme
nt Receipt. 
 
 
1.3Prepares 
Order of 
Payment & 
Advice client to 
pay at City 
Treasurerôs 
Office. 
 

Php 50.00 for 
Tax Clearance 
 
Php 100.00 per 
Tax Declaration 
 
Php 100.00 for 
Late Filling per 
Title (If 
necessary) 

15 minutes Ma. Salve G. Gales 
Vincent Eric A. Silawan 

Nilo L. Laxina 
Ronaldo M. Llanes 

Wilfredo L. Dacer, Jr. 

2 Client pays the 
required fees at 
City Treasurerôs 
Office. 
 
 

2 CTO issues 
Official Receipt. 

 5 minutes City Treasurerôs Office 

3 Client submits 
Official Receipt 
to show proof of 
payment to the 
assessment in-
charge for the 
preparations and 
processing of 
real property 
assessment. 
 

3.1 Computes 
the appraisal 
and 
assessment of 
real property 
units involves. 
 

 

None 20 minutes 
per RPUs 

Ma. Salve G. Gales 
Vincent Eric A. Silawan 

Nilo L. Laxina 
Ronaldo M. Llanes 

Wilfredo L. Dacer, Jr. 
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 If conduct of 
ocular 
inspection of 
real property 
units is 
required, 
personnel will 
issue Notice to 
Declare (for 
clientôs 
signature) and 
Notice of 
Inspection 
containing the 
date and time of 
Inspection. 
 

None 1 day per 
Transactions 

Assessment Team 
(1 Staff from Appraisal 
and 1 Staff from Tax 

Mapping Section) 

 3.2 Assigning & 
Updating of 
property index 
number (PIN) 
and land 
boundaries. 
 

None 15 minutes 
per RPUs 

Engr. Alfred C. Damag,  
Walter D. Roferos 
Delzter P. Ledres 

 3.3 Encoding of 
FAAS. 

None 10 minutes 
per RPUs 

Gina Fe L. Frias 

 3.4 Review, 
Recommend, 
and Approval of 
FAAS. 
 

None 5 minutes 
per RPUs 

Engr. Ariel F. Arellano 
Engr. John Kenneth D. 

Enumerables 

4 Claim of Tax 
Declaration 
under the name 
of the new owner 
 

4 Logs book 
and releases 
Tax 
Declaration. 

None 5 minutes Gina Fe L. Frias 
Joan D. Telempros 

 Total As per 
Assessment 

1 day &75 
minutes per 
RPUôs (with 
ocular 
inspection) 
 
75 minutes 
per RPUôs 
(without 
ocular 
inspection 
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2. Reproduction of Tax Map and Lot Verification  
Enables clients to identify real property boundaries, locations, and ownership. 

 

  

Office or Division: City Assessorôs Office 

Classification: Simple 

Type of Transaction: 
Government to Citizen (G2C); Government to Government (G2G); 
Government to Business (G2B) 

Who may avail: All stakeholders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
One (1) Photocopy of Title or Tax Declaration 
One (1) Official Receipt 
 

 
Requesting Party 
City Treasurerôs Office 

CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 Secure 
priority 
number. 
 
1.2 Client 
fills-up 
transaction 
request form 
& submits 
requirements 
for 
verifications. 

1.1 Call clientôs 
number to be 
served. Advice 
clients to fill-up 
transaction request 
form.  
 
1.2 Verifies, 
identify, and 
locates real 
property locations 
and ownership and 
printing of tax map. 
 
1.3 Issues Payment 
Order Slip. Advice 
client to pay at City 
Treasurerôs. 

200.00 per Tax 
Map 

15 minutes 
per RPUôs 

Engr. Alfred C. Damag, 
Walter D. Roferos 
Delzter P. Ledres 

2 Client pays 
the required 
fees at City 
Treasurerôs 
Office. 

2 Issues Official 
Receipt. 

 5 minutes CTO 

3 Releasing 
of Tax Map. 

3 Logs book and 
releasing of Tax 
Map after the 
review and 
approval. 

None 5 minutes 

Delzter P. Ledres 

 
Total 200.00 

25 minutes 
per RPUôs 
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3. Issuance of Tax Declaration and Certifications 
Serves as principal documents or records of all real property information 

necessary for property tax assessments and for other various purposes (Bank 

Loans, Transfer of Titles and etc.) 

Office or Division: City Assessorôs Office 

Classification: Simple 

Type of Transaction: 
Government to Citizen (G2C); Government to Government (G2G); 
Government to Business (G2B) 

Who may avail: All stakeholders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
1. One (1) Photocopy of Land Title or Tax Receipt 
2. One (1) Official Receipt 

 
Requesting Party 
City Treasurerôs Office 
 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.1  Secure 
priority number. 
 
1.2 Client fills-up 
transaction 
request form of 
what specific 
certifications 
needed as per 
requirement for 
verifications and 
evaluations. 

1.1 Call clientôs 
number to be 
served. 
 
1.2 Advice 
clients to fill-up 
transaction 
request form & 
Verify records 
at data base. 
 
1.3 Issues 
Payment Order 
Slip. Advice 
client to pay at 
City Treasurerôs 
Office. 
 

P 100.00 
per Certifications 

10 minutes Joan D. Telempros 
Gina Fe L. Frias 

2. Client pays 
the required fees 
at City 
Treasurerôs 
Office. 

2 Issues Official 
Receipt. 

 5 minutes City Treasurerôs Office 

3 Client submits 
official receipt to 
the assessing 
officer for 
processing 
requested 
certifications. 

3.1 Prepares 
certifications 
requested. 

None 10 minutes Joan D. Telempros 
Gina Fe L. Frias 
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 3.2 Review, 
Verify & 
Approval of 
certifications 

None 5 minutes Engr. John Kenneth D. 
Enumerables 

Engr. Ariel F. Arellano 
Ma. Salve G. Gales 

Vincent Eric A. Silawan 
Rosemarie J. Ruiz 

4 Claims 
requested 
certification. 

4 Logs book 
and releases of 
the 
certifications to 
clients. 
 

None 5 minutes Joan D. Telempros 
Gina Fe L. Frias 

 Total Php 100.00 per 
certification 

35 minutes  
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CITY BUDGET OFFICE 
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1. Review of Obligation Requests (ObRôs) 
Processing of Obligation Requests (ObRôs) for various claims 
 

 

 
  

Office or Division: City Budget Office 

Classification: Simple 

Type of Transaction: Government to Government (G2G) 

Who may avail: All employees, clients and other concerned citizen 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
Kindly see attached table for List of 
Requirements per specific transaction 

 
Requesting Office 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submits 
documents with 
ObRôs  

1 Receives ObRôs with 
complete supporting 
documents. 
 

None 5 minutes 
Fe Oliverio 

Rey R. Galviso 
Lea Badilles 

Cristina Laxina 
Virgie Silawan 
Jasmine Chua 

Arlene Caboverde 
Edlyn Jan Tulauan 

2 Checks E-
DTS for the 
document 
status 

2.1 Records ObRôs as to 
appropriation and 
indicates the control 
number on the document 
and forwards the same 
for signature. 

None 

15 minutes 
(except during 
closing of 
accounts) 

 
2.2 Signs recorded ObR 
 

None 
5 minutes 
 

Jemelita Camaso  
Rey R. Galviso 

Lea Badilles 
 

 

2.3 Records and 
releases the documents 
to the clients or delivers it 
to CACCO. 
 

None 5 minutes Fe Oliverio 

 Total  None  30 minutes  
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2. Review of Obligation Requests (ObRôs) 
Checklist of Requirements 
 

Cash Advance - Travel Cash Advance ï Meals & Snacks, Supplies and 
Others 

V Obligation Requests (4 copies) 
V Disbursement Vouchers (3 copies) 
V Approved TO/IT (1 copy) 
V Invitation Letter / Memo for the travel (1 copy) 

V Obligation Requests (4 copies) 
V Disbursement Vouchers (3 copies) 
V Approved PR (1 copy) 
V Approved PPMP (1 copy) 
V Approved project  / training design (1 copy) 

 

Reimbursement - Travel Reimbursement ï Meals & Snacks, Supplies and 
Others 

V Obligation Requests (3 copies) 
V Disbursement Vouchers (2 copies) 
V Approved TO/IT (1 copy) 
V Invitation Letter / Memo for the travel(1 copy) 
V Official receipts (1 copy each) 

 

V Obligation Requests (3 copies) 
V Disbursement Vouchers (2 copies) 
V Approved PR (1 copy) 
V Approved PPMP (1 copy) 
V Approved PO (Above 2,000) (1 copy) 
V Approved project  / training design  
V Official Receipts (1 copy each) 

 

Payment to Supplier ï Supplies / Catering / 
Services 

Payment to Supplier ï Construction Materials 

V Obligation Requests (3 copies) 
V Disbursement Vouchers (2 copies) 
V Approved project / training design 
V Approved PR (1 copy) 
V Approved PPMP (1 copy) 
V Approved PO (1 copy) 
V Delivery Receipt / Cash Invoice  (1 copy) 

 

V Obligation Requests (3 copies) 
V Disbursement Vouchers (2 copies) 
V Approved POW (1 copy) 
V Approved PR (1 copy) 
V Approved PPMP (1 copy) 
V Approved PO (1 copy) 
V Delivery Receipt / Cash Invoice  (1 copy) 

3.3 Payment to Supplier ï Fuel & Lubricants Petty Cash ï Regular / Normal 

V Obligation Requests (3 copies) 
V Disbursement Vouchers (2 copies) 
V Statement of Account / Billing Statement (1 

copy) 
V Approved PR (1 copy) 
V Approved PPMP (1 copy) 
V Approved PO (1 copy) 

 

V Obligation Requests (3 copies) 
V Petty Cash Voucher (1 copy) 

 

Payroll ï Regular  Payroll ï Contract of Services / Job Orders 

V Obligation Requests (3 copies) 
V Payroll Journal (1 copy) 

V Obligation Requests (3 copies) 
V Payroll Journal (1 copy) 
V Contract of Service / Job Order (1 copy) 
V DTR (1 copy) 
V Accomplishment Report (1 copy) 
V Approved POW (Projects) (1 copy) 
V Approved Design (Programs) (1 copy) 
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3. Review of PRôs, PPMP, POWôs and Project ï Training Designs 
Processing of PRôs, PPMP, POWôs and Project ï Training Designs for various 

procurements 

 

Office or Division: City Budget Office 

Classification: Simple 

Type of Transaction: Government to Government (G2G) 

Who may avail: All employees, clients and other concerned citizen 

CHECKLIST OF REQUIREMENTS WHERE TO 
SECURE 

1. Purchase Requests (PRôs) with PR Slip  
PR (6 copies); PR Slip (2 copies) signed by the requesting office, 
with 1 copy of Approved POW (Projects) or 1 copy of Approved 
Design (Programs); Approved PPMP (1 copy) 
 

2. POWôs with Appropriation Slip 
4 Sets of POW, signed by the implementing office 
2 Appropriation Slip  

 

3. Project / Activity / Training Designs with Appropriation Slip 
4 set of project / activity / training designs, signed by the 
department head to which the project / training cost will be 
charged; 2 Appropriation Slip  

 

4. PPMPs with PPMP Slip ï PPMP  
6 sets of PPMPs; 2 copies of PPMP Slip 
 

Requesting Office 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 Submit PRôs, 
PPMP, POWôs 
and Project ï 
Training 
Designs for 
various 
procurements 
 
 

1 Receives documents 
with complete required 
signatory 
 

None 5 minutes 

Fe Oliverio 
Rey R. Galviso 

Lea Badilles 
Cristina Laxina 
Virgie Silawan 
Jasmine Chua 

Arlene Caboverde 
 

2 Checks E-
DTS for the 
document 
status. 

2.1 Records PRôs, 
PPMP, POWôs and 
Project ï Training 
Designs as to 
appropriation and 
forwards to authorized 
signatory. 
 

None 30 minutes  
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 2.2 Signs recorded PRôs, 
PPMP, POWôs and 
Project ï Training 
Designs 

None 5 minutes 
 

Jemelita Camaso 
Rey R. Galviso 

Lea Badilles 
 
 

 2.3 Records and 
releases the documents 
to: 
PR ï CTO 
PPMP ï BAC 
POW ï CADO 
Project / Training Design 
ï CPDO 
 

None  5 minutes 

Lea Badilles 
Cristina Laxina 
Virgie Silawan 
Jasmine Chua 

Arlene Caboverde 
Fe Oliverio 

 TOTAL None  45 minutes 
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4. Processing of Hiring Plans and Job Orders 
Internal 

Processing of Hiring Plans/Job Orders for Contract of Service 

 

 

 

Office or Division: City Budget Office 

Classification: Simple 

Type of Transaction: Government to Government (G2G) 

Who may avail: Concerned Offices 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

¶ 3 copies - Set of Hiring Plans 

¶ 3 copies - Job Orders with 1 copy of approved 
hiring plan 
 

Requesting Office 
Requesting Office 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 Submits 
hiring plans/job 
orders  

1 Receives hiring 
plans/job orders with 
required signature. 

None 5 minutes 
 

2 Checks E-
DTS for the 
document 
status. 

2.1 Records hiring 
plans/job orders as to 
appropriation and 
forwards the same for 
signature. 
 

None 15  minutes 
Rey R. Galviso 

Lea Badilles 
 
 

 2. Signs recorded hiring 
plans/job orders. 

None  5 minutes 
 

Jemelita Camaso 
Rey R. Galviso 

Lea Badilles 
 

 2.3 Records and 
releases the documents 
to the clients or deliver it 
to CMO 
 

None  5 minutes 

 

 
 

Total  None  30 minutes  
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5. Review of Barangay Budget 
External 
Review of Barangay Annual and Supplemental Budget 
 

 

 

 

 

Office or Division: City Budget Office 
Classification: Complex 

Type of Transaction: Government to Government (G2G) 
Who may avail: Barangay Government Units 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 

¶ 1 Copy of Barangay Annual or Supplemental 
Budget 
 
 

 
City Budget Office 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 Submits a 
copy of their 
Barangay 
Annual or 
Supplemental 
Budget. 
 

1.1 Receives the 
Barangay Annual or 
Supplemental Budget  

None 5 minutes 

Edlyn Jan A. 
Tulauan 

 

 2.0  Reviews the 
Barangay Annual or 
Supplemental Budget 
 
2.1 Prepares Budget 
Analysis 
 
2.2 Prepares 
endorsement of 
Barangay Budget  
 

None 16 hours 
 
 
 

4 hours 
 
 

4 hours 

Edlyn Jan A. 
Tulauan 

 

 3. Endorse to SP for 
approval/confirmation or 
return to Barangay 
concerned for revision. 
 

None 25 minutes 
 

Jemelita Camaso  
Rey Galviso 

 TOTAL None 24 hours & 30 
minutes 
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CITY CIVIL REGISTRARôS OFFICE 
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1. Certified Photocopy Of Certificate Of Live Birth (COLB) 

Certificate Of Marriage (COM) & Certificate Of Death (COD) 
This service provides certified photocopy of certificate of live birth, certificate of 
marriage and certificate of death. 
 

Office or Division: City Civil Registrarôs Office 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C)  

Who may avail: All stakeholders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. 1 Valid Id  
2. 1 original copy of SPA or Authorization from the Document 

Owner, if requested through a representative  (RA 10173) 

Requesting party 
Requesting party 

CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 Inquires for 
the availability 
of the record 

1.0 Verifies 
/scans requested 
civil documents 
in the system or 
manual 
verification 
 
1.1 If document 
is available, 
issues of 
Payment Order 
Slip. 
 

75.00 
(first 
copy) 

 
20.00  

(addition
al copy) 

30 minutes Leah C. Bacus 
 

Maria Liza E. CaŔas 
 

Jerrebelle R. Seballa 
 

Joel L. Padillo 

2. Pays 
necessary 
fees at the 
Treasurerôs 
Office 

2 Prints, reviews 
(section head 
and Dep. Head) 
and signs the 
requested civil 
documents 
 

3 Signs the 
logbook for 
the release of 
the requested 
documents 

3 Releases the 
certified civil 
document 

 Total As may 
be 

needed 

30 minutes  
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2. Legitimation 
This service provides a remedy by means of those who in fact were not born in 

wedlock and should, therefore, be considered illegitimate, are, by fiction, 

considered legitimate, it being supposed that they were born when their parents were  

already validly married 

Office or Division: City Civil Registrarôs Office 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C)  

Who may avail: All stakeholders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. 1 original copy of Joint Affidavit of Legitimation 
2. 1 original copy of Affidavit of Paternity/Acknowledgement 
3. 1 original copy of Advisory on Marriages 
4. 1 original copy of Birth Certificate of the Child 
     * If born on Island Garden City of Samal 
     * If not born in  Island Garden City of Samal 
5. 1 original copy of Marriage Certificate of the Parents 
     * If born on Island Garden City of Samal 
     * If not born in  Island Garden City of Samal 
 
6. Prepaid Registered Mail or LBC Prepaid Pouch  

 

Any Legal Office 
Any Legal Office 
Philippine Statistics Authority 
 
City Civil Registrar 
Philippine Statistics Authority 
 
City Civil Registrar 
Philippine Statistics Authority 
 
 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Presents the 
requirements or 
documents to the 
personnel in-charge 

1.0 Evaluates the 
documents 

 
1.1 Interviews the  
      client 
 
1.2 Processes of 

documents for 
legitimation 

 
1.3 Reviews the 

completeness 
of the 
documents 
(Division 
Head) 

1.4 Issues 
Payment Order 
Slip 
 

  Leah C. Bacus 
Maria Liza E. CaŔas 
Jerrebelle R. Seballa 
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2.0 Pays necessary 
fees at the 
Treasurerôs Office 
 
Pays Postal Money 
Order at Post Office 
or provides LBC pre 
ï paid pouch 
 
 
2.1 Presents 
Official Receipt/s to 
the Civil Registrarôs 
Office 

2 Approves the 
document 
(Department 
Head) and 
releases the 
document 

Php 
600.00 

 Leah C. Bacus 
Maria Liza E. CaŔas 
Jerrebelle R. Seballa 

Joel L. Padillo 

 3 Mails of the 
Documents to 
Philippine 
Statistics 
Authority, Quezon 
City 
 

Php 
196.00 

 Leah C. Bacus 
Maria Liza E. CaŔas 
Jerrebelle R. Seballa 

 

 

 Total Php 
796.00 

4 hours  
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3. Affidavit to Use the Surname of the Father 
Under R.A. 9255, the surname of the father may be used by an illegitimate child if 

the child is acknowledged by the father through AAP or PHI and execution of 

AUSF by the mother. 

Office or Division: City Civil Registrarôs Office 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C)  

Who may avail: All stakeholders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. 1 original copy of Affidavit to Use the Surname of the 

Father to be executed by the mother or by the child ages 
7 ï below 18, with attestation by the mother or by the 
child if of legal age. 

2. 1 original copy of Affidavit of Paternity/Acknowledgement 
or Private handwritten instrument supported by two 
public documents showing the filiation. 

3. 1 original copy of Birth Certificate of the Child 
4. Prepaid Registered Mail or LBC Prepaid Pouch  

 

Any legal office  
 
 
 
Any legal office  
 
 
Any legal office  
 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 Presents the 
document to the 
personnel in-charge 

1.0 Evaluates the 
completeness 
of the 
documents 

 
1.1 Interviews the  
      client 
 
1.2 Prepares the 

Affidavit To 
Use The 
Surname Of 
The Father 
(AUSF) 
documents, 
annotation and 
transmittal 

 

  Ken Ibarra 
Maria Victoria Pichon 

Ruby Badayos 
Joel Padillo 

2 Reviews the 
AUSF documents 

2 Prepares the 
Payment Order 
Slip 

  Ken Ibarra 
Maria Victoria Pichon 

Ruby Badayos 
Joel Padillo 
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3 Pays fees at the 
Treasurerôs Office  

3 Prepares the 
document for 
mailing 
 
 
 

Php 550.00  City Treasurerôs 
Office 

4 Presents Official 
Receipt/s to the 
Civil Registrarôs 
Office 
 
Pays Postal Money 
Order at Post Office 
or provides LBC pre 
ï paid pouch  
 

3.0 Approves the 
document 
(Department 
Head) and 
releases the 
document 
 
3.1 Mails of the 
Documents to 
Philippine 
Statistics 
Authority, Quezon 
City 
 

 
 
 
 

Php 196.00 

 Ken Ibarra 
Maria Victoria Pichon 

Ruby Badayos 
Joel Padillo 

 Total Php 
746.00 

 

4 hours  
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4. Registration of Marriage 
This service is availed by couples who wish to register for marriage  

 

 

  

Office or Division: City Civil Registrarôs Office 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C)  

Who may avail: All stakeholders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
1 copy of  Certificate of  Marriage  

 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 Presents the 
documents to the 
personnel in-charge 

1.0 Reviews the 
Certificate of 
Marriage to be 
registered and 
assigns 
registration 
number. 
 
1.1 Issues 
Payment Order 
Slip 
 

 15 minutes Ken Ibarra 
Josephine Rafailes 

Ruby Badayos 
Maria Victoria Pichon 

2 Pays necessary 
fees at the 
Treasurerôs Office 

2. Approves of civil 
registry 
documents by the 
CCR 
 
 
 

Php50.00 10 minutes Joel L. Padillo 

3 Signs the logbook 
for the release of 
the documents 

3 Releases 
Marriage 
Certificate  
 

 5 minutes Josephine Rafailes 
Ruby Badayos 

Maria Victoria Pichon 

 Total Php 50.00 30 minutes  



 

72 

5. Court Order 
Court Order (Annulment, Divorce, Adoption, Cancellation, Presumptive Death,  

Foundlings) 

Office or Division: City Civil Registrarôs Office 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C)  

Who may avail: All stakeholders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. 1 copy of Court Decision 
2. 1 copy of Entry of Judgement 
3. 1 copy of Certificate of Finality 
4. 1 copy of Certificate of Registration 
5. 1 copy of Certificate of Authenticity 
6. Prepaid Registered Mail or LBC Prepaid Pouch  

 

Court  
Court 
Court 
 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 Presents the 
document to the 
personnel in-
charge 

1.0 Evaluates the 
documents 
 

1.1 Interviews the client 
Effects the Court Order to 
the Civil Documents.  
 

1.2 Reviews the Court 
Order Paper by the 
Division Head 
 

1.3 Issues of Payment 
Order Slip. 
Approves of Documents 

  Leah C. Bacus 
Maria Liza E. 
CaŔas 

Jerrebelle R. 
Seballa 

Noel P. Cal 
Joel L. Padillo 

2 Payments of 
fees at the CTO  
 
Pays Postal 
Money Order at 
Post Office or 
provides LBC pre 
ï paid pouch  
 

2 Prepares the document 
for mailing 

525.00 

 Leah C. Bacus 
Maria Liza E. 
CaŔas 

Jerrebelle R. 
Seballa 

 
Noel P. Cal 

Joel L. Padillo 

 3 Mail the documents to 
Philippine Statistics 
Authority, Quezon City. 

196.00   

 Total Php 
721.00 

4 hours  
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6. Supplemental Report 
Supplemental Report 

Office or Division: City Civil Registrarôs Office 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C)  

Who may avail: All stakeholders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. 1 copy of Affidavit of Supplemental Report 
2. Any two of the following: 

¶ Baptismal Certificate 

¶ Voterôs Registration Record  

¶ School Record 

¶ Driverôs License 
3. 1 copy of Marriage Contract of parents (for single) 
4. 1 copy of Marriage Contract (for married applicant) 
5. Prepaid Registered Mail/ LBC Prepaid Pouch 

 

 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 Presents 
the 
document to 
the 
personnel in-
charge 

1.0 Evaluates the 
documents 
1.1 Interviews the client 
1.2 Processes 
documents for 
legitimation 
1.3 Reviews for the 
completeness of the 
documents ï Division 
Head 
1.4 Issues of Payment 
Order Slip (Postal Money 
Order at Post Office, 
Fees to CTO, LBC pre ï 
paid pouch) 

  Leah Bacus 
Maria Liza CaŔas 
Jerrebelle Siballa 

2 Pays fees 
at the 
Treasury 
Office 

2 Approval of Dep. Head 
and release the 
document. 

275.00  Leah Bacus 
Maria Liza CaŔas 
Jerrebelle Siballa 

 3 Mailing of the 
Documents to PSA, 
Quezon City. 

196.00  Leah Bacus 
Maria Liza CaŔas 
Jerrebelle Siballa 

 Total Php 
471.00 

4 hours  
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7. Correction of Clerical Error 

Petition for correction of clerical error of certificate of live birth, certificate of marriage, 

and certificate of death. 

Office or Division: City Civil Registrarôs Office 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C)  

Who may avail: All stakeholders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. 1 copy of documents subject for correction (PSA and 

LCRO copy) 
2. At least 2 public or private documents upon which the 

correction shall be based, such as: Baptismal Certificate, 
COMELEC Record, Marriage Contract, School Record, 
Employment Record, GSIS Record, Driverôs License, 
Bank Passbook, Insurance, Land Title, SSS Record, 
COLB of Children, Medical Record, Birth Records of 
Ascendants 

3. 1 copy of Special Power of Attorney (for petition filed by 
other person) 

4. Prepaid Registered Mail or Prepaid LBC Pouch 

 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 Present the 
document to the 
personnel in-
charge 

1 Evaluate the 
documents. 
Interview the client 
and prepare the 
petition. 

  

Joel  L. Padillo 
Noel P. Cal 

2 Review the 
prepared petition 

2 Prepare the 
Payment Order Slip 

  
Joel  L. Padillo 

Noel P. Cal 

3 Payment of fees 
at the City 
Treasurerôs Office 

3 Accept Payment 
and release Official 
Receipt 

Php 
1,000.00 

 

CTO 

4 Go back to 
CCRO and 
present Official 
Receipt 

4.0 Encode the 
receipt number in 
the document. 
 
4.1 Print Petition 
and give to the 
Client for lawyerôs 
verification 

  

Joel  L. Padillo 
Noel P. Cal 
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5 Proceed for 
verification at the 
CLO or PAO or 
any private 
lawyers 
 

5 Receive the 
verified petition for 
recording by the 
LCR 

  

Lawyer 

6 Go back to City 
Civil Registrarôs 
Office for 
submission. 
Provide clientôs 
contact number 
for feedback. 

6 Receive 
documents and 
check completion of 
signatures. Enrol in 
the Book of Records 
and provide Control 
Number.  
Release of Clientôs 
Copy. 
 

  

Joel  L. Padillo 

 Total Php 
1,000.00 

8 hours  
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8. Change of First Name 
Petition of change of first name under Republic Act 9048. 

Office or Division: City Civil Registrarôs Office 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C)  

Who may avail: All stakeholders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Certified machine copy of COLB, COM, COD containing 

the alleged erroneous entry/ies.  
[] from the LCRO where the event was registered or 
[] from PSA in case the LCRO does not have the copy  
anymore or 
[]CTC of the page of the registry book from the LCRO in 
case where both LCRO & PSA do not have a copy 

2. At least 2 public or private documents upon which the 
correction shall be based, such as: Baptismal Certificate, 
COMELEC Record, Marriage Contract, School  Record, 
Employment Record, GSIS Record, Driverôs License, 
Bank Passbook, insurance, Land Title, SSS Record, 
COLB of Children, Medical Record, Birth Records of 
Ascendants 

3. Special Power of Attorney (for petition filed by other 
person) 

4. Clearance or certification that the document owner has 
no pending administrative, criminal and civil case from: 
[] National Bureau of Investigation (NBI) 
[] Philippine National Police (PNP) 
[] Business Permit, if own business 
[] Employer, if employed 
[] If unemployed, Affidavit of unemployment and no 
pending civil, criminal and administrative case 

1. Prepaid Registered Mail or LBC Prepaid Pouch 

 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 Present the 
document to the 
personnel in-charge 

1 Evaluate the 
documents. 
Interview the client 
and prepare the 
petition. 
 

  

Joel  L. Padillo 
Noel P. Cal 

2 Review the 
prepared petition 

2 Prepare the 
Payment Order 
Slip 
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3 Payment of fees 
at the City 
Treasurerôs Office 

3 Accept Payment 
and release 
Official Receipt 
 
 
 

Php 
3,000.00 

 

CTO 

4 Go back to CCRO 
and present Official 
Receipt 

4.0 Encode the 
receipt number in 
the document. 
 
4.1 Print Petition 
and give to the 
Client for lawyerôs 
verification. 
 

  

Joel  L. Padillo 
Noel P. Cal 

5 Proceed for 
verification at the 
CLO or PAO or any 
private lawyers 

5 Receive the 
verified petition for 
recording by the 
LCR 
 
 

  

 

6 Go back to City 
Civil Registrarôs 
Office for 
submission.  
Provide clientôs 
contact number for 
feedback. 

6.0 Receive 
documents and 
check completion 
of signatures.  
 
6.1 Enrol in the 
Book of Records 
and provide 
Control Number. 
 
6.2  Release of 
Clientôs Copy. 
 

  

Joel  L. Padillo 

 Total Php 
3,000.00 

8 hours  
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9. Correction of Clerical Error in the Day & Month and Sex in the 

Certificate of Live Birth 
Petition of correction of clerical error in the day & month and sex in the birth certificate 

under RA 10172. 

  

Office or Division: City Civil Registrarôs Office 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C)  

Who may avail: All stakeholders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Certified true copy of the birth certificate  or certified 

transcription or certified true copy of the page in the 
registry book containing the entry/ies sought to be 
corrected:(both the PSA and LCRO shall be submitted to 
determine consistency of entries in both copies) 

2. Earliest school record or earliest school documents; 
(in the petitioner /document owner never entered school, 
an affidavit to that effect shall be submitted) 

3. Medical Records ( If the petitioner/document owner has 
no medical records, an affidavit to that effect shall be 
submitted) 

4. Baptismal Certificate (  if the petitioner/document owner 
has no baptismal certificate, an affidavit to that effect shall 
be submitted) 

5. Clearance or a certification that the document owner 
has no pending administrative , civil or criminal case 
from the following:  [] NBI    []PNP   [] Employer, if 
employed  []    if not employed, Affidavit of non-
employment and has no pending administrative, civil and 
criminal case. 

6. Prepaid Registered Mail or LBC Prepaid Pouch 
 
Additional Requirements (for Correction of Sex) 

¶ Medical certification from government physician that the 
petitioner has not under gone sex change 

¶ Certification from C/MCR of authenticity of the medical 
certification issued by government physician 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 Present the 
document to the 
personnel in-charge 

1.1 Evaluate the 
documents. 
 
1.2 Interview the 
client and prepare 
the petition. 

  Joel  L. Padillo  
Noel P. Cal 

2 Review the 
prepared petition 

2 Prepare the 
Payment Order 
Slip 

  
Joel  L. Padillo  

Noel P. Cal 

3 Payment of fees 
at the City 
Treasurerôs Office 

3 Accept Payment 
and release 
Official Receipt 
 

Php 
3,000.00 

 

CTO 

4 Go back to CCRO 
and present Official 
Receipt 

4 Encode the 
receipt number in 
the document. 
 
4.1 Print Petition 
and give to the 
Client for lawyerôs 
verification. 
 

  

Joel  L. Padillo  
Noel P. Cal 

5 Proceed for 
verification at the 
CLO or PAO or any 
private lawyers 

5 Receive the 
verified petition for 
recording by the 
LCR 
 

  

Lawyer 

6 Go back to City 
Civil Registrarôs 
Office for 
submission.  
 
Provide clientôs 
contact number for 
feedback. 

6.0 Receive 
documents and 
check completion 
of signatures.  
 
6.1Enrol in the 
Book of Records 
and provide 
Control Number.  
 
6.2 Release of 
Clientôs Copy. 

  

Joel  L. Padillo 

 Total Php 
3,000.00 

8 hours  
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10. Application for Marriage License  
Application for Marriage License. 

Office or Division: City Civil Registrarôs Office 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C)  

Who may avail: All stakeholders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Certificate of No Marriage (both parties) 
2. Birth certificate (both parties) 
3. Certificate of Pre-Marriage Counselling (City Health 

Office) 
4. 1 Valid Id of applicants (photocopy) 
5. 18-20 yrs old (Fatherôs consent, signature) 
6. 21-24 yrs old (Parentôs advice, signature) 
 

If one party is foreigner: 
1. Legal Capacity from Embassy/Consulate 

2. Passport  

3. If divorced: Original/Certified Copy of Court 

Order/Divorce Paper 

4. If Widow: Certified Copy of Death Certificate of previous 
spouse 

 
 
 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 Present the 
required documents 
to the personnel in-
charge 

1 Interview both 
parties for the 
information 
needed  
Issuance of 
Payment Order 
Slip 
 

 10 minutes Ken Ibarra 
Ruby Badayos 

Maria Victoria Pichon 
Josephine Rafailes 

2 Payment of fees 
at the Treasurerôs 
Office 

2.0 Preparation of 
Application of 
Marriage License 
(AML)  and other 
supporting 
documents 
 
 
 

 15 minutes Ken Ibarra 
Ruby Badayos 

Maria Victoria Pichon 
Josephine Rafailes 
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 2.1 Review and 
approval of 
Application of 
Marriage License 
(AML) 
Assign Registry 
Number of the 
document. 
 

 15 minutes Joel L. Padillo 
Noel Cal 

 2.2 Posting for 10 
days at the CCR 
Bulletin Board for 
any legal 
impediment to 
such marriage 
 

 10 days Ken Ibarra 
Ruby Badayos 

Maria Victoria Pichon 
Josephine Rafailes 

 2.3 Sign the 
Marriage License 
 

 5 minutes Joel L. Padillo 
Noel Cal 

3 Claim the 
approved Marriage 
License and sign in 
the Logbook 
 

3 Sorting and 
Releasing of 
Marriage License 

 10 minutes Ken Ibarra 
Ruby Badayos 

Maria Victoria Pichon 
Josephine Rafailes 

 Total    
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11. Registration of Death  
Registration of Death 

Office or Division: City Civil Registrarôs Office 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C)  

Who may avail: All stakeholders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
 
1 copy of Certificate of death Form (on time)  

 

 
, Clinic/Hospital 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 Present the 
documents to the 
personnel in-charge 

1.0 Interview client 
for data gathering 
and preparation of 
death certificate 
for Clinics, Lying ï 
in and Funeral. 
 
1.1 Issuance of 
Payment Order 
Slip 
 

 15 mins 
 

Ken Ibarra 
Ruby Badayos 

Maria Victoria Pichon 
Josephine Rafailes 

2 Payment of fees 
at the Treasurerôs 
Office 

2.0 Advise client to 
go to the City 
Health Office for 
the signature of 
Certification of 
Death 
Assign Registry 
Number of the 
document. 
 

Php 400.00 20 mins City Treasurerôs 
Office 

 2.1 Review and 
Approval of civil 
registry 
documents by the 
CCR 
 

 5 mins Joel L. Padillo 
Noel Cal 

Maria Victoria Pichon 
 

Sign the logbook for 
the release of the 
documents 

Sorting and 
Releasing of the 
death certificate 

 10 mins Ken Ibarra 
Ruby Badayos 

Maria Victoria Pichon 
Josephine Rafailes 

 Total Php 
400.00 

50 minutes  
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12. Registration of Birth 
Registration of Birth 

 

 

  

Office or Division: City Civil Registrarôs Office 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C)  

Who may avail: All stakeholders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
 
1 copy of Certificate of Birth Form (on time) 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 Present the 
required documents 
to the personnel in-
charge 

1.0 Interview the 
client for data 
gathering and 
preparation of birth 
certificate 
 
1.1 Issuance of 
Payment Order 
Slip 
 
1.2 Assign 
Registry Number 
of the document. 

 15 mins Ken Ibarra 
Ruby Badayos 

Maria Victoria Pichon 
Josephine Rafailes 

2 Payment of fees 
at the Treasurerôs 
Office 

2 Review and 
Approval of civil 
registry 
documents by the 
CCR 
 
 

Php 100.00 15 mins Joel L. Padillo 
Noel Cal 

Maria Victoria Pichon 

3 Sign the logbook 
for the release of 
the documents 

3 Sorting and 
Releasing of the 
birth certificate 

 10 mins Ken Ibarra 
Ruby Badayos 

Maria Victoria Pichon 
Josephine Rafailes 

 

 Total Php 
100.00 

8 hours  
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13. Late Registration of Birth / Death/ Marriage 
Late registration of birth/death/marriage. 

Office or Division: City Civil Registrarôs Office 

Classification: Highly Technical 

Type of Transaction: Government to Citizen (G2C)  

Who may avail: All stakeholders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
REQUIREMENTS / DOCUMENT TO BE PRESENTED BY 
CLIENTS 
Birth Certificate:                                                                                    

1. Any two of the following:                                            
[] Baptismal Certificate                                              
[] School Record ï Form 137 
[] Voterôs Certification (COMELEC) 
[] SSS Record 
[] Employment/Service Record 
[] Barangay Certification 
[] Immunization Card 

2. PSA Negative Certification 
3. Marriage Contract (for married parents) 
4. Affidavit of two(2) disinterested persons (witnesses) 
5. CEDULA of applicant/valid ID 
6. Signature of Father of the child (for unmarried parents) 
7. Signature of Midwife/Hilot 

 
Death Certificate: 

1. PSA negative certification of Death 
2. Burial Certification 
3. Barangay Certification 
4. Picture of Lapida/Cross of the deceased 
5. Affidavit of two disinterested persons (witnesses) & 

Additional Affidavit 
6. Cedula and Valid ID of applicant 

 
Marriage Certificate: 

1. PSA negative certification of Marriage 
2. Affidavit of two disinterested persons (witnesses)  
3. Certification of Marriage from the Solemnizing Officer 
4. Duly filled-up Marriage Certificate Form (MF97)  
5. Valid ID of applicant 

 
 
 
 
 
 

 

CLIENT STEPS AGENCY FEES TO PROCESSING PERSON 
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ACTIONS BE PAID TIME RESPONSIBLE 
1 Present the 
necessary 
documents to the 
personnel in-charge 
in the registration 

1.0 Interview the 
client for data 
gathering and 
preparation of 
Certificate of Live 
Birth 
(COLB)/Certificate 
of Death 
(COD)/Certificate 
of Marriage(COM) 
Advise Client to go 
to the City Legal 
Office  for the 
affidavit  of 
delayed 
registration 
 
1.1Issuance of 
Payment Order 
Slip 

 40 mins Ken Ibarra 
Ruby Badayos 

Maria Victoria Pichon 
Josephine Rafailes 

2 Payment of fees 
at the Treasurerôs 
Office 

2.0 Posting for 10 
days of civil 
registry document 
Assign Registry 
Number of the 
document. 
 

 10 days Ken Ibarra 
Ruby Badayos 

Maria Victoria Pichon 
Josephine Rafailes 

 2.1 Review and 
Approval of civil 
registry document 
by the CCR 

 10 mins Joel L. Padillo 
Noel Cal 

Maria Victoria 

3 Sign the logbook 
for the release of 
the requested 
documents 

3 Sorting and 
Releasing of the 
approved civil 
document 

 10 mins Ken Ibarra 
Ruby Badayos 

Maria Victoria Pichon 
Josephine Rafailes 

 Total Php 
3,000.00 

10 days, 
1 hour 
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14. 2nd Endorsement ï Request of Corrected Civil Registry 

Documents From Philippine Statistics Authority 
This service updates the Civil Registry Records of an individual. 

 

Office or Division: City Civil Registrarôs Office 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C)  

Who may avail: All stakeholders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
 

1. Payment of P 671.00. 
2. Prepaid Registered Main or LBC Prepaid Pouch  

 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 Visit City Civil 
Registrarôs Office 

1.0 Assist client.  
1.1 Issue Payment 
Order Slip and 
request client to 
go get 
Postal Money 
Order at the Post 
Office. 

Php 475.00 

 

Noel P. Cal 

2 Payment of fees 
at the Treasurerôs 
Office 

2 Receive 
payment and issue 
Official Receipt 

Php 196.00 
Php 155.00 
Civil Registry 
Document in 
Security paper 
 
Php 
41.00Service 
Fee 

 

CTO 

3 Photocopy the 
Official Receipt. 
Submit the OR 
photocopy and the 
Postal Money 
Order to the Civil 
Registrarôs Office. 

3.0 Prepare the 
annotation of the 
Civil Registry 
Documents.  
 
3.1 Preparation of 
other attachments. 

  Leah C. Bacus 
Maria Liza E. CaŔas 
Jerrebelle R. Seballa 

 
Noel Cal 

 

4 Send the 
documents to 
Philippine 
Statistics Authority  

  

Noel Cal 

 Total Php 671.00 8 hours  
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CITY ENGINEERôS OFFICE 
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1. Building Permit Applications 
Building Permit application prior to Building Construction 
 

1. Five (5) photocopy Certified true copy of Transfer 
Certificate Of Title (OCT) / Transfer Certificate Of Title (TCT)  

IF THE APPLICANT IS NOT THE OWNER OF THE LOT: 

¶ Five (5) photocopy of Contract Of Lease  

¶ Five (5) photocopy of Deed Of Absolute Sale  

¶ Five (5) photocopy of Lot Ownerôs Consent  
 

Registry of Deeds / Lot 
Owner  
 
Lot Owner  
Lot Owner  
Lot Owner 

2. BUILDING PLAN (Sign and Sealed by respective Engineers 
and Architect): 

¶ Five (5) original copy of Architectural Documents  

¶ Five (5) original copy of Civil/Structural Documents 

¶ Five (5) original copy  of Electrical Documents  

¶ Five (5) original copy of Mechanical Documents 

¶ Five (5) original copy of Sanitary Documents   

¶ Five (5) original copy of Plumbing Documents  

¶ Five (5) original copy of Electronics Documents  

¶ Five (5) original copy of Geodetic Documents  

¶ Fire Protection Plan (If applicable) 

 
 
Private Engineering or 
Architectural Firms, 
Private Engineers and/or 
Private Architects, 
Private Geodetics 

3. Five (5) original copy of Estimated value of the Building or 
Structure to be erected as declared by the owner or applicant 
and duly notarized  

 

Private Engineering or 
Architectural Firms, 
Private Engineers and/or 
Private Architects 
 

4. Three (3) photocopies of valid licenses of all involved signing 
professionals 

Private Engineering or 
Architectural Firms, 
Private Engineers and/or 
Private Architects 

5. Zoning Certification (1 Original, 2 Photocopy) City Planning and 
Development Office / 
Zoning Section 

6. Locational Clearance (1 Original, 2 Photocopy) City Planning and 
Development Office / 
Zoning Section 

7. Barangay Construction Clearance(1 Original, 3 Photocopy) Barangay Hall (where 
the proposed 
construction will be built) 

Office or Division: CITY ENGINEERS OFFICE 

Classification: Complex 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
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8. Mayorôs Certification (1 Original, 2 Photocopy) City Mayorôs Office ï 
Business Regulatory 
Division 

9. Fire Safety Evaluation Clearance (FSEC) (1 Original, 2 
Photocopy) 

Bureau of Fire Protection 
(BFP) 

10. Tax Declaration (1 Original, 2 Photocopy) City Assessorôs Office 

11. Tax Clearance (1 Original, 2 Photocopy) City Treasurerôs Office 

12. Other Clearances from National Agencies (If applicable) 
 

 

CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

Submission 
of Application 

Forms and 
Documentary 
Requirement

s 

Evaluates as to 
completeness of 

required 
documents and 

Issuance of Claim 
Stub 

None 

1 day 

Ms. Kathleen R. Rebong 
Mr. Aquilino C. 
Batindaan 

Evaluation, 
Inspection, 

Assessment and 
Back Room 
Operation 

None 

3 days 

Engr. Milo J. Egagamao 
Engr. Ryan B. Dombase 
Engr. Sherween Anne V. 
Almazan 

Issuance of Order 
of Payment 

See attached 
NEW 

SCHEDULE OF 
FEES AND 

OTHER 
CHARGES OF 
THE REVISED 
IMPLEMENTIN
G RULES AND 
REGULATIONS 
(IRR) OF THE 

NATIONAL 
BUILDING 

CODE OF THE 
PHILIPPINES 

(PD 1096) 

2 hrs. 

Engr. Milo J. Egagamao 
Engr. Ryan B. Dombase 
Engr. Sherween Anne V. 
Almazan 

Receipt and 
Payment of 
Fees and 
Charges 

Issuance of Official 
Receipt 

None 4 hrs.  

CTO 

Claiming of 
the Building 
Permit 

Issuance of 
Approved Building 

Permits 

None 2 hrs.  Engr. Ryan B. Dombase 
Engr. Sherween Anne V. 
Almazan 

TOTAL As may be 
assessed 

5 Days  
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2. Certificate of Occupancy 
Application of permit prior to the Occupancy 

1. Three (3) original copy of duly Notarized  Certificate of 
Completion signed by the owner/applicant and Sign and 
Sealed by the duly licensed Architect or Civil Engineer in-
charge of construction, together with Approved Plan and 
Specifications  and One (1) Copy Construction Logbook, If 
the construction was undertaken through a contract the 
Certificate of Completion  shall be signed by the 
contractor/Authorized Managing Officer) 
 

Private Engineering or 
Architectural Firms, Private 
Engineers and/or Private 
Architects who prepared the 
plans and those in-charge 
of construction 

2. One (1) photocopy of the issued approved building permit 
and the issued approved ancillary permits; 

Applicant 

3. One (1) photocopy issued Locational Clearance Applicant 

4. Fire Safety Inspection Certificate (FSIC) (1 Original, 2 
Photocopy) 

Bureau of Fire Protection 
(BFP) 

5. Three (3) photocopies of valid licenses of all involved signing 
professionals 

Private Engineering or 
Architectural Firms, Private 
Engineers and/or Private 
Architects who prepared the 
plans and those in-charge 
of construction 

6. Two (2) Original Photographs of the completed structure 
showing front, side and rear  

Applicant 

 

  

Office or Division: CITY ENGINEERôS OFFICE 

Classification: Complex 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
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2. Certificate Of Occupancy (conôt) 

Application of permit prior to the Occupancy 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON RESPONSIBLE 

Submission of 
Application 
Forms and 
Documentary 
Requirements 

Evaluates as 
to 

completenes
s of required 
documents 

and Issuance 
of Claim Stub 

None 1 day 
Ms. Kathleen R. Rebong 
Mr. Aquilino C. Batindaan 

Evaluation, 
Inspection, 

Assessment 
and Back 

Room 
Operation 

None 3 days 

Engr. Milo J. Egagamao 
Engr. Ryan B. Dombase 
Engr. Sherween Anne V. 

Almazan 

Issuance of 
Order of 
Payment 

See attached 
NEW 

SCHEDULE 
OF FEES AND 

OTHER 
CHARGES OF 
THE REVISED 
IMPLEMENTI
NG RULES 

AND 
REGULATION

S (IRR) OF 
THE 

NATIONAL 
BUILDING 
CODE OF 

THE 
PHILIPPINES 

(PD 1096) 

2 hrs. 

Engr. Milo J. Egagamao 
Engr. Ryan B. Dombase 
Engr. Sherween Anne V. 
Almazan 

Receipt and 
Payment of 
Fees and 
Charges 

Issuance of 
Official 
Receipt 

 4 hrs. CTO 

Claiming of the 
Certificate of 
Occupancy 

Issuance of 
Approved 
Building 
Permits 

None 2 hrs. 
Engr. Ryan B. Dombase 
Engr. Sherween Anne V. 

Almazan 

TOTAL As may be 
assessed 

5 Days  
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CITY ENVIRONMENT & NATURAL RESOURCE 

OFFICE 
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1. Solid/Liquid Waste Clearance 

 
Issuance of Solid/Liquid Waste Clearance Certificate to health service provider as 

requirement for Department of Health (DOH) accreditation. 

Office or Division: CITY ENVIRONMENT AND NATURAL RESOURCES OFFICE 

Classification: Simple 

Type of Transaction: Government to Business (G2B) 

Who may avail: Business Establishments 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 Original Copy accomplished request 
form  
 

City Environment and Natural Resources Office- 
(enforcement section) 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Client registers 
at clientôs log book 
and accomplish 
request form  

1.1. Sets schedule for 
ocular inspection in 
terms of Solid/Liquid 
Waste Management 
compliance. 
 
1.2. Conducts site 
ocular inspection. 
 
 
 
 
 
 
1.3. Preparation of 
inspection report and 
clearance certificate 
for the approval of 
City ENRO 
 
 
1.4 Issues Order of 
Payment 

a. Sewerage 
inspection Fee 

b. Certification 
Fee 

 

None 
 
 
 
 
 

None 
 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 
 

P  300.00 
 

P    50.00   

15 mins. 
 
 
 
 
 

3 Hours 
 
 
 
 
 
 
 

10 minutes 
 
 
 
 
 
 

5 minutes 

Teresita L. Esperanza 
 
 
 

 
 
Teresita L. Esperanza 

Mercel N. Fernin 
Renato L. Latras 
Timoteo Senillo 
Danny Sepada 
Michael Lador 

 
 

2. Pay fees at the 
City Treasurerôs 
Office 

  
 
  

 
City Treasurerôs Office 

Alignment: Left  
Font Style: Arial  

Font Size: 12 

Manner of writing: 

Document 1 (# of copies needed per type of copy) 
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3. Returns to City 
ENRO to present 
the Official Receipt 
and receives the 
Clearance 
Certificate with 
inspection report. 
 

Records and release 
the Clearance 
Certificate with 
inspection report. 

None 5 mins.  
Teresita L. Esperanza 

Mercel N. Fernin 
Renato L. Latras 
Timoteo Senillo 
Danny Sepada 

 

 Total  P  300.00 
 

P    50.00   

3 hours and 
35 minutes 
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2. Solid/Liquid Waste Clearance 
 Issuance of Solid/Liquid Waste Clearance Certificate of Swimming Pool Projects 

as requirement for Zoning  Certification of City Planning and Development Office. 

Office or Division: CITY ENVIRONMENT AND NATURAL RESOURCES OFFICE 

Classification: Simple 

Type of Transaction: Government to Business (G2B); Government to Citizens (G2C) 

Who may avail: Business Establishments ; Citizens 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 Original Copy Duly accomplished request form 
for application 
1 Original or Certified True Copy of Barangay 
Resolution interposing no objection 
1 Photocopy of Land Title 
1 Original Copy of Approved Site Development 
Plan, Project Design, Plumbing System Design 
for waste water treatment facility 
1 Original Copy of Notarized Affidavit of 
Commitment to practice proper Solid/Liquid 
Waste Management System 
Environmental Compliance Certificate (ECC) for 
environmental critical area 

City Environment and Natural Resources Office 
 
Respective Barangay 
 
Client/Owner 
Client/Owner 
 
 
Any Legal Office  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.  Registers at Clientsô 
logbook, accomplish 
request form and submits 
prerequisite documents. 

1.1. Evaluates 
submitted 
documents and set 
schedule for ocular 
inspection and 
orientation on City 
Solid Waste 
Management 
Program. 
 
1.2. Ocular 
inspection and 
validation of project 
development status 
based on submitted 
plan and SWM 
orientation. 
 
1.3. Preparation of 
inspection report 
and clearance 
certificate for 

None 
 
 
 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 

None 
 
 
 

20 mins. 
 
 
 
 
 
 
 
 
 

3 Hours 
 
 
 
 
 
 
 

10 minutes 
 

Teresita L. 
Esperanza 

 
 
 
 
 
 
 
 

Teresita L. 
Esperanza 

Mercel N. Fernin 
Renato L. Latras 

Kim Joshua 
Garciano 

 
 
 

 
Teresita L. 
Esperanza 
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approval of City 
ENRO 
 
Issues order of 
payment:  

a. Sewerage 
inspection 
Fee 

b. Certification 
Fee 

 

 
 
 
 
 

P  300.00   
 
 

P 50.00 

Kim Joshua 
Garciano 

 
 

2.  Pay fees at the City 
Treasurerôs Office 

  
 
 
 

 
City Treasurerôs 

Office 

3. Returns to City ENRO 
to present the Official 
Receipt and receives the 
Clearance Certificate with 
inspection report. 
 

Records and release 
the Clearance 
Certificate with 
inspection report. 

None 5 mins. Teresita L. 
Esperanza 

 Total P  300.00   
P 50.00 

3 hours and 
45 minutes 

 

Text Headers:  

¶ Alignment: Left  

¶ Font Style: Arial, Bold  

¶ Font Size: 12 
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3. Tree Utilization Inspection 
Issuance of inspection report as requirement for Mayorôs Clearance and DENR  

permit to cut. 

Office or Division: CITY ENVIRONMENT AND NATURAL RESOURCES OFFICE 

Classification: Simple  

Type of Transaction: 
Government to Government (G2G), Government to Citizen (G2C), 
Government to Business ( G2B) 

Who may avail: Government Entities, Citizens, Business Establishments 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

3 photocopies of Barangay Certification as 
bonafide land owner and/or authorized 
representative 
 
3 Photocopies of Land Title or Tax 
Declaration as proof of ownership 
 
3 Photocopies of Ownerôs letter of consent 
(if authorized by landowner to transact the 
application or          for the utilization) 
 
1 Any valid ID 

Respective Barangay 
 
 
 
City Assessorôs Office 
 
 
 
Client 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Register at 
Clientôs logbook and 
submits the pre-
requisite documents. 

1.1. Evaluates 
document and set 
schedule for actual site 
inspection. 
 
 

None 
 
 
 
 
 

20 mins. 
 
 
 
 
 

Mercel N. 
Fernin 

 
 
 
 
 

2. Accompanies the 
field inspectors to 
the site 

1.2. Conducts 
inspection of trees 
applied for tree 
utilization and prepares 
inspectorôs note. 
 
1.3 Prepares inspection 
report for CENRO 
approval 
 

None  3 hours Mercel N. 
Fernin Mary 

Jane S. Delosa 
Xandrix 
Sombrio 

2. Secure order of 
payment  

2.1. Issues order of 
payment.  

a.) Inspection fee 
b.) Seedlings for 

planting as 

None 
 

5 mins. 

Mercel N. 
Fernin 

Mary Jane S. 
Delosa 
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replacement. 
Note: Maximum 
of 5 trees per 
transaction       
*planted trees 
(5pcs./cut tree @           
P10.00/seedling) 
*naturally grown 
trees (10pcs./cut 
tree @ 
P10.00/seedling) 

 
 

3. Payment of fees 
 

 P  300.00   
Cost of 

seedlings may 
vary 

depending on 
the number 

and specie of 
tree/s to be 

utilized. 

 City Treasurerôs 
Office 

4. Returns to City 
ENRO to present the 
Official Receipt and 
receives the 
inspection report and 
proceed to City 
Planning and Devôt. 
Office for the Zoning 
Certification and 
Business Regulatory 
Division, CMO for 
the City Mayorôs 
Clearance. 

Records and releases 
the inspection report. 

None 5 mins. Mercel N. 
Fernin 

 Total Depending 
on the 

request 

3 hours and 
30 minutes 
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 4. Mineral Waste Utilization 
Utilization of ordinary stones and waste materials resulted from roadcuts/widening 

and any other development. 

Office or Division: CITY ENVIRONMENT AND NATURAL RESOURCES OFFICE 

Classification: Simple 

Type of Transaction: Government to Citizens (G2C) 

Who may avail: Citizens 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 Original Copy of Duly accomplished request 
form for mineral waste utilization 

City Environment and Natural Resources Office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Accomplish 
request form for 
mineral waste 
utilization. 

1.1. Interviews the 
clientsô sources and the 
estimated volume of 
mineral waste to be 
utilized. 
 
1.2. Conducts ocular 
inspection on mineral 
waste source and area 
where the mineral waste 
will be utilized, and 
validates the estimated 
volume for utilization. 
 
1.3 Assess for the 
estimated volume of 
mineral waste to be 
utilized. 
 
 
1.4 Issues order of 
payment 
 

None 
 
 
 
 
 

None 
 
 
 
 
 
 
 

P150.00/cu.m. 
 
 
 
 
 

None 
 

 

20 mins. 
 
 
 
 
 

3 hours 
 
 
 
 
 
 
 

5 mins 
 
 
 
 
 

5 mins 

Arnel Acedillo 
 
 
 
 
 

Arnel Acedillo 
 
 
 
 
 
 
 

Arnel Acedillo 
 
 
 
 
 

Shanen 

2. Pay Fees to the 
City Treasurerôs 
Office  

   City Treasurerôs 
Office 

3. Returns to City 
ENRO to present 
the Official 
Receipt. 

3 Records the Official 
Receipt for area source 
monitoring 

None 5 mins. Arnel Acedillo 
 

 Total P150.00/cu.m. 
 

3 hours and 
35 minutes 

 

 

Alignment: Left  
Font Style: Arial  

Font Size: 12 

Manner of writing: 

Document 1 (# of copies needed per type of copy) 
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5. Sludge Disposal Fee 
Ensure proper disposal of septage 

Office or Division: CITY ENVIRONMENT AND NATURAL RESOURCES OFFICE 

Classification: Simple 

Type of Transaction: Government to Business (G2B); Government to Citizen (G2C) 

Who may avail: Business Establishments; Residents of the Island Garden City of Samal 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

For Business Establishments: 
1 Original Copy Business Permit from 
Island Garden City of Samal 
 
1 Original Copy of Sanitation/Transport 
Clearance from City Health Office 
 
For Households: 
1 Original Copy of Sanitation/Transport 
Clearance from City Health Office 
 

 
City Mayorôs Office- Business Regulation Division 
 
 
City Health Office 
 
 
 
 
City Health Office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submits the 
prerequisite 
documents. 
 

1.1. Evaluation of 
documents and inquires 
the area to be desludge 
 
1.2. Conduct ocular 
inspection and 
estimates the volume for 
disposal. 
 
1.3 Issues order of 
payment. 
 

None 
 
 
 

None 
 
 
 
 

P500.00/cu.m 

25 mins. 
 
 
 

2 hours 
 
 
 
 

5 mins. 

Mercel N. Fernin 
 
 
 

Renato L. Latras 
 
 
 
 
 

2. Pay fees to the 
City Treasurerôs 
Office for payment. 
 

   City Treasurerôs 
Office 

3. Returns to City 
ENRO to present 
the Official Receipt 

3.1. Records the Official 
Receipt  
 
3.2. Monitors the actual 
disposal at septage 
treatment facility. 

None 
 
 

None 

5 mins. 
 

1 hour 

Mercel N. Fernin 
 

Renato L. Latras 
Rey Dalaygon 

 Total  P500.00/cu.m 3 hours and 
35 minutes 

 

 

Alignment: Left  
Font Style: Arial  

Font Size: 12 

Manner of writing: 

Document 1 (# of copies needed per type of copy) 
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6. Garbage Collection Services 

Segregated garbage collection services. 

Office or Division: CITY ENVIRONMENT AND NATURAL RESOURCES OFFICE 

Classification: Simple 

Type of Transaction: 
Government to Government (G2G); Government to Business (G2B); 
Government to Citizen (G2C); 

Who may avail:  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
Segregated domestic garbage 
(Biodegradable and Non-Biodegradable) 
prior to collection and follow the collection 
schedules per Barangay according to type 
of garbage to be collected 
 

 
Clients 

No collection policy for mixed garbage.    

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Brings the 
segregated garbage 
in containment 
sacks for every 
business 
establishments/ 
institutions / 
households at the 
garbage collection 
center accessible 
enough for the 
garbage collection 
trucks according to 
schedule. 
 

1 Inspects and collects 
segregated garbage 
from collection points 
such as from business 
establishments/institutio
ns or at the garbage 
collection center 
according to schedule. 

None Door to Door: 
5 minutes 

 
Garbage 
Collection 
Center:  

 
15 minutes 

Renato Latras 

 Total None 15 minutes 
 

5 minutes 
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1. Processing of Payment for Retention  
The process of releasing certain amount of money retained by the LGU to cover 

the expected defects, damages of the  suppliers in the delivery of goods, supplies, 

materials, equipment and other services. 

 

Office or Division: 
City general services office- supply and property management 
services section 

Classification: Simple 

Type of 
Transaction: 

Government to Business (G2B) 

Who may avail: Suppliers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
1 original copy of Letter request or filled-up 
pro-forma  
 

 
City General Service Office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submits letter 
request or filled-up 
pro forma  

1. Receives 
/evaluates , requests 
or assists filling-up of 
pro forma and provide 
barcode for the 
documents for 
tracking purposes 

None 
 
 

 

5 minutes 
 
 
 

Rene Medel 
 
 
 

1.1 Prepare and 
forward DV ,OBR and 
other attachments to 
the City Accounting 
Office 
 

None 
 

1 day Leah Teves 
Salome Prieto 

2. Monitors status 
of processing of 
DV using EDTS 

 None 
 
 
 

 City Accounting 
Office 

City  Treasurerôs 
Office 

3. Claims of 
payment 

 None 
 

 City Treasurers 
Office 

 Total None  1 day, 5 
minutes 
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2. Processing of Payment 
 This is the process of facilitating the payment of services rendered by the 

suppliers in the delivery of goods, materials,supplies and equipment 

 

  

Office or Division: 
City General Services Office - Supply And Property 
Management Services Section 

Classification: Complex 

Type of Transaction: Government To Business (G2B) 

Who may avail: Suppliers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
1 original copy letter request or filled-up 
pro forma   
 

 
City General Services Office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit letter 
request or fill-up 
pro forma 

1. Receive /evaluate , 
request or assist  fill-up 
pro forma and provide 
barcode for the 
documents for tracking 
purposes 

None 5 min Rene Medel 

1.1 Prepare and forward 
DV ,OBR and other 
attachments  such as 
ARE and ICS to 
concerned offices 

None 4 days Leah Teves 
Salome Prieto 

2.  Monitor 
status of 
processing of 
DV using EDTS 

   City Accounting 
Office 

City  Treasurerôs 
Office 

3. Claim of 
payment 

   City Treasurers 
Office 

 Total None 4 days and 
5min 
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3. Acceptance of Delivered Equipment, Goods, Materials and 

Supplies 
Inspection and acceptance of delivered equipment, materials, supplies and goods in the 

CGSO warehouse or in the project sites as specified in the purchase orders. 

Office or division: 
City General Services Office - Supply And Property Management 
Services Section 

Classification: Complex 

Type of transaction: Government to business (G2B) 

Who may avail: Suppliers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
1 Original Copy Delivery Receipt 
1 Original Copy Sales invoice  

 
Requesting Party 
Requesting Party 
 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Suppliers 
make 
delivery as 
to approved 
purchase 
order 

1 Receives equipment, 
goods, materials & 
supplies delivered 
 
1.1 For Construction 
Electrical, Water System 
Supplies and Materials 
 
1.2 For common supplies 
and materials 

None 
 
 
 

None 
 
 
 

None 

 
 
 
 

3 days 
 
 
 

4 hours 

Edwin C. Delos Cientos  
Jennifer G. Banawan 

 
 

Edwin C. Delos Cientos  
 
 
 

Jennifer G. Banawan 

 1.3 Conduct pre-
inspection & partial 
acceptance of delivery 

none 90 min Edwin C. Delos Cientos  
Jennifer G. Banawan 

 1.4 Inform authorized 
inspector on deliveries 
and arranged schedule for 
inspection 

none 40 minutes Salome  Prieto 

 1.5 Actual inspection as 
scheduled 

  Inspectorate team 
together with CGSO 

personnel and 
requesting office 

 1.6 Approval  of 
Acceptance and 
Inspection Report 

none 40 minutes Edward  M. Sisor 

2. Receives 
feedback 

Provide feedback on the 
status of delivered goods 

None 10 minutes Edwin C. Delos Cientos  
Jennifer G. Banawan 

 Total None 3 days and 7 
hours 
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4. Releasing of Goods, Equipment, Supplies and Materials 
Actual releasing of delivered equipment, materials ,supplies and goods as 

requested by end users or project implementers. 

Office or Division: City General Services Office 

Classification: Simple 

Type of Transaction: Government to Government (G2G) 

Who may avail: Government Entities 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
1 Original Copy of Requisition and Issuance 
Slip (RIS) 
 

 
City General Services Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON RESPONSIBLE 

1. Requests for 
the release of 
goods, 
equipment, 
supplies and 
materials 

1 Releases 
delivered 
equipment, 
supplies, materials 
and goods to the 
requesting office 
 

none 45 min Edwin C. Delos Cientos  
Jennifer G. Banawan 

2. Validates the 
quantity of 
supplies, 
materials, 
equipment and 
goods received 
as stipulated in 
the P.O. 

2 Facilitates the 
signing of 
Acceptance and 
Inspection Report 

none 45 min Edwin C. Delos Cientos  
Jennifer G. Banawan 

3. Signs the 
RIS after 
receipt of good 

3 Conducts post 
delivery reports 

none 30 min Salome S. Prieto 

 Total  none 2 hours  
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5. Actual Performance of Skilled Personnel and for Manpower 
Actual performance of jobs, tasks and work as requested by the clientele. 

 

  

Office or Division: City General Services Office- Facilities Management Services Section 

Classification: Simple 

Type of Transaction: Government to Government (G2G) 

Who may avail: Government Entities 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

For LGU Offices  
1 Original copy Approved request form 
 
For Barangay and National Agencies: 
1 original copy of Letter Request approved by 
the City Mayor 
 
1 Original copy of Approved request form 

City General Service Office  
 
 
 
Requesting Party 
 
 
City General Service Office  
 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1.   Submits 
requirement/ 
document 

1.1 Checks schedule for the 
availability of concerned 
personnel 
 
1.2 Gives feedback on the 
availability of concerned 
personnel 
 
 
1.3.  Deployment of 
concerned personnel to work 
area of assignment 

none  
 
 
 

None 
 
 
 
 

None 
 

 

1 hour 
 
 
 

1 hour 
 
 
 
 

10 minutes 
 

 

Dante S. Dalaygon 
Edsar Maghinay 

 
 

Dante S. Dalaygon 
Edsar Maghinay 

 
 
 

Dante S. Dalaygon 
Engr. Florante 

Enriquez 

2. Fill-in pro-
forma for 
services 
rendered 

2 Receives accomplished 
pro-form for services 
rendered 

none 5 min Dante S. Dalaygon 
Engr. Florante 

Enriquez 

 Total None 2 hours and 
15 minutes 
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6. Communication Management Services 
Transmission of Radio Communication 

Office or Division: City General Services Office- Facilities Management Services Section 

Classification: Simple 

Type of Transaction: Government to Government (G2G); Government to Citizen (G2C) 

Who may avail: Government Entities and Citizens 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
1 Original Copy of Letter (message) for 
transmission 
 

 
Requesting Party 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submits letter 
/message to the 
radio operator 

1 Receives the 
letter/message 
submitted 
 

None 6-10 mins. Fe Lagahit 
Rovir Ortilano 
Roniel Flores 

Eva Marie Navarro 
Edilberto Laspoña 

Larry Ibon 
Virgilio Navares 
Renaldo Barral 

Alberta Buot 
 

2. Receives the 
receipt letter as 
proof of rendered 
transaction 

2 Records the 
letter/message for 
transmission 

None 5-6 minutes Fe Lagahit 
Rovir Ortilano 
Roniel Flores 

Eva Marie Navarro 
Edilberto Laspoña 

Larry Ibon 
Virgilio Navares 
Renaldo Barral 

Alberta Buot 
 

 Total None 16 minutes  
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7. Communication Management Services 

Receiving of Radio Communication from other Government Agencies 

Office or Division: City General Services Office- Facilities Management Services Section 

Classification: Simple 

Type of Transaction: Government to Government (G2G); Government to Citizen (G2C) 

Who may avail: Government Entities and Citizens 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
(no requirements for receiving of transmission) 
 

 
 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON RESPONSIBLE 

1. Contacts the 
station through 
designated call 
signs 

1 Receives 
message 
 

None 6-10 mins. Fe Lagahit 
Rovir Ortilano 
Roniel Flores 

Eva Marie Navarro 
Edilberto Laspoña 

Larry Ibon 
Virgilio Navares 
Renaldo Barral 

Alberta Buot 
 

2. Validates the 
completeness of 
message 
received 

2 Records, 
encodes and 
deliver the 
message to the 
recipient 

None 15 minutes Fe Lagahit 
Rovir Ortilano 
Roniel Flores 

Eva Marie Navarro 
Edilberto Laspoña 

Larry Ibon 
Virgilio Navares 
Renaldo Barral 

Alberta Buot 
 

 Total None 25 minutes  
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8. For Copy of Procurement Documents 
Release of copy of procurement documents such as: Minutes of Meeting, Abstract 

of Bids, Post-qualification & Summary Report, APP & Related PPMP, Opened 

Proposals, Purchase Order, Notice of Award, Notice to Proceed & Contract & 

Agreement 

 

Office or Division: 
City General Services Office - Procurement Management Services 
Section 

Classification: Simple 

Type of Transaction: Government to Business (G2B); Government to Government (G2G) 

Who may avail: Supplier, Bidder and Government Entities 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
1 Original Copy Accomplished Request 
Form; or 
 
1 Original Copy of Request Letter 
 

 
City General Services Office- Procurement 
Management Services Office 
 
Requesting Party 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON RESPONSIBLE 

1. Fills-up pro-
forma form and 
submit to in-
charge 
 

1.0 Receives the 
documents 
submitted 

None 5 mins. Lorna Makiling 

 1.1 Evaluates and 
assesses request 

None 10 mins. Rogelio Angelus Carunggay 
Florante O. Enriquez 
Chris Ian Dave Arig 
Janette Manginlaud 

 

2. Receives 
and signs log 
book as proof 
or receipt of 
documents  
 

2 Releases and 
records the 
documents  

None 30 mins. Rogelio Angelus Carunggay 
Florante O. Enriquez 
Chris Ian Dave Arig 
Janette Manginlaud 

Lorna Makiling  

 Total None 45 minutes  
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9. Sale of Standard Bidding Documents (SBD) 
Standard Bidding Document is the document to be purchased by the 

bidder/supplier in order to participate the Bidding in accordance to   R. A. No. 

9184. 

Office or Division: CITY GENERAL SERVICES OFFICE- Procurement 
Management Services Section 

Classification: Simple 

Type of Transaction: Government to Business (G2B) 

Who may avail: Supplier/ Bidder 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
1 Original Copy of letter of intent specifying the contract to 
participate  
 
1Original Copy of Authorization Letter for Representatives 
 

 
Requesting Party 
 
 
Requesting Party 

CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submits 
Letter of Intent 

1.0  Receives 
/Prepares 
assessment 
form for the 
contract/s 
specified in 
the Letter of 
Intent. 

Bracketing of Payment as per 
GPPB Resolution No.04, 

2012 
 

Approved Budget for the 
Contract (ABC) 
500,000.00 and 
below=500.00 

 
More than 500,000.00 up to 1 

Million = 1,000.00 
 

More than 1 Million up to 5 
Million  = 5,000.00 

More than 5 Million up to 10 
Million = 10,000.00 

 
More than 10 Million up to 50 

Million = 25,000.00 
 

More than 50 Million up to 
500 Million = 50,000.00 

 
More than 500 Million = 

75,000.00 
 
 

Bracketing of Payment as per 
City Ordinance No. 200483 

 
Project Cost or Approved 

10 to 15 
minutes 

Infra Projects 
and Heavy 
Equipment 

 
Engr. Florante O. 

Enriquez  
 
Procurement of 
Goods such as 

drugs and 
medicines / 
veterinary/ 

construction 
materials/medica

l equipment 
 

Rogelio Angelus 
A. Carungay  

 
Goods such as 

light motor 
vehicles and 

rescue 
equipment 

 
Chris Ian Dave T. 

Arig  
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Budget for the Contract 
(ABC) 

 
P0.00 to 200,000.00 = 250.00 

 
200,001.00 to 500,000.00 = 

300.00 
 

500,001.00 to 2,000,000.00 = 
350.00 

 
2,000,001.00 and above = 

550.00 
 

Goods such as 
office supplies/ 
other supplies/ 
furniture and 

fixtures/ 
surveillance  

 
Janette L. 

Manginlaud  

 1.1 Prepares 
Bidding 
Documents 

None 30 minutes Engr. Florante O. 
Enriquez (for Infra 

Projects and 
Heavy 

Equipments) 
  

Rogelio Angelus 
A. Carungay 

(Goods specified 
above) 

  
Chris Ian Dave T. 

Arig (Goods 
specified above) 

  
Janette L. 

Manginlaud 
(Goods specified 

above) 

2. Bring the 
assessment 
form to the City 
Treasurerôs 
Office and 
proceed to 
Business 
Regulation 
Division to 
secure bidding 
permit 
 
 
 
 
 

   City Treasurerôs 
Office 

 
 
City Mayorôs 

Office Business 
Regulation 

Division 
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3. Presents the 
Bidding Permit 
and Official 
Receipt to 
personnel In-
Charge and 
signs the 
assessment 
form for 
acknowledgem
ent 

3 Releases 
the Standard 
Bidding 
Documents 

None 20 minutes Engr. Florante O. 
Enriquez (for Infra 

Projects and 
Heavy 

Equipments) 
  

Rogelio Angelus 
A. Carungay 

(Goods specified 
above) 

  
Chris Ian Dave T. 

Arig (Goods 
specified above) 

  
Janette L. 

Manginlaud 
(Goods specified 

above) 

 Total Bracketing of Payment as 
per GPPB Resolution 

No.04, 2012 
 

1 hour and 5 
minutes 

 

 

 

 

  



 

114 

10. Request for Skilled Personnel & Logistics 
Skilled Personnel are being provided by the office to undertake the following: 

Carpentry Works, Air-conditioning Unit Servicing, Plumbing Works, and Electrical 

Works. This service area also includes Logistical Support 

 

Office or Division: City General Services Office- Facilities Management Services Section 

Classification: Simple 

Type of Transaction: Government to Government (G2G) 

Who may avail: Government Entities 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
2 Original Copies of Request (Fill up Pro-
forma Request Form) 
 

 
City General Services Office- Facilities Management 
Services Section 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Fills-up pro-forma 
form   

1 Receives 
accomplished form 
 

None 5 mins. Dante S. Dalaygon 

2. Requests for 
schedule of 
availability of 
personnel 
 

2.0 Evaluate 
requisition for 
availability of 
materials and 
capability of personnel 
 
2.1 Encodes Tracking 
Number for the 
request 
 
2.2 Approves Request 
 

None 10 mins. Dante S. Dalaygon 
 
 
 
 
 
 
 
 
 

Edward M. Sisor 
Florante O. Enriquez 

3. Follows-up final 
schedule through 
office mobile phone 
number or tracking 
number 
 
 

2 Communicates the 
client on the status of 
request 

None 5 mins. 

Dante S. Dalaygon 

 Total None 20 minutes  
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11. Request for Use Of Government Facilities 
Use of government facilities such as Gymnasium, Parks, Space etc. 

 

Office or Division: City General Services Office 

Classification: Simple 

Type of Transaction: 
Government to Government (G2G); Government to Citizen (G2C); 
Government to Business (G2B) 

Who may avail: Government Entities; Citizens; Business Sector 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
2 Original Copies of Request (Fill up 
Pro- 
forma Request Form) 

 
City General Services Office- Facilities Management Services 
Section 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON RESPONSIBLE 

1. Fills-up pro-
forma form   

1 Receives 
accomplished form 
 

None 5 mins. Dante S. Dalaygon 
 

2 . Requests for 
schedule of 
availability of 
facilities 

2.0 Evaluates 
requisition for 
availability of 
facilities 
 
2.1 Encodes 
Tracking Number 
for the request 
 
2.2 Approves 
Request 
 

None 10 mins. Dante S. Dalaygon 
 
 

 
 
 
 
 
 

Edward M. Sisor 
Florante O. Enriquez 

3. Follows-up 
final schedule 
through office 
mobile phone 
number or 
tracking number 

3.0 Communicates 
the client on the 
status of request 
 
3.1 Indorses to 
Economic 
Enterprise (for 
computation of 
Payment) 
 

None 10 mins. Dante S. Dalaygon 
 

 Total None  25 minutes  
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1. Out Patient Consultation 
Medical Services availed by citizens 

Office or Division: City Health Office 
Classification: Simple 

Type of Transaction: Government to Government (G2G); Government to Business (G2B); 
Government to Citizens (G2C) 

Who may avail: Government Entities; Business Sector; Citizens 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Indigent/PHIC Sponsored members/Senior 
Citizens: 
 

¶ 1 Original Copy of 4Pôs/NHTS 
Identification Card; 
or 1 Original Copy of Senior Citizen 
Identification Card 

 

 
 
 
City Social Welfare and Development Office ; or 
Authorized Agency 
City Social Welfare and Development Office 
 

Special Cases: 

¶ 1 Original Copy Referral Form from other 
health facilities 

 
Referring Hospital 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Proceed to 
OPD 
Information 
Section 

1.1. Performs initial assessment 
 
1.2. Encodes patient data 
 
1.3. Forwards patient data to the 
physician for queuing  
 
1.4. Advises patient to wait for 
their turn & if called, proceed to 
the consultation room. 

None 
 
 
 

None 
 
 

None 
 

 
None 

5 minutes 
 
 
 

5minutes 
 
 

 3 minutes 
 

 
15 minutes 

after the 
previous 
patient 

 

CHO: 
Jedelyn Clase,RN 

 
RHU Samal: 

Elizabeth Gamao,RM 
 

RHU Babak: 
Alma Armidilla 

 
 

RHU Kaputian: 
Marfin Gian 

 

2 Proceed to 
Consultation 
Room 

2 Performs Physical Examination 
and Diagnosis 

 

None 15 minutes 
 
 
 

Dr. Dennis Carlos D. 
Flores 

Dr. Maria Zarex V. 
Amasol 

Dr. Petronila D. Ferrer 
Dr. Jose Bernard D. 

Yap 

 1.1 Refers client to the 
Laboratory Section (if 
necessary) 

 
 
 

 1-2 hours Eliazar 
Gualdaraja,Jr,RMT, 

MSc 
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1.2 If no laboratory tests 
needed, clients are advise 
to proceed to the Pharmacy 
Section 

3 Proceed to 
Pharmacy 
Section 

3.0 Prepares medicine 
prescribed by the physicians 
 
3.1 Prepares payment order slip 
 
 
 
 
 
3.2 Advises patient to proceed to 
the Cashier for payment 

None 15 mins CHO: 
Ethelwalda 
Lawas,RPh 

 
RHU Samal: 

Elizabeth Gamao,RM 
Wenfred Lavador,RN 

 
RHU Babak: 

Alma Armidilla 
Teodoro Mejias,Jr, RN 

 
RHU Kaputian: 
Sweet Daffodels 

Roble,RN 
Randy Accion,RN 

 

4 Proceed to 
Cashier 

4.0 Receives payment & 
prepares official receipt 
 
4.1 Advises patient to return to 
Pharmacy  Section for releasing 
of medicine 

 
 
 
 

Medicines: 
P20.00 / 
medicine 

3 minutes Nora Regino 

5 Proceed to 
Pharmacy 
Section 

5 Releases and explain to 
patient the timing and proper 
dosage of medicine 
 
 
 

None 5 mins after 
the previous 

patient 

CHO: 
Ethelwalda 
Lawas,RPh 

 
RHU Samal: 

Elizabeth Gamao,RM 
RHU Babak: 

Alma Armidilla 
RHU Kaputian: 
Sweet Daffodels 

Roble,RN 
 

 Total P20.00/ 
medicine 

3 hours and 6 
minutes 
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2. Issuance Health Certificate / Card 
 
Issuance of Health Certificates in compliance to PD 856 ñCode on Sanitation of 

the Philippinesò 

Office or Division: City Health Office 

Classification: Simple 

Type of Transaction: Government to Business (G2B) 

Who may avail: Business Sector 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

A. FOOD HANDLERS 

¶ 1 Original Copy of result of  Xray or 
Sputum Exam 

¶ 1 Original Copy of result of  CBC & 
Hemoglobin Exam 

¶ 1 Original Copy of result of  Urinalysis 

¶ 1 Original Copy of result of  Stool Exam 

¶ 1 Original Copy of result of  Other 
Laboratory Exams: Hepatitis B Profile 
(OPTIONAL) 

 
 

 
Diagnostic Centers; Hospitals; Rural Health Unit 
 
Diagnostic Centers; Hospitals; Rural Health Unit 
 
Diagnostic Centers; Hospitals; Rural Health Unit 
Diagnostic Centers; Hospitals; Rural Health Unit 
Diagnostic Centers; Hospitals; Rural Health Unit 

B. NON-FOOD HANDLERS 

¶ 1 Original Copy of result CBC & 
Hemoglobin Exam 

¶ 1 Original Copy of result Urinalysis 

¶ 1 Original Copy of result Stool Exam 

¶ 1 Original Copy of result Xray 
 
 

 
Diagnostic Centers; Hospitals; Rural Health Unit  
 
Diagnostic Centers; Hospitals; Rural Health Unit 
Diagnostic Centers; Hospitals; Rural Health Unit 
Diagnostic Centers; Hospitals; Rural Health Unit 

C. PERSONS IN PROSTITUTION (PIP) 

    1. Smear: 

¶ 1 Original Copy of result 
Urethral/Vaginal  

¶ 1 Original Copy of result Pap Smear 
 

 
 
Diagnostic Centers; Hospitals; Rural Health Unit 
 
Diagnostic Centers; Hospitals; Rural Health Unit 
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CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present documents/ 
requirements to in 
charge (Environmental 
Health & Sanitation 
Section) 

1.0 Verifies the 
completeness of the 
requirements 
 
1.1 Prepares the 
certificate 
 
1.2 Prepares payment 
order slip 
 
1.3 Forwards the 
documents and advises 
patient to proceed to the 
physician for evaluation 

None 5 mins CHO: 
Louela Ann 

Caballero,RN 
 

RHU 
KAPUTIAN: 

Cruzita Omaña 
 
 

RHU BABAK: 

Jocelyn Nasole 

2. Proceed to Physician 2.1 Evaluates the 
laboratory test results 
and approves the 
certificate 
 
2.2 Advises client to 
return to the 
Environmental Health & 
Sanitation Section for 
payment and release of 
health card. 
 

None 5 mins Dr. Dennis 
Carlos D. 

Flores 
Dr. Maria Zarex 

V. Amasol 
Dr. Petronila D. 

Ferrer 
Dr. Jose 

Bernard D. Yap 

3. Return to the in 
charge (Environmental 
Health & Sanitation 
Section) for payment 
and release 

3.Receives payment 
and prepares official 
receipt and releases 
health card 

P 100.00 5 mins CHO: 
Nora Regino 
Louela Ann 

Caballero,RN 
 

RHU Babak: 

Alma Armidilla 
Jocelyn 

Nasole,RM 
RHU Kaputian: 

Sweet 
Daffodels 
Roble,RN 

Cruzita Omaña 
 

 Total P100.00 15 minutes 
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1. Preparation of Job Order Payroll 
Review of attachments and preparation of Job Order Payroll 
 

 
  

Office or Division: City Human Resource Management Office 

Classification: Government to Citizen (G2C) 

Type of 
Transaction: 

Simple 

Who may avail: Job Order Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

¶ 1 Electronic Payroll Transmittal 

¶ 1 Duly signed Daily Time Record (DTR) 

¶ 1 Duly signed Accomplishment Report 

¶ 1 Photocopy of Approved Job Order Contract 

¶ 1 Photocopy of approved Hiring Plan 

¶ 1 Whereabouts Slip, Travel Order, Certificate of 
Appearance, Memorandum Orders or Attendance 
Sheet if necessary. 

 

 
Requesting Office/ Payrollee 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 Submission of 
Electronic 
Payroll 
Transmittal 
with attached 
complete 
requirements 

1 Receives and checks 
payroll requirements  

None 

2 mins./ transmittal Ellyn B. Sastrillas 

 2 Reviews and prepares 
Job Order Payroll 

5 mins/ DTR Cheleal M. Allosa 

 3 Signs for Job Order 
Payroll correctness 

1 min./ payroll Leo A. Planas/ 
Bernardita C. 

Bunhayag 

 4 Releases Job Order 
Payroll to Requesting 

Office 

1 min./ payroll Ellyn B. Sastrillas 

 TOTAL None 9 minutes 
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2. Issuance of Loan Certifications 
Preparation of Loan Certifications for City Employees 
 

 

Office or Division: City Human Resource Management Office 

Classification: Government to Citizen (G2C) 

Type of Transaction: Simple 

Who may avail: Regular Employees; Job Order Personnel  

CHECKLIST OF 
REQUIREMENTS 

WHERE TO SECURE 

¶ 1 Order of 
Payment  

¶ 1 Photocopy of 2 
Valid IDs with 3 
signatures of the 
Co-Maker 

¶ 1 Official Receipt 
ï City Treasurerôs 
Office 

City Human Resource Management Office ï Payroll and Benefits 
Division 
 

¶ Starting 11th day of the current month;   Monday to 
Friday, 08:00 am to 5:00 pm,  
for Salary Loan 
 

¶ Every after Preparation of Mid-Year/Year-End Bonus, 
Monday to Friday, 08:00 am to 5:00 pm, for Bonus Loan 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 Requests an 
Order of Payment 

1 Prepares and issues 
Order of Payment 

None 15 seconds Ellyn B. Sastrillas 

2 Presents Order 
of Payment to 
City Treasurerôs 
Office 

 

20.00/ 
Certificate 

N/A N/A 

3 Presents receipt 
with attached 
photocopy of Co-
Makerôs valid IDs 
to CHRMO and 
fill-out transaction 
slip provided by 
the Receiving 
Officer  

3.0 Receives Receipt 
with completely filled-
out transaction slip and 
requirement for 
processing 

None 30 seconds Ellyn B. Sastrillas 

3.1 Validates 
information and 
prepares Certification/s 

None 1 hour Cindy A. Calago 
Cheleal M. Allosa 

3.2 Signs the 
certification 

None 1 minute Leo A. Planas 
Bernardita C. 

Bunhayag 

3.3 Releases 
Certification to client 

None 1 minute Ellyn B. Sastrillas 

     TOTAL Php 20.00      1 hour, 2 minutes 
& 45 sec. 
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3. Payroll for Salary of Permanent Employees 
Preparation of LGU Regular Employees Payroll 

 

 

  

Office or Division: City Human Resource Management Office 

Classification: Government to Government (G2G) 

Type of Transaction: Complex 

Who may avail: 
Office Concerned; City Budget Office; City Accounting Office; 
City Treasurerôs Office 

CHECKLIST OF 
REQUIREMENTS 

WHERE TO SECURE 

1 Billing Statement from 
LGU affiliated Lending 
Institutions 
 

LGU affiliated lending institutions 

¶ Every 1st week of the month 

CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
1.0 Receives Billing 
Statements from 
Lending Institutions 

None 1 minute Ellyn B. Sastrillas 

 

1.1 Consolidates 
Billing Statements 
and imports billing to 
the payroll system 

None 3 days Cindy A. Calago 

 

1.2 Generates 
Payroll of all 
department 
 

None 1 day Cindy A. Calago 

 

1.3 Certification for 
the correctness of the 
payroll 
 

None 1 minute/ payroll Leo A. Planas 
Bernardita C. 

Bunhayag 

 
1.4 Delivers Payroll 
to every Department 
 

None 4 hours Ellyn B. Sastrillas 

Receives and 
prepares 
Obligation 
Request for 
processing 

N/A 

None N/A N/A 

 TOTAL Nsone 4 days, 4 hrs 
& 2 mins. 
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4. Retrieval of Record/s 
Furnish certified photocopy of documents being requested 
 

 

  

Office or Division: City Human Resource Management Office 

Classification: Government to Citizen (G2C) 

Type of Transaction: Simple 

Who may avail: Any concerned clients 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
¶ 1 Order of Payment 

¶ 1 Official Receipt  

¶ 1 Authorization Letter (if requested by a 
Representative) 

¶ 1 Photocopy of Valid ID of the Requesting 
Party & Representative  

 

City Human Resource Management Office  
City Treasurerôs Office 
Client  
 
Client  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 Request an Order 
of Payment 

1 Prepares and 
issues Order of 
Payment  

None 1 minute Ellyn B. Sastrillas 

2 Presents Order of 
Payment to City 
Treasurerôs Office 

 Php 20.00/ 
document 

N/A N/A 

3 Presents receipt to 
CHRMO with 
complete 
requirements 

3 Receives 
Receipt and 
requirements 
then process 
request 
 

None 4 hour Ellyn B. Sastrillas 

 4 Releases 
retrieved 
document 
 

None 1 minutes Ellyn B. Sastrillas 

 TOTAL Php 20.00  4 hours & 2 
minutes 
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5. Assistance to Strategic Performance Management System 

(SPMS) Documents 

Facilitation of Employee on Strategic Performance Management System (SPMS) 
Documents 
 

 

  

Office or Division: City Human Resource Management Office 

Classification: Government to Government (G2G) 

Type of Transaction: Simple 

Who may avail: Regular Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
¶ 1 OPCR and IPCR Target with Norms 

and Standard 

¶ 1 OPCR and IPCR Accomplishment  

¶ 1 Summary of MPOR 

¶ 6 MPOR 
 

Client 
 
Client 
Client 
Client 
 

 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 Request for 
assistance 

1 Requests employeeôs 
HRMIS Account. Log-in 
account. 

None 1 minute 
Jinny B. Moriones 
Glenah Marie B. 

Roales 

 

2 Reviews and assess 
Employeeôs SPMS 
Account based on 
employee concerns 

None 1 hour 
Jinny B. Moriones 
Glenah Marie B. 

Roales 

 
3 Recommendation to 
clients 

None 30 minutes  

 Total  None 
1 hour and 31 
minutes 
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CITY INVESTMENT AND TOURISM OFFICE 
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1. Tourism Certificate 
Certificate of Registration issued to Tourism related establishments (TRE) valid for 

one (1) year 

 

  

Office or Division: City Investment and Tourism Office 

Classification: Simple 

Type of Transaction: Government to Business (G2B) 

Who may avail: Business Establishments  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

¶ 1 copy  Filled-out TRE Profile Form 

¶ 1 copy Photocopy of Certificate of Training (First-Aid 
& Security Personnel) 

¶ 1  copy Photocopy of Lifeguard Certificate (for 
Resorts) 

¶ 1  copy Previous yearôs Tourism Certificate, for 
Renewal 

¶ 1 copy Annual Guest/Tourist Arrival Report, for 
Renewal 

 

City Investment And Tourism Office 
Authorized Training Agency/Office 
 
Authorized Training Agency/Office 
 
Requesting Party 
 
Requesting Party 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submits 
complete 
requirements 

1. Receives, reviews 
requirements and issues CITO 
assessment form 

None 15 minutes Hazel Rose B. 
Coberos 

2. Pays at the 
Office of the 
City Treasurer 

2. Issues Acknowledgment 
Receipt 

None  City Treasurerôs 
Office 

Hazel Rose B. 
Coberos 

3. Presents 
Official Receipt 

3.1 Prepares for certificate 
 
 
3.2 Endorse the certificate to 
the Local Chief Executive for 
signature 
 

None 5 minutes 
 
 
2 working days 
 
 

Hazel Rose B. 
Coberos 

 
Hazel Rose B. 

Coberos 

4. Receives and 
acknowledge 
receipt of 
certificate 

4. Releases of Tourism 
Certificate 

None 5 minutes Hazel Rose B. 
Coberos 

 Total  None 2 days and 25 
minutes 
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2. Certificate of Registration ForTax Incentive  
Certificate of Registration issued to Business Establishments availing for Tax 

Incentive 

Office or Division: City Investment and Tourism Office 

Classification: Highly Technical 

Type of Transaction: Government to Business (G2B) 

Who may avail: Business Establishments 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

¶ 3 copies of the Filled-out Application Form 
 
 

¶ 3 copies Pre-Investment Study or Feasibility Study of the 
proposed investment, indicating the financial and socio-
economic impact of the project 
 

¶ 3 certified photocopies of Environment Compliance 
Certificate (ECC) and/or Development Permit (DP)  
 

 
 
 

¶ 3 original copies Corporate Social Responsibility (CSR) 
Proposal 
 

For Single Proprietor 

¶ 3 Certified True Copies of the Business Name Registration  
 
 
For Partnership and Corporations 

¶ 3 Certified True Copies of SEC Registration and By-laws 
 
 

¶ 3 original copies of  Secretaryôs Certificate or Board 
Resolution authorizing representatives to file the 
application  

 
 

For Cooperatives,  

¶ 3 Certified True Copies of CDA Registration and By-Laws 
 
 

City Investment and Tourism 
Office 
 
Requesting Party 
 
 
 
ECC from Department of 
Environment and Natural 
Resources; DP from City 
Planning and Development 
Office 
 
Requesting Party 
 
 

 
Department of Trade and 
Industry 
 

 
Securities and Exchange 
Commission 
 
Requesting Party 
 
 
 
 

 
Cooperative Development 
Authority 
 
Requesting Party 
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¶ 3 original copies of Board Resolution authorizing 
representatives to file the application  

 
For Expanding or Diversifying Enterprises,  

¶ 3 original copies of  the 3-year Annual Production and 
Sales Performance Report 

 

¶ 1 original and 2 photocopies of Annual Real Property Tax 
Assessment for the last three years; or, 

 

¶ 1 original and 2 photocopies of Tax Due from the City 
Treasurerôs Office for the last three years 

 
For Distressed Enterprises 

¶ 1 original copy Financial and Physical Assessment Report  
 

 
 
 
Requesting Party 
 
 
City Assessorôs Office 
 
 
City Treasurerôs Office 
 
 

 
 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submits 
complete 
requirements 

1 Reviews 
requirements and 
issue CITO 
assessment form 

Small 
Enterprises- P 
 
Medium 
 
Large 

30 minutes Cheryl D. Labor 

2. Pays at the 
Office of the 
City Treasurer 

 Kindly put 
formula 

5 minutes City Treasurerôs 
Office 

 

3. Presents 
Official Receipt 
and receives 
Applicants 
Acknowledgem
ent/ Receiving 
Copy 

3.0 Documents stamp 
received for 
evaluation  
 
3.1 Issues 
Acknowledgment 
Receipt 

None 15 minutes Cheryl D. Labor 

 4.0 Calls and 
prepares for an 
Investment Board 
Meeting for approval 
and disapproval of 
the application 

None  10 working days Cheryl D. Labor 

 5 Processing, 
Approval and 
Issuance of 
Certificate 

None  10 working days Cheryl D. Labor 

 Total None 20 working 
days 
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3. Various Office Requests 
Various requests received from clients 

 

  

Office or Division: City Investment and Tourism Office 

Classification: Simple 

Type of 
Transaction: 

Government to Citizen (G2C) 

Who may avail: All employees, clients and other concerned citizen 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
1 Filled-out Request Form  

           1 Request Letter, if applicable 

 
City Investment and Tourism Office 
Requesting Party 
 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1 Submits 
documents 

1 Documents stamp 
received and 
forwarded to the 
Department Head 

None 5minutes Arlene S. Solamo 

2 Receive 
Feedback 

2 Record Request 
and Feedback 

None 5 minutes Arlene S. Solamo 

 Total  None  10 minutes  
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4. Resolving Complaints 
Resolving customer complaints on investment and tourism services   

 

 

 

 

 

Office or Division: City Investment and Tourism Office 

Classification: Complex 

Type of 
Transaction: 

Government to Citizen (G2C) 

Who may avail: All employees, clients and other concerned citizen 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
 
1 Filled-out Request Form  
1 Request Letter, if applicable 
 

 
City Investment and Tourism Office 
Requesting Party 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 Submits 
documents 

1 Documents stamp 
received, Record and 
forwarded to the 
Department Head 

None 10 minutes Arlene Solamo 

2 Receives 
Feedback 

2 Informs clients on actions 
to be done 

None 5 minutes Jennifer D. Cariaga 

 3 Verifies complaints, 
gathers evidence and 
information 

None 5 working days Lludeza M. Quesada 

 4 Prepares 
recommendation and 
forwards to the LCE for 
action 

None 1 day Jennifer D. Cariaga 

 5 Contacts clients for 
feedback 

None 5 minutes Arlene Solamo 

6 Receives 
Recommendati
on / Resolution 

6 Records received 
recommendation/ 
resolution 

None 10 minutes Arlene Solamo 

 Total None 6 days and 35 
minutes 
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1. Preparation of Legal Documents 
The City Legal Office prepares Affidavits, Special Power of Attorney, Deeds and 

other legal forms and documents and provides notarial services. 

 

Office or Division: City Legal Office 

Classification: Simple ; Complex 

Type of Transaction: 
Government to Citizen (G2C); Government to Business (G2B); 
Government to Government (G2G) 

Who may avail: Citizens, Government Entities, Business Sector 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
1 valid government issued ID; and/or 
2 witnesses with valid ID in cases of 
contracts 
 

 
Requesting Party 
Requesting Party 
 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Register 
personal 
information in 
visitorôs logbook 

1 Registration in 
Official Logbook 
and referral to 
concerned CLO 
Personnel 

None 5-10 minutes Bernidez Morales Jr. 
Julie Lapinid 

2. Go to the CLO 
Personnel and 
submit the 
documents. 

2 Interview and 
assessment of 
documents and 
preparation of 
legal document 
and issuance of  
order of payment 

None Simple ï 1 day 
 

Complex ï 2 to 7 
days 

Atty. Nimrod Ogatis 
Atty. Iryshell Villegas 
Anna Leizl Ortilano 

Haidy Flauta 
 Linda May Vayson  

Jerry Bato 

3. Payment of 
the preparation 
fees  

 Affidavits ï 
P50.00 
preparation fee 
to CTO 
 
SPA, Deeds and 
Extra-Judicial 
Settlement ï 
P100.00 
preparation fee 
to CTO 

 City Treasurerôs Office 

4. Presentation 
of official receipt 
to the attending 
CLO personnel 

4 Logging in of 
Official Receipt 
Number to the 
Logbook 
 
 

None 2-3 minutes Raffy Villabrille 
Jessie Tubo 
Jerry Bato 
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5. Reading of 
the prepared 
document prior 
to final printing 
and signature of 
parties 

5 Review and 
Notarization of 
document 

None 
 

Simple ï 15-30 
minutes 

 
Complex ï 
30minutes -

1hour 

Atty. Nimrod Ogatis 

6. Payment of 
Notarial Fees to 
the concerned  
CLO personnel 
and signing in 
the Notarial 
Register and 
Claim copy of 
documents 

6 Recording in 
Notarial Register 
and releasing of 
Documents 

Affidavit ï 
P50.00 

 
SPA-P300.00ï

P600.00 
 

Contracts, 
Conveyances 
and the like  ï 
P500-7,000.00 
minimum based 

on IBP 
Prescribed 

Rates 

5 -15 minutes Raffy Villabrille 
Jessie Tubo 
Jerry Bato 

 

 Total  Simple ï 1 day 
and 58 minutes 

 
Complex ï 

7days , 1 hour 
and 28 minutes 
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2. Legal Consultation/Advice 
In order to address the needs of the constituents to have free legal services, the 

office provides free legal advice to all clients who seek legal assistance. 

Office or Division: City Legal Office 

Classification: Simple 

Type of Transaction: 
Government to Citizen (G2C); Government to Business (G2B); 
Government to Government (G2G) 

Who may avail: Citizens, Government Entities, Business Sector 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
Documents related to the concern to be 
consulted.  
 
 

 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Register 
personal 
information in 
visitorôs logbook 

1 Registration in Official 
Logbook and referral to 
Juris Doctors/ LLB / 
Lawyer 
 

None 5-10 minutes Bernidez Morales Jr. 
Julie Lapinid 

2. Go to concerned 
personnel for the 
needed legal 
consultation/advice 

2 Interview and 
assessment of 
documents and 
provision of legal advice 

None Simple ï 30 
minutes to 1 

hour 
 

Complex ï 1 
hour to 1 day 

 

Anna Leizl Ortilano 
Haidy Flauta 

Linda May Vayson 

3. Request for 
referral to the City 
Legal Officer or 
CGADH I for 
further legal 
consultation/advice 
(If necessary) 

3 Provide free legal 
advice/consultation to 
the client 

None Simple ï 30 
minutes to 1 

hour 
 

Complex ï 1 
hour to 1 day 

Atty. Nimrod Ogatis 
Atty. Iryshell Villegas 

 Total   Simple ï 2 
hours  and 10 

minutes 
 

Complex ï 2 
days and 10 

minutes 
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3. Review of Incoming Documents 
To ensure that all Incoming Documents such as but not limited to Memorandum of 

Agreement, Memorandum of Understanding, Contracts, Resolutions and 

Ordinances, Communications, and all other documents are in accordance with law, the 

City Legal Office reviews these documents prior to implementation or endorsement to 

the City Mayor for approval or consideration. 

 

Office or Division: City Legal Office 

Classification: Highly Technical  

Type of Transaction: 
Government to Citizen (G2C); Government to Business (G2B); 
Government to Government (G2G) 

Who may avail: Citizens, Government Entities, Business Sector 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
1 copy of Incoming Documents such as Memorandum of 
Agreement, Memorandum of Understanding, Contracts, 
Communications,  
Resolutions, Ordinances and other supporting documents 
 
1 soft copy of the documents to be reviewed 
 

 
Requesting Party 
 
 
 
 
Requesting Party 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Transmittal/ 
Indorsement of 
document/s to the 
receiving 
personnel 

1.1. Logging in of 
documents in the 
Official Logbook 
(Incoming Documents) 
 

None 5-10 minutes Julie Lapinid 

1.2. Referral to the 
City Legal Officer for  
 
 

None 
 

5-10 minutes Julie P. Lapinid 

1.3 City Legal Officer 
to assign the task to 
the staff 
 

None 
 

1-2 days Atty. Nimrod Ogatis 
 

1.4. Review, Research 
and preparation of 
necessary documents 
or legal opinions (if 
needed) 

None 
 

Simple ï 1 day 
 
Complex ï 3-10 

days 

Atty. Nimrod Ogatis 
Atty. Iryshell Villegas 
Anna Leizl Ortilano 

Haidy Flauta 
Linda May Vayson 

Julie Lapinid 
 
 

1.5. Logging out of None 30 minutes ï 1 Julie Lapinid 
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documents in the 
office logbook 
 

hour Linda May Vayson 

2. Receive 
Documents from 
the City Legal 
Office 
 

2 Delivery of 
Documents to the 
concerned office 

None 30 minutes ï 1 
hour 

Julie Lapinid 
Linda May Vayson 
Bernidez Morales, 

Jr. 

 Total None 10 days, 2 
hours and 20 

minutes 
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CITY MAYORôS OFFICE - CITY DISASTER RISK REDUCTION 

MANAGEMENT DIVISION 
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1. Emergency & Rescue Operations 
Provide immediate emergency and medical response in the Island Garden City of 

Samal 

Office or Division: 
City Mayorôs Office- City Disaster Risk Reduction Management 
Division (Operations, Early Warning & Communication Section) 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: All stakeholders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
Phone call stating the relevant data (clientôs name, 
location, chief complaint & callerôs name) 
 

 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Call 
CDRRMO 
Hotline 
Number 
(0939454990
2). 

1.1. Receive calls thru 
CDRRMO radio communication 
system and Hotline Number  
 
1.2. Gather relevant Data 
 
 
1.3. Determine patientôs 
condition and necessary 
logistical needs prior to 
dispatching. 
 
1.4. Notify the response 
team. 

¶ Rescue Operations 
(USAR, WASAR) 

¶ Emergency Medical 
Services (Medical and 
Trauma Cases) 
Identify appropriate 
response on the identified 
concerns with the 
necessary equipment 
needed.  
 

1.5. Dispatch ambulance 
together with the response 
team 
 

None 
 
 
 
 

None 
 
 

None 
 
 
 
 

None 
 
 
 
 
 
 
 
 
 
 
 

None 
 
 
 

1 minute 
 
 
 
 

1 minute 
 
 

2 minutes 
 
 
 
 

1 minute 
 
 
 
 
 
 
 
 
 
 
 

5 minutes 
 
 
 

Dispatching Officer on 
Duty 

 
 
 

Dispatching Officer on 
Duty 

 
Dispatching Officer on 

Duty 
 
 
 

Dispatching 
Officer on Duty 
Dispatching 
Officer on Duty 
USAR & WASAR 

Team 
 
 
 
 
 
 

WASAR & USAR 
TEAM 
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1.6. Upon arrival on the 
area, the response team will 
do the thorough assessment 
to the client. Give 
appropriate treatment as 
needed and immediate 
transport to the nearest 
hospital. If the client refuses 
to transport to the nearest 
hospital a waiver will be 
signed by the client and 
watcher.  
 
1.7. Endorse the client to the 
attending physician on duty 
and duly signed the 
endorsement form. 
 
1.8. Response Team will 
directly go back to the 
operation center for standby 
emergency and rescue 
operations. 
 

 
None 

 
 
 
 
 
 
 
 
 
 
 
 

None 
 
 
 
 

None 

 
5 minutes 

(depends on 
the area being 

attended) 
 
 
 
 
 
 
 
 
 

5 minutes 
 
 
 
 

3 minutes 

 
Team on Duty 
composed of 1 

medical, aider & driver 
 
 
 
 
 
 
 
 
 
 

Team on Duty 
(Medical personnel) 

 
 
 

Team on Duty 
composed of 1 

medical, aider & driver 
 
 
 

 Total None 23 minutes  
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2. Receiving of Various Request 
Caters various requests from Barangay, Local and National agencies. 

Office Or Division: 
City Mayorôs Office- City Disaster Risk Reduction Management 
Division (Administrative & Training Section) 

Classification: Simple 

Type Of Transaction: 
Government to Government (G2G); Government to Citizen (G2C); 
Government to Business (G2B) 

Who May Avail: All stakeholders of the City Government  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
2 Original copies of Letter request with signature 
from requesting party  
 

 
Requesting Party 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON RESPONSIBLE 

1. Submit 
request letter to 
City Mayorôs 
Office ï 
Administrative 
Division 

1.1. Receive and 
stamp letter 
request with date 
and time. 
 
1.2. Route the 
request to the 
immediate 
supervisor for 
review and 
appropriate 
action. 
 
1.3 Provides 
action to be taken 
 

None 
 
 
 
 

None 

2 minutes 
 
 
 

 
5 minutes 

Richel P. Saligumba 
Nestle Mae L. Panggoy  

Charity M. Peñera 
 
 

Richel P. Saligumba 
 
 
 
 
 
 
 

Janus Rafailes 

2. Get the email 
address or 
phone number 
of the division 
for follow-up 
purposes. 
 

2. Issue 
Acknowledgment 
Receipt. 
 
2.1 Give the phone 
number and e-mail 
address to the client. 
 

None 3 minutes Richel P. Saligumba 
Nestle Mae L. Panggoy  

Charity M. Peñera 
 

 Total None 10 minutes  
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3. Request for Disaster Preparedness Activities (Drills and 

Trainings) 
Request of activities on Disaster Risk Reduction Management at the local level. 

Office Or Division: 
City Mayorôs Office - City Disaster Risk Reduction Management 
Division (Administrative & Training Section) 

Classification: Simple  

Type Of 
Transaction: 

Government to Government (G2G); Government to Citizen (G2C); 
Government to Business (G2B) 

Who May Avail: All stakeholders of the City Government  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
2 original copies of Letter request with signature 
from requesting party 
 

 
Requesting Party 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
Request letter 
to the City 
Mayorôs 
Office 

1.1. Receive the letter 
request and stamp the 
request with date and 
time. Issue 
Acknowledgment 
Receipt 
 
1.2. Route the request to 
the immediate supervisor 
for review and 
appropriate action. 

None 
 
 
 
 
 
 
 

None 

2 minutes 
 
 
 
 
 
 
 

 5 minutes 

Richel P. Saligumba 
 
 
 
 
 
 
 

Richel P. Saligumba 
Charity M. Penera 

Nestle Mae L. Panggoy 
Janus D. Rafailes 

2. Get the 
email address 
or phone 
number of the 
division for 
follow-up 
purposes. 

2.1. Give the phone number 
and e-mail address to the 
client. 
 
2.2. Coordinates with the 
requesting party as to 
venue and other necessary 
documents. 

None 
 
 
 

None 

1 minute 
 
 
 

20 minutes 

Richel P. Saligumba 
Charity M. Penera 

Nestle Mae L. Panggoy  

3. Prepare the 
appropriate 
participants 
needed. 

3.1. Prepare the venue & 
training 
materials/equipment and 
certificates. 
 
3.2. Actual conduct of the 
activity. 

None 
 
 
 
 

None 

4 hours 
 
 
 
 

8 hours 

Janus D. Rafailes 
Richel P. Saligumba 
Charity M. Penera 

Nestle Mae L. Panggoy 

 Total  None 1 day, 4 hours 
28 minutes 
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1. Mayorôs Clearance/Certification 
Issuance of Certification / Clearance to clients as support to application for 

employment 

 

Office or Division: City Mayorôs Office - Administrative Division 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: Residents of Island Garden City of Samal 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
1 Original Copy of Barangay Certification 
1 Original Copy of Police Clearance 
 

 
Respective Barangay 
Philippine National Police Office/ Station 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submits 
complete 
requirement to 
the in-charge 

1.1 Assesses submitted 
requirements if complied 
 
 
1.2 Releases order of payment 
 

None 
 
 
 

None 
 

2 minutes 
 
 
 

2 minutes 

Avelino C.  
Eniong 

 
 

Avelino C.  
Eniong 

2. Pays to the 
City Treasurerôs 
Office 

 P 50.00  City Treasurerôs 
Office 

 

3. Presents 
official receipt to 
City Mayorôs 
Office 

3.1 In-charge to prepares the 
certification /clearance 
 
3.2 Reviews printed copy of 
the document for approval of 
the City Mayor  
 
3.3 Endorses the Certification/ 
Clearance to the City Mayor 
for signature 

None 
 
 
 

None 
 
 

None 
 
 

5-8 minutes 
 
 
 

2 minutes 
 
 

5 minutes 

Avelino C.  
Eniong 

 
 

Chelo U. Ledres 
 
 

Chelo U. Ledres 

4. Receives the 
Copy of Mayorôs 
Certification/ 
Clearance 

4. Releases and log the 
document signed by the Local 
Chief Executive 

None 
 

2 minutes Avelino C.  
Eniong 

 

 Total P 50.00 21 minutes   
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2. Receiving of Various Requests 
Receiving and facilitation of various request from Barangay, Local and National 

agencies 

 

 

  

Office or Division: 
City Mayorôs Office - Administrative Records, Info And Public 
Employment Division 

Classification: Simple 

Type of Transaction: 
Government to Government (G2G); Government to Business 
(G2B); Government to Citizen (G2C) 

Who may avail: Citizens and Government Agencies 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 Original Copy of letter request with 
signature from requesting party. 
 

From the Requesting Party or Entity 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submits letter 
request to the in-
charge 

1. Receives and stamps 
the request with date, 
time and signature 

None 
 

1-2 minutes Elma Dela Fuente 

2.1 Receives the 
file copy of the 
receipt request 
 
2.2 Get the email 
address or phone 
number of the 
Office for follow- 
up purposes. 

2. Give the E-add and 
phone number of the 
agency to the client. 

None 
 

1 minute Elma Dela Fuente 
 

 3. Route the request for 
remarks and 
recommendation 
 
4. Reviews and sorts as 
to prioritization and 
endorsement to the 
concerned office. 
 
5. Endorses the 
reviewed request to the 
Local Chief Executive for 
approval 

None 
 
 
 

None 
 
 
 
 

None 

5 minutes 
 
 
 

30 minutes 
 
 
 
 

 5 minutes 

Elma Dela Fuente 
 
 
 

Ernesto E. Gulben/ 
Rosabel Jusguan 

 
 
 

Ernesto E. Gulben/ 
Rosabel Jusguan 

 Total None 43 minutes  
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3. Social Services 
Social Services given to walk-in clients, barangay workers and officials in the form 

of assistance 

 

Office or Division: City Mayorôs Office- Administrative Records Division 

Classification: Simple  

Type of Transaction: Government to Citizens (G2C) 

Who may avail: Residents of the Island Garden City of Samal 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 Original Copy of Doctorôs Prescription 
1 Photocopy of Hospital bill (tentative or final) 
1 Original Copy of Barangay Certification of  

      Indigency 

Hospital or Attending Physician 
Hospital 
Respective Barangay 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Enters the 
office and talks 
to the person 
in-charge for 
their concern/ 
queries and 
request. 

1.1 Interviews the citizen 
regarding their request  
 
1.2 Assesses the presented 
document  
 

None 
 

10-15 minutes 
 

Elma Dela Fuente 

2. Waits for the 
action taken of 
the in-charge 

2. Coordinates the 
concerned office the 
availability of their request 
such as medicines, blood, 
etc 

None 5-10 minutes Jesan L. Manulat 

3. Receives 
the assistance 
or instruction 
from the in-
charge  

3. Gives the assistance to 
the client or endorses the 
client to the concerned 
office such as CSWDO and 
CHO for action. 

None 3 minutes Jesan L. Manulat 

 Total None 28 minutes  
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4. Marriage Solemnization 
Conduct of marriage solemnization officiated by the City Mayor to the requesting 

constituents  

 

 

 

 

  

Office or Division: City Mayorôs Office Administrative Records Division 

Classification: Simple  

Type of Transaction: Government to Citizens (G2C) 

Who may avail: Citizens 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
1 Original Copy of Application Marriage License 

 
 
 

 
City Civil Registrar 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Request schedule 
for marriage 
solemnization 

1.0 Schedules the 
date of marriage 
 
1.1 In-Charge 
records the date of 
marriage 
solemnization 
 

None 
 

5-10 minutes 
 

Rosabel V. Jusguan 
 
 
 

Avelino C. Eniong 

2. Get the phone 
number of the Office for 
follow- up purposes. 

2 Provides the 
contact information 
to the client 

None 2 minutes Avelino C. Eniong 

 Total None  12 minutes  
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5. Certificate of Posting 
Issuance of certificate of Posting for ERC, Cases of Land Title, and others 

Office or Division: City Mayorôs Office- Public Information Section 

Classification: Highly Technical 

Type of Transaction: 
Government to Government (G2G);  
Government to Business (G2B) 

Who may avail: Government Entities and Business Sector 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 Original Official Receipt 
1 set of Document for Posting 
1 copy of Letter Request 
 

City Treasurerôs Office 
Client 
Client 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Presents the 
document for 
posting 
 

1.1. Reviews completeness of 
documents. 
 

1.2 Records the document for 
Posting 
 

1.3 Issues acknowledgement 
Receipt  

None 
 
 

3 to 5 minutes 
 

 

Emma R. 
Silawan 

 
 

2. Client signs the 
logbook as proof 
that the office 
received the 
complete set of 
documents 

2.1 Advice the client to return 
on or before 3 consecutive 
weeks  
 
2.2 Issue Order of payment for  
Cert. of Posting at City 
Treasurerôs office 

None 
 
 
 

None 

3 weeks 
 
 
 

2 minutes 

Emma R. 
Silawan 

 
 

Emma R. 
Silawan 

 

3. Pays the fee at 
the City 
Treasurerôs Office 

 Php 50.00  City Treasurerôs 
Office 

4. Presents the 
Official Receipt to 
claim the 
Certificate of 
Posting. 

4. The Person- In- Charge 
prepares the certificate of 
posting and forwarded to the 
LCE for the signature. 
 

 20 minutes  Rolando 
Coronel 

Emma R. 
Silawan 

5. Client receives 
& signs the office 
copy of certificate 

5. Files the copy for future 
references(disposal after 5 
years) 

None 
 

Within 1 to 2 
minute/s 

Emma R. 
Silawan 

 Total Php 50.00 
 

21 days and 
29 minutes 
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6. Request for Event Documentation 
Cater Request for Event Documentation 

 

Office or Division: City Mayorôs Office- Public Information Division 

Classification: Simple 

Type of Transaction: Government to Government (G2G) 

Who may avail: Government Entities 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
2 Original Copy of Request Letter 
 
 

 
Requesting Entity 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Fills in the  
requisition form or 
submits 
requisition letter 

1. Reviews and assess 
the availability of 
personnel to event  
 
 
1.1 Personnel In-charge 
records and schedules 
the request 
 
 

None 
 
 
 
 

None 
 

2 minutes  
 
 
 
 

5 minutes 
 
 

 

Michael Anthony F. 
Homez 

 
 
 

Rolando Coronel 
 

 
 

2. Gets the phone 
number of the 
Office for follow- 
up purposes. 
 

2 Provides the contact 
information to the client 

None 2 minutes Rolando Coronel 
 

 Total  None 9 minutes  
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7. Barangay Officials Identification Card 

Issuance of Barangay Officials residential Identification Card 

Office or Division: City Mayorôs Office- Public Information Section 

Classification: Highly Technical 

Type of Transaction: Government to Government (G2G) 

Who may avail: Barangay Officials, Barangay Volunteers and Staff 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
1 Original Copy Official Receipt issued by the Barangay 
 
1 List of Barangay Officials (from Punong- Barangay to 
CVO,BHW,BNS, Purok Leaders) with complete name of 
members signed  by the Barangay Captain 

 
Respective Barangay Treasurers 
 
 
Respective Barangay Secretaries 
 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submits 
request Letter  

1.0 Arranges/ sets the 
schedule per request & 
contacts the Punong 
Barangay for the 
finalization of the schedule 
 
1.1 Issues order of 
Payment Slip 

None 1 minute Michael Anthony 
Homez 

Emma Silawan 
Rolando Coronel 

2. Pays of 
Barangay 
Identification 
Card 

2 Issues Acknowledgment 
Receipt 

P 50.00 
each 

 Barangay Treasurer 

3. Prepares the  
List with 
attached Official 
Receipt  

3 Conducts the picture 
taking  
 

None Whole day Rolando Coronel 
 

4.0 Barangay 
Officials will 
wait for 10 
working days 

 
4.1 Signs 
logbook  

4 Records the ID control 
number and issues the 
cards 

None 
 
 
 
 

None 

10 days 
 
 
 

 
2 to 3 hours 

 
 
 
 
 

Rolando Coronel,  

 Total P50.00 11 days, 
3hours and 1 

minute 
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8. Residential Identification Card 
Issuance of Residential ID to the constituents of Samal 

Office or Division: City Mayorôs Office- Public Information Section 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: Residents of Island Garden City of Samal 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
FOR NEW APPLICANT: 

1 Original Copy of Barangay Clearance attached with Official 
Receipt or sealed 
1 Photocopy of 1 Valid ID ( any ID of the following: Senior 
Citizen ID, Philhealth ID, School ID, 4Ps ID; if none police 
clearance or voter certification) 
1 Original Copy of Official Receipt  

 
FOR RENEWAL 

1 Original Copy of Barangay Clearance attached with Official 
Receipt or sealed 
1 Original Copy of Official Receipt  
Old resident ID 

 
 
Respective Barangay 
 
Respective Agencies where the ID 
is issued 
 
City Treasurerôs Office 
 
 
Respective Barangay 
 
City Treasurerôs Office 
Requesting Party 
 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON RESPONSIBLE 

1. Presents the 
necessary 
requirements 

1.0 Checks the 
presented 
requirements 
 
1.1 Issues  Order of 
Payment  

 1 minute Michael Anthony Homez 
Emma Silawan 

Rolando Coronel 
 

2. Pays at the 
City Treasurerôs 
Office 

 Php 50.00  City Treasurerôs Office 

3.1 Presents the 
receipt to the 
in-charge 

 
 
3.1 Fill up the 

Basic 
Information 
Form 

 
 

3.1 Receives the 
Official receipt 
 
 
 
3.2 Assists/ Checks 
, reviews & 
interviews the clients 
based on the filled 
up form and take 
photo 
 

None 
 
 
 
 

None 
 
 
 
 
 
 

2 to 3 minutes 
 
 
 
 

3 minutes 
 
 
 
 
 
 

Michael Anthony Homez 
Emma Silawan 

Rolando Coronel 
 
 

Michael Anthony Homez 
Emma Silawan 

Rolando Coronel 
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3.3 Encode the 
client Information, 
photo Processing 
and records the 
control ID number 
 

none 15 minutes Michael Anthony Homez 
Emma Silawan 

Rolando Coronel 
 
 
 

4. Receives and 
logs the 
Residential ID  

4 Issues and 
records the 
Residential ID 

none 3 minutes Michael Anthony Homez 
Emma Silawan 

Rolando Coronel 
 

 Total P 50.00 25 minutes  
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9. Driver Identification Card 
Issuance of Tricycle Driverôs Identification Card (Association Membership) 

Office or Division: City Mayorôs Office- Public Information Section 

Classification: Simple 

Type of Transaction: Government To Citizen (G2C) 

Who may avail: Tricycle Drivers of Island Garden City Of Samal 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
1 Original Accomplished Application Form 

 
City Mayorôs Office - Business Regulation 
Division 

CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING TIME 
PERSON 

RESPONSIBLE 

1. Submits 
accomplished 
application 
form 

1.0 Receives the 
application form 
 
 
 
1.1 Takes photo, 
encodes the clientôs 
information, photo 
processing, 
laminates and 
records the control 
ID number 
 
 

None 
 
 
 
 

None 

2 minutes 
 
 
 
 

20 minutes 

Michael Homez Emma 
Silawan 

Rolando Coronel  
 
 

Rolando Coronel  
 

2. Receives 
and logs the 
Driverôs 
Identification 
Card 
 
 

2.0 Releases the 
Driverôs 
Identification Card 

None 2 minutes Rolando Coronel 
 

 Total None 24 minutes  
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10. Senior Citizen Identification Card 
Issuance of Senior Citizen Identification Card  

Office or Division: City Mayorôs Office- Public Information Section 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: Senior Citizens of Island Garden City of Samal 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
1 Original Accomplished Application Form 

 
City Social Welfare and Development Office 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submits 
accomplished 
application 
form 

1.0 Receives the 
application form 
 
 
 
1.1 Takes photo, 
encodes the clientôs 
information, photo 
processing and records 
the control ID number 
 
 

None 
 
 
 
 

None 

2 minutes 
 
 
 
 

15 minutes 

Michael Homez Emma 
Silawan 

Rolando Coronel 
 
 

Rolando Coronel 
 

2. Receives 
and logs the 
Senior Citizen  
Identification 
Card 
 
 
 
 

2.0 Releases the Senior 
Citizen Identification 
Card 

None 2 minutes Rolando Coronel 
 

 Total None 19 minutes  
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11. Request Copy of Photo/Video Documentation 
Cater Request of Photo/Video Documentation 

Office or Division: City Mayorôs Office- Public Information Section 

Classification: Simple 

Type of Transaction: Government to Government 

Who may avail: Government Entities 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
1 Original Copy of Request  
1 Flash Drive (sanitized) 

 
Requesting Party 
Requesting Party 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submits request 
to the in-charge 

1.1.Receives request 
letter 
 
1.2 Search the 
documentation in the 
computer (photo/video) 
 
1.3. In-charge transfer 
to flash drive or DVD 
(copying of huge files 
usually takes time) 
 

None 
 
 
None 
 
 
 
None 

3-5 minutes 
 
 

3 hours 
 
 
 

1 hour 

 

Rolando Coronel 
 
 

Rolando Coronel 
 
 
 

Rolando Coronel 
 

2. Signs the 
logbook upon 
receipt of e-
copy of the 
documentation 
 

2. Releases the e-copy  
of the documentation 
saved at the flash drive 

None 5 minutes Rolando Coronel 
 

 Total  None 4 hours, 10 
minutes 
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1. Serbisyo sa Katawhan 
Provision of frontline government services to far-flung barangays. 

Office or Division: City Mayorôs Office- Community Affairs Division 

Classification: Simple 

Type of Transaction: Government to Government (G2G); Government to Citizens (G2C) 

Who may avail: All stakeholders of the City Government 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
2 Original copies of the Barangay Request 
Letter or Barangay Resolution 

 

  
Requesting Barangay 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submits 
Request 
Letter / 
Barangay 
Resolution to 
City Mayorôs 
Office 

1.1. Forwards Letter / 
Barangay Resolution to 
Community Affairs Division 
 
 
1.2. Prepares and 
distributes Memorandum to 
concerned offices 
 
1.3. Prepares and 
processes Cash Advance 
 

None 
 
 
 
 

None 
 
 
 

None 

5 minutes 
 
 
 
 

4 hours 
 
 
 

1 day 
 

Mabel S.  Deniega 
Jade L. Solamo 

Rey Ann C Jacosalem 
Ruth A. Luna 

 
Rey Ann C Jacosalem 

Ruth A. Luna 
 
 

Rey Ann C Jacosalem 
Ruth A. Luna 

2. Coordinate 
with City 
Government  

2 Actual conduct of 
Serbisyo sa Katawhan 

None 8 Hours Mabel S.  Deniega 
Jade L. Solamo  

Rey Ann C Jacosalem 
Ruth A. Luna 

 

 Total None 2 days, 4 
hours, 5 
minutes 
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2. Anti-Drug Abuse Program 
Provision of technical support to strengthen Barangay Anti-Drug Abuse Council 

and conduct of Anti-Drug Abuse Symposium (Community & School) 

Office or Division: City Mayorôs Office - Community Affairs Division 

Classification: Simple 

Type of Transaction: Government to Government (G2G); Government to Citizen (G2C) 

Who may avail: All stakeholders of the City Government 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
2 original copies of Barangay Resolution 
or Letter Request of School 
 

 
Requesting Party 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submits 
Barangay 
Resolution/ 
Request Letter  to 
City Mayorôs Office 

1.1. Forwards Barangay 
Resolution to 
Community Affairs 
Division 
 
1.2. Coordinates with 
Barangay  and School 
concerned 
 
1.3. Prepares & 
Distributes 
Memorandum to 
concerned agencies/ 
offices 

None 
 
 
 
 

None 
 
 
 

None 

5 minutes 
 
 
 
 

30 minutes 
 
 
 

10 minutes 
 
 
 

Mabel S.  Deniega 
Jade L. Solamo 

Rey Ann C Jacosalem 
 
 

Jade L. Solamo 
Rey Ann C Jacosalem 

 
 

Jade L. Solamo 
Rey Ann C Jacosalem 

 
 
 

2. Prepares the 
venue and 
Attendance to the 
said activity 
 

2 Actual conduct of the 
activity 

None 8 Hours Mabel S.  Deniega 
Jade L. Solamo 

Rey Ann C Jacosalem 

 Total None 1 day 45 
minutes 
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3. Micro-Finance Program 
Provision of financial support to qualified Cooperatives and Peopleôs Organization 

Office or Division: 
City Mayorôs Office- Cooperative Section - Community Affairs 
Division 

Classification: Complex 

Type of Transaction: Government to Business (G2B); Government to Citizens (G2C) 

Who may avail: Qualified cooperatives and associations 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

2 sets of requirements (1 original, 1 photocopy) 
1. Filled-up Application Form 
2. Registration Documents  
3. Audited Financial Statement 
4. Barangay Clearance 
5. Latest Business Permit 
6. SP Accreditation certificate 
7. Article of By-Laws  
8. Project Proposal 

 

 
CMO ï Community Affairs Division 
CDA, SEC &  DOLE 
Requesting Party 
Requesting Party 
CMO ï Business Regulation Division  
Sangguniang Panlungsod 
Requesting Party 
Requesting Party 
 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON RESPONSIBLE 

1. Submits 
two (2) 
complete 
sets of 
required 
documents 

1 Reviews application 
requirements. Issues 
Acknowledgment Receipts 

None 15 minutes 
 
 
 
 

Mabel S. Deniega 
Jennifer O. Remoreras 

Annabelle L. Dalumpines 

 1.1 Schedule meeting of 
Microfinance Committee; 
For deliberation of 
application & appropriate 
action 

 2 Hours 
 

Mabel S. Deniega 
Jennifer O. Remoreras 

Annabelle L. Dalumpines 

2. Prepares 
necessary 
documents 
needed for 
validation. 

2.1. On-site Validation of 
the applicant cooperative 
or association 
 

None 
 

1 day 
 

Mabel S. Deniega 
Jennifer O. Remoreras 

Annabelle L. Dalumpines 
 

 2.2. Upon approval of the 
application by the  
Microfinance Committee, 
the secretariat prepares 
the Memorandum of 
Agreement with schedule 
of amortization 

None 
 

1 hour 
 

Mabel S. Deniega 
Jennifer O. Remoreras 

Annabelle L. Dalumpines 

 2.3. Preparation of None 10 minutes Mabel S. Deniega 
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Executive Agenda 
 
 

 Jennifer O. Remoreras 
Annabelle L. Dalumpines 

 2.4. Preparation of 
Voucher 

None 15 minutes Jennifer O. Remoreras 
Annabelle L. Dalumpines 

3. Wait for 
instructions 
for loan 
release at 
the City 
Treasurerôs 
Office 
 

3 Releasing of the Loan None 30 minutes Mabel S. Deniega 
Jennifer O. Remoreras 

Annabelle L. Dalumpines 

 Total None 1 day 4 hours 
10 minutes  
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4. Pre-Registration Seminar for Cooperative  
Provision of technical support to group aspiring to become a cooperative 

Office or Division: City Mayorôs Office- Cooperative Section - Community Affairs Division 

Classification: Simple 

Type of Transaction: 
Government to Business (G2B); Government to Citizen (G2C); 
Government to Government (G2G) 

Who may avail: All stakeholders of the City Government 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
2 original copies of Request Letter for 
Pre-Registration Seminar 
 

 
Requesting Party 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submits 
Request Letter to 
the City Mayorôs 
Office. 

1.1. Forwards Request 
Letter to Community 
Affairs Division 
 
 
1.2. Coordinates with 
the Cooperative 
Development Authority- 
as to the schedule of 
the Pre-Registration 
Seminar. 
 
 
1.3. Coordinates the 
requesting group as to 
schedule 
 

None 
 
 
 
 

None 
 
 
 
 
 
 
 

None 
 
 

5 minutes 
 
 

 
 

10 minutes 
 
 
 
 
 
 
 

20 minutes 
 

Mabel S.  Deniega 
Jennifer o. Remoreras 

Annabelle L. 
Dalumpines 

 
 

2. Prepares the 
venue and other 
necessary 
documents needed 
for the activity 
 

2 Actual conduct of the 
activity 

None 6 Hours  

 Total None 6 hours 35 
minutes 
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5. Community-Based Rehabilitation Program 

Provide lectures, spiritual and moral recovery, counseling, Bible study, regular 

physical fitness, personality development and other activities geared towards Drug 

Reformation 

Office or Division: City Mayorôs Office- Community Affairs Division 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: All stakeholders of the City Government  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
List of Drug Surrenderees from PNP 
 

 
Philippine National Police 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submits List of 
Drug Surrenderees 

1.1. Validates list with 
Barangay concerned 
 
 
1.2. Community Affairs 
personnel prepares 
subpoena 
 
 
1.3. PNP delivers 
subpoena to concerned 
 

None 
 

15 minutes 
 
 
 

20 minutes 
 
 
 
 

Mabel S.  Deniega 
Jade L. Solamo 

Rey Ann C Jacosalem 
 

Jade L. Solamo 
Rey Ann C Jacosalem 

2. Attendance to 
the said assist 
activity 

2 Conduct of Alcohol, 
Smoking & Substance 
Involvement Screening 
Test (ASSIST) and 
Drug Test 
 
3-Month Community 
Based Rehabilitation   

None 
 
 
 
 
 

None 

5 Hours 
 
 
 
 
 

8 Hours  
@ 4 times a 
month x 3 

Months 

Mabel S.  Deniega 
Jade L. Solamo 

Rey Ann C Jacosalem 

 Total None 1 day, 5 
hours, 35 
minutes 
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6. Sectoral Development & Enhancement Program (IP & Muslim) 
Support to capability enhancement of Indigenous People Mandatory 

Representatives; Assistance to MADRASHA & ALIVE Program 

Office or Division: City Mayorôs Office- Community Affairs Division 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: IP and Muslim communities 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

2 original copies of Request Letter  
 

Requesting Party 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
Request 
Letters to City 
Mayorôs 
Office 

1.1 Schedules meeting 
with the requesting party. 

None 10 minutes Mabel S. Deniega 
Jennifer O. Remoreras 

Annabelle L. Dalumpines 

 1.2 Coordination meeting 
 
 
1.3 Attendance to IPMR 
Quarterly meeting 
 
1.4 Actual site visit to 
ALIVE classes 
 
1.5 Preparation of 
documents: 

¶ Honorarium of 
MADRASHA / 
Ustadz 

¶ Assistance to Other 
Supplies & Food 
Supplies  

 
1.6 Trainings Seminar of 
IPMR 
 

None 2 Hours 
 
 

2 Hours 
 
 

4 Hours 
 
 

30 minutes 

Mabel S. Deniega 
Jennifer O. Remoreras 

Annabelle L. Dalumpines 

 Total None 1 day 30 
minutes 
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7. Sports Development Program (Schools and Barangay Level) 

Support to schools and barangays sports development and enhancement. 

Office or Division: City Mayorôs Office- Community Affairs Division 

Classification: Simple 

Type of Transaction: Government to Government (G2G); Government to Citizen (G2C) 

Who may avail: All Stakeholders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

2 original copies of Request Letter  or 

Barangay Resolution 

 

Dep-Ed, National Agencies & Other Stakeholders or 
Barangay Government  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submits Letter 
Request/Barangay 
Resolution to City 
Mayorôs Office. 

1.1. Forwards Letter 
Request/Barangay 
Resolution to Sports 
Section -Community 
Affairs Division. 
 
 
1.2 Coordinates 
meeting with the 
requesting 
school/barangay& other 
stakeholders. 
 
 
1.3 Prepares document 
for prizes & honorarium 
& materials needed. 
 
 

None 
 
 
 
 
 
 

None 
 
 
 
 
 
 

None 

5 minutes 
 
 
 
 
 
 

2 hours 
 
 
 
 
 
 

2 hours 

Mabel S. Deniega  
Francis Erick Flores 

2. Preparation of 
the venue for the 
activity 
 

2. Actual conduct of the 
activity requested. 
 

None 5 hours Mabel S. Deniega  
Francis Erick Flores 

 Total None 1 day 1 hour 5 
minutes 
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1. Renewal of Permit to Operate and Franchise  
Renewal of permit to operate; Renewal of franchise (every 3 years) 

 

  

Office or Division: City Mayorôs Office ï Business Regulation Division 

Classification: Simple 

Type of Transaction: 
Government to Citizen (G2C); Government to Government 
(G2G); Government to Business (G2B) 

Who may avail: All stakeholders who operates vehicles 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. 1 original copy of Barangay Clearance 
2. 1 original copy of Certification from City Accredited 

Association  
3. 1 original copy of Police Clearance (payment only) 
4. 1 photocopy of Latest Official Receipt  
5. 1 photocopy of Latest Certificate of Registration  
6. 1 photocopy of Driverôs License of the Unit Driver  
7. 1 photocopy of Latest Permit to Operate 
8. 1 photocopy of Latest Franchise  

 

Barangay of the applicant 
Requesting party 
 
City Treasurerôs Office 
Requesting party 
Requesting party 
Requesting party 
Requesting party 
Requesting party 
 

CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON RESPONSIBLE 

1 Presentation 
of required 
documents 
 

1 Interview and 
encoding of data 
to eSystem 
Evaluation of 
presented 
documents as to 
completeness 
Inspection as to 
the condition of 
unit for Renewal of 
franchise 
 
1.0 Issuance of 
Order of Payment 

As 
assessed 

by the 
concerned 

office 

2 Hours 
 

Eva Aligato 
 
 

2 Payment of 
fees 

2 Issuance of 
Official Receipt 

 1 Hour 
 

City Treasurerôs Office 

3 Claim of 
Permit to 
Operate and 
Franchise 

3Encoding, 
approval and 
releasing of permit 
to operate and 
franchise 

 
1 Hour 

 

Eva Aligato 
Ernesto Tundaan  
Felino Almacen 

 Total  3 hours  
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2. Franchise and Permit to Operate Tricycle for Hire  
Issuance of franchise & permit to operate tricycle for hire 

Office or Division: City Mayorôs Office ï Business Regulation Division 

Classification: Simple 

Type of Transaction: 
Government to Citizen (G2C); Government to Government 
(G2G); Government to Business (G2B) 

Who may avail: All stakeholders who operates vehicles 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. 1 original copy of Barangay clearance 
2. 1 original copy of Association certification 
3. 1 original copy of Police clearance 
4. 1 original copy of Insurance 
5. 1 original copy of Notarized petition/verification and affidavit of 

change color and body signed by the painter 
6. 1 original copy of Clearance from the Highway Patrol Group 

through Land Transportation Office (LTO) 
7. Original Official Receipt (OR) and Certificate of Registration 

(CR). In case the OR and CR are not under the name of the 
applicant, the following shall be required:  

a) 1 original copy of Deed of Sale/Deed of Conveyances 
b) 1 original copy of Released of Chattel Mortgage 
c) and Other Valid Proof of Ownership 

 

Barangay of the applicant 
Requesting party 
Philippine National Police 
Requesting party 
Requesting party 
 
Land Transportation Office  
 
Land Transportation Office  
 
 
Requesting party 
Requesting party 
Requesting party 
 

CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON RESPONSIBLE 

1 Presentation 
of 
requirements 
 
 
 
 
 
 
 
 
 

1.0 Interview and 
assessment as to 
the completeness 
of the 
requirements, data 
encoding to the 
eSystem and 
issuance of 
Acknowledgement 
Receipt  
 
1.1 Inspection of 
unit as to 
compliance to 
existing 
Transportation 
Code.  
 
1.2 Issuance of 
order of payment 
 
 

None 1 day Felino Almacen 
Eva Aligato 
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2 Payment  2 Issuance of 
Official Receipt 
 
 

None  10 mins 

City Treasurerôs Office 

3 Claim of 
Franchise and 
Permit to 
Operate 

3 Encoding, 
approval and 
releasing of 
Franchise and 
Permit to Operate 

 
 

None 20 mins Felino Almacen 
Eva Aligato 

 

 Total  1 day and 30 
minutes 
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3. Special Permits 
Issuance Of Mayorôs Special Permit for  

¶ Cockfighting Permit 

¶ Live Band  

¶ Disco  

¶ Recorida  

¶ Special Recruitment Activity 

¶ Motorcade  

¶ Product Demo  

¶ Caravan  

¶ Peddlerôs Permit 

 

Office or Division: City Mayorôs Office ï Business Regulation Division 

Classification: Simple 

Type of Transaction: 
Government to Citizen (G2C); Government to Government 
(G2G); Government to Business (G2B) 

Who may avail: All stakeholders who operates vehicles 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
Cockfighting Permit 
1. Barangay Resolution 
2. Sangguniang Panglungsod Endorsement 
 
Special Permits For Live Band, Disco, Recorida, 
Motorcade,Product Demo 
And Caravan 
1. Barangay Clearance 

 
Permit For Special Recruitment Activity 
1. Barangay Clearance 
2. Public Employment Service Office(Peso) Endorsement 
 
Peddlerôs Permit 
1. Barangay Clearance 
2. City Environment And Natural Resources Office(Cenro) 

Clearance 
3. City Health Office(Cho) Health Clearance 

 
       Occupational Permit 

1. Barangay Clearance 
2. Police Clearance 
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CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1 
Presentat
ion of 
required 
document
s 

1 Evaluation as to 
completeness of 
the presented 
requirements. 
 
1.1 Issuance of 
order of payment 

Cockfighting 
Permit - 
400.00/Day 
 
Derby   - 800/Day 
 
Live Band 
Disco 
Recorida 
Special 
Recruitment 
Activity 
Motorcade 
Product Demo 
Caravan -
200.00/Day 
 
Peddlers - 200.00 
Occupational 
Permit - 50.00 
 

1 hour Generosa Barao 
 
 

2 
Payment 

2.1 Receiving of 
payment 

1 hour City Treasurerôs 
Office 

3 Claim 
of Special 
Permit 

3. Printing, 
Approval 
and 
Releasing 
Of Special 
Permit 

1 hour Ernesto Tundaan 

 Total As may be 
assessed 

3 hours  
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1. Certificate of No Objection  
Application of Certificate of No Objection for Special Recruitment Agency (SRA)  

Office or Division: City Mayorôs Office- Public Employment Service Office (Peso) 

Classification: Simple 

Type of 
Transaction: 

Government to Business (G2B) 

Who may avail: Legitimate Recruitment Agencies 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. 1 Original Copy and 1 Photocopy OWWA 
2. 1 Original Copy and 1 Photocopy DFA 
3. 1 Original Copy and 1 Photocopy POEA 
4. 1 Original Copy of the Barangay Clearance to 

where the SRA shall be conducted 
5. Checklist of Requirements 
6. 1 Official Receipt 

Overseas Workers Welfare Administration 
Department of Foreign Affairs 
Philippine Overseas Employment Authority 
Barangay Concerned 
 
CMO ï PESO Office 
City Treasurerôs Office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit documents for 
SRA 

1 Receive the 
documents 
 
1.1 Check  and review 
the documents if 
thereôs no lacking  
 
1.2 Interview the 
Agency Staff  

None 15 minutes Lolita Lascuña 

 
 

1.3 Issue a No 
Objection Certificate 
(NOC) 

None 15 minutes Lolita Lascuña 

2. Upon issuance of  No 
Objection Certificate 
from our office, the 
client is advised to 
proceed to the CMO ï 
Business Regulation 
Division to request for 
Special Permit 

2 Issue Payment Order 
Slip 
 
 
 

None 45 minutes CMO - CMO ï 
Business 

Regulation 
Division 

 
 
 

3. Pays the required 
fees 

3 Approval of 
Certificate of No 
Objection 

Php 400.00 5 minutes City Treasurerôs 
Office 

4. Go back to CMO ï 
PESO  

4Issue Transmittal to 
the SRA for the 
conduct of the activity 

None   Lolita Lascuña 

 Total Php 
400.00 

5 hours, 15 
minutes 
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2. Reporting of Special Recruitment Agency 
Reporting of number of employment opportunities for abroad through Special 

Recruitment Agency (SRA)   

Office or Division: City Mayorôs Office - Public Employment Service Office (PESO) 

Classification: Simple 

Type of 
Transaction: 

Government to Citizen (G2C) 

Who may avail: Legitimate Agencies with complete documents 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 

¶ 2 Original copies of signed Terminal Report 
Transmittal 
 

 
Form from CMO - PESO  
 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the Terminal 
Report Transmittal 

1.0 Receives the 
documents and get the 
Agencyôs Contact 
Number  
 
1.1 Check  and review 
the completeness of the 
document 
 

None 5 minutes Lolita Lascuña 

 1.2 Endorse to PESO 
Manager for signature 
 

None 5 minutes Florencio 
Thaddeus 

Valera  

2. Get copy of the PESO 
approved transmittal 
 

2. Issue the PESO 
approved transmittal 

None 5 minutes Lolita Lascuña 

 Total None 15 minutes  
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3. Special Program for Employment of Student 
Application for Special Program for Employment of Students 

Office or Division: City Mayorôs Office- Public Employment Service Office (PESO) 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: Senior High and College Students  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Personal appearance of the student 
2. Senior High or College Students who is at least 15 to 30 years old 
3. 3 printed copies DOLE online registration of SPES application 
4. 3 pcs 2x2 ID Picture 
5. 1 original Proof Grades  
6. 1 original Affidavit of Low Income of Parents 
7. 1 original copy BIR Exemption (below P36,000.00 annual income) 

 

 
 
DOLE Website 
Applicant 
Applicant 
Any Legal Office 
Bureau of Internal 
Revenue Tagum City 
 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit complete 
requirements 

1 Receive and review 
the application 
documents 
 
1.1 Stamp 1 DOLE 
online registration form 
with received.  
 
1.2 Advise applicant to 
like the PESO Samal 
Page for the 
announcement of SPES 
examination schedule. 
 

None 5 minutes Lolita Lascuña 
Roderick Munlawin 

2. Get the 
Acknowledgment 
Receipt and 1 copy 
of the DOLE online 
registration form 
duly received by 
the CMO - PESO 
 

2 Issue 
Acknowledgment 
Reciept and the 1 copy 
of the DOLE online 
registration form duly 
received by the CMO - 
PESO 

None 5 minutes Lolita Lascuña 
Roderick Munlawin 

 Total None 10 minutes  
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4. SPES Examination  
Conduct of Examination for Special Program for Employment of Students 

Office or Division: City Mayorôs Office- Public Employment Service Office (PESO) 

Classification: Simple 

Type of 
Transaction: 

Government to Citizen (G2C) 

Who may avail: Senior High and College Students  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. 1 pc Pen 
2. 1 pc Bond Paper 
3. Acknowledgement Receipt of the Application 
 

Note: Schedule of Examination and list of qualified SPES Applicants is 
posted in conspicuous areas and at the PESO Samal Facebook Page. 
Qualified Applicants are informed through SMS (text). 

 

Applicant 
Applicant 
Issued by the CMO-PESO upon 
acceptance of complete application 
requirement  
 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 Personal 
appearance of the 
scheduled SPES 
Examination 

  10 minutes Lolita Lascuña 
Roderick Munlawin 

 
2 Sign in the 
Attendance Sheet 
 
 
2.1 Take the 
Examination 

 
2.1 PESO Staff give the 
examination to the 
students 
 

 
None 

  
5 minutes 

 
 
 

4 hours 

 
Lolita Lascuña 

Roderick Munlawin 

 2.2 Collect the 
Examination Papers.  
 

 30 minutes Lolita Lascuña 
Roderick Munlawin 

 2.3 PESO Staff rank the 
result of the exam  
 
2.4 Applicants are 
advised that the 
Announcement of 
Passer shall be posted 
at the PESO Samal 
Page and conspicuous 
areas. 
 

None 3 days Lolita Lascuña 
Roderick Munlawin 

 Total None 3 days 
4 hours 

45 minutes 
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5. Evaluation and Orientation of Qualified SPES Applicants  
Conduct of evaluation and orientation of qualified Special Program for 

Employment of Students applicants 

Office or Division: City Mayorôs Office- Public Employment Service Office (PESO) 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: Those who have passed the SPES Examination  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
Personal Appearance during interview 
 

 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 1.0 Post the result of the 
exam to the PESO ï
Samal Page  
 
1.1 PESO Staff 
communicate and assist 
the applicants if thereôs 
a question in PESO 
Page 
 

None 1week 
before the 
interview 

Lolita Lascuña 
Roderick Munlawin 

2 Appearance for 
the  
Interview of 
applicants who 
passed the exams 

2.0 PESO Staff together 
with the DOLE Staff 
interview and evaluate 
the applicants 
 

None 1 day Lolita Lascuña 
Roderick Munlawin 

DOLE Staff 

3 SPES Orientation 
who passed the 
examination 

3.0 Give an orientation 
about the SPES rules 
and regulations 
accompanied by the 
DOLE , Provincial Office 
-SPES in-charge 

None 1 day 
orientation 

DOLE and PESO Staff 

 Total None 1 week 
2 days 

 

 

  

Alignment: Left  
Font Style: Arial  

Font Size: 12 

Manner of writing: 

Document 1 (# of copies needed per type of copy) 



 

178 

6. Application and Processing for City Scholarship Program 
Opportunity of poor but deserving Senior High School students to avail the City 

Scholarship Program 

Office or Division: City Mayorôs Office- Public Employment Service Office (PESO) 

Classification: Complex 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: 
Poor but deserving Senior High School students, with overall grade 
of 82% 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 original copy of Barangay Certification of residency 
1 original copy of Affidavit of Low Income 
1 original copy of PSA Birth Certificate 
1 original copy of: 
      For Regular students & IPôS: Report Card/form 138 
      For OSY : Previous School Card 
     For ALS: certificate of completion 
 

Barangay Concerned  
Bureau of Internal Revenue Tagum City 
Philippine Statistics Authority 
Department of Education 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

APPLICATION 

1. Submit students 
requirements/ pre-
interview 

1.0 Evaluate the 
completeness of the 
documents 
 
1.1 Issue 
Acknowledgment 
Receipt. Include in the 
list of applicants 
 

None 10 minutes Lolita Lascuna 
Roderick Munlawin 

 1.2 Evaluates the 
applications. Schedule 
Examination date and 
venue 
 

 2 weeks 
 

Lolita Lascuna 
Roderick Munlawin 

 1.3 Posting of schedule 
of Examination and list 
of qualified Applicants in 
conspicuous areas and 
at the PESO Samal 
Facebook Page. 
Qualified Applicants are 
informed through SMS 
(text). 

 4 hours 
(1 week before 

the 
examination) 

Lolita Lascuna 
Roderick Munlawin 

 
 

 2 weeks,  
4 hours, 

10 minutes 
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QUALIFYING EXAMINATION 

2. Sign in the 
Attendance Sheet 
 
 
 

2. PESO Staff give the 
examination 
questionnaires to the 
Proctors (Public School 
teachers) 

None 5 minutes 
 
 
 
 

Lolita Lascuña 
Roderick Munlawin 

Public School 
Teachers 

3 Take the 
Examination 

3.0 Facilitate the 
examination. 
 

3.1 Collect the 
Examination 
Papers. 
Applicants are 
advised that the 
Announcement 
of Passer shall 
be posted at the 
PESO Samal 
Page and 
conspicuous 
areas. 

3.2  

None  4 hours Lolita Lascuña 
Roderick Munlawin 

 3.2 Department of 
Education checks / 
evaluates examination 
results.  
 
3.5 PESO Staff rank the 
result of the exam 

None 5 days Public School 
Teachers  

 
 
 

Lolita Lascuña 
Roderick Munlawin 

 
 None 

5 days, 
4 hours, 

5 minutes 

 

PROFILING & RANKING OF THE RESULTS 

 4Review and evaluate 
the result of the 
examination by  the City 
Scholarship Committee 
assisted by the PESO 
Staff 
 

None 4 hours Scholarship 
Committee 

5 Personal 
appearance with 
parents during 
interview 

5.0 Interview by the City 
Scholarship Committee 
assisted by the PESO 
Staff. 
 
 

None 1 week Scholarship 
Committee 
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5.1 Issue 
recommendations for 
qualified applicants. 
 
5.2 Result of the 
passers of the exam 
and evaluated by the 
committee will be 
posted to the City Hall 
and PESO - Samal 
page. Communicate 
with qualified scholars. 
 

 
 None 

1 week,  
4 hours 

 

ACCEPTANCE, ORIENTATION, SIGNING OF MOA & 
GIVING OF CERTIFICATE OF SCHOLARSHIP 

6 Accepts the 
Scholarship 
 
 
 
6.1 Signs the 
documents  
 
6.2 Facilitate 
Notarization of 
MOA and provide 1 
notarized copy to 
PESO Office  
 

6.0 Prepare Certificate 
of Scholarship and 
Memorandum of 
Agreement. 
 
6.1 Process all 
necessary documents. 
 
 
 

None 2 weeks 
 

Within the 
month of 

publication/ 
notification 

Lolita Lascuña 
Roderick Munlawin 

City Scholarship 
Program Committee 

 
 
 
 

City Legal Office  

  None 2 weeks  
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SECURITY DIVISION 
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1. Client-Visitors Accommodation/Public Service Assistance 
Facilitates and accommodates various requests and concerns from Barangay 

constituents; Local and National agencies. 

Office or Division: City Mayorôs Office - Civil Security Unit 
Classification: Simple 

Type of Transaction: Government to Government (G2G); Government to Business (G2B); 
Government to Citizen (G2C) 

Who may avail: All stakeholders of the City Government  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 copy of Letter request with signature 
from requesting party (IF ANY). 
Verbal Request (with ID) 
 

 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Log-in at 
the 
Visitorôs/Clie
nts Logbook 
with contact 
numbers 

1 Check and assess Letter 
Request (as to addressee 
and type of 
assistance/request needed 
with following actions: 
 

a) Provide cordial 
interview with the 
clients/visitors on the 
purpose of visit; concerns 
and or check the letter 
request (if any). 

 
1.1 Give priority assistance 
& accommodation 
PWD/SC/Pregnant Women 
by providing special lanes 
for them. 

None 3minutes SO III COMBISTA 
SG Alejo Barriga 

SG Fortunato Jawod 
SG Phil Bustaliño 

Rey Llido 
Elmorito Mortejo 

Marben Manlapuz 
Roger Itok 

Winston Labor 
To be assisted by 

CSU Staff 

2. Wait for 
the Action 
Taken  

2.0  Guide and assist the 
clients/visitors to the offices 
or person concerned, for 
their appropriate action. 
 

a. Facilitate the 
request by 
notifying the Chief 
of Staff thru CMO 
Admin personnel 
regarding the 
request. (for 
CMOôs concern) 
 
 

b. Facilitate the 

 3 minutes 
 
 
 
 
 
 

2 minutes 
 

SO III COMBISTA 
SG Alejo Barriga 

SG Fortunato Jawod 
SG Phil Bustaliño 

Rey Llido 
Elmorito Mortejo 

Marben Manlapuz 
Roger Itok 

Winston Labor 
To be assisted by 

CSU Staff 
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