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V.

MANDATE

Every local government unit shall exercise the powers expressly
granted. Those necessarily implied therefrom, as well as powers necessary,
appropriate or incidental for its efficient and effective governance and those
which are essential to the promotion of the general welfare. Within their
respective territorial jurisdictions, local government units shall ensure and
support among other things, the preservation and enrichment of culture
promote health and safety, enhance the right of the people to a balance
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. (Sec. 16 RA 7160).

MISSION
A pro-active City Government, setting standards in good governance,
serving as an architect of holistic development initiatives and provider of
opportunities to the broadest segments of its constituents.

VISSION

We envision Alaminos City by 2030 to be a major growth center and
prime tourism hub in Region 1 propelled by a sustainable, competitive
and progressive local economy, with adequate, appropriate and world-
class facilities within a conserved and ecologically-balanced
environment, which are inhabitated by a healthy, God-loving and
educated citizens, and served by transparent, united and responsive
local government leaders.

QUALITY POLICY
We, at the City Government of Alaminos, Pangasinan, a Local
Government Unit, inspired by the
|l tul oy ang Progresoo, commit t o

constituents, stakeholders and other external investors through the use
of Quality Management System.

We guarantee excellent customer satisfaction through our upgraded
services in accordance with all the laws, rules and regulations anchored
on the City Government Vission-Mission.

We continuously improve out Quality Management System with
Integrity, Resiliency, Innovation, Spirituality and Excellence (I-RISE)
core values to support the reald.
matatag, maginhawa, at panatag na buhay para sa lahat.
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ECONOMIC SERVICES

1. City Agriculture Office

External Services



1.1 Farm Inputs and Technology Assistance on Rice and Corn
Production Service

Distribution of High Quality and Hybrid Rice Seeds, Fertilizers and Corn Seeds to the
farmers of Alaminos City

Office or Division: City Agriculture Office
Classification: Simple
Type of Transaction: | G2C-Government-to-Citizens
Who may avail: Resident of the City of Alaminos and member of farmers'
association/farmer's cooperative
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Endorsement Letter signed by the Association | Association
President
AGENCY FEES TO | PROCESSING PERSON
CRIENT STIERE ACTIONS BE PAID TIME RESPONSIBLE
1.Submission and Accomplishment of Requirements
1.1 Sign the Visitor's 1.1 Give the None 5 minutes Maribel P. Taboy,
Logbook in the Office Visitor's Loghook Mikhaela D. Tamayo,
Information desk Nerissa C. Caamoan,
Maricon R.
Sarmiento, Alpomar
Jean C. Domondon
1.2 Request for farm 1.2 Validate the None 5 minutes Maribel P. Taboy,
input and submit presented Mikhaela D. Tamayo,
Endorsement Letter requirement and Nerissa C. Caamoan,
check for Maricon R.
completeness of Sarmiento, Alpomar
information Jean C. Domondon,
1.2.1 Verify the None 5 minutes Gester I. Tolentino,
Farmer's name to Richard Espiritu,
the AEW assigned Jenelyn Grace T.
in their respective Sarsagat, Ritchelle T.
Barangay Cabatic, Jeena Joy
1.3. Fill-up the Post- 1.3 Give the Post- None 5 minutes C. Bete, Keven Clark
masterlist Form masterlist Form E. Bravo, Evonnie B.
Brudo, Greyps Layne
B. Mara, Johannes P.
Parel, Uriza C.
Espelita
2. Issuance / Releasing of Requested Input / Commodity
2.1. Get the Release 2.1 Sign and None 5 minutes Nerissa C. Caamoan,
Stub provide the release Maricon R.
stub with complete Sarmiento, Alpomar
information Jean C. Domondon,
2.2. Present the 2.2 Receive the None 5 minutes Gester I. Tolentino,
Release Stub Form Release stub Form Richard P. Espiritu,
2.3. Receive the 2.3 Release the None 5 minutes Jenelyn Grace T.
requested commodity/input Sarsagat, Ritchelle T.
commodity/input Cabatic, Jeena Joy




2.4. Sign the Releasing | 2.4. Give the None 5 minutes C. Bete, Keven Clark
Logbook Releasing Logbook E. Bravo, Evonnie B.
2.4.1 Update None 5 minutes Brudo, Greyps Layne
Records and B. Mara, Johannes P.
Inventory of Farm Parel, Uriza C.
Inputs Espelita
TOTAL 45 MINUTES

1.2 Provision of Vegetable Seed/Seedlings for Backyard Gardening

Distribution of Vegetable seeds/seedlings to the residents of Alaminos City for backyard

gardening.

Office or Division:

City Agriculture Office

Classification:

Simple

Type of Transaction:

G2C-Government to the Transacting Public

Who may avail:

Bona fide residents of Alaminos City

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Request Slip Form

City Agriculture Office

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1.Submission and Accomplishment of Requirements
1.1. Sign the Visitor's 1.1.Give the Visitor's None 5 minutes Maribel P. Taboy,
Logbook in the Office Logbook Mikhaela D.
Information desk Tamayo, Nerissa C.
1.2. Request for 1.2.Advise the Client None 5 minutes Caamoan, Maricon
vegetable to fill-up the request R. Sarmiento,
seeds/seedlings slip form Alpomar Jean C.
1.3.. Fill up and submit | 1.3 Receive the None 5 minutes Domondon
the request slip form request slip form
2. Issuance / Releasing of Requested Input / Commodity
2.1.Receive requested | 2.1.Release None 5 minutes Maribel P. Taboy,
seeds/seedlings and requested Mikhaela D.
sign on the seeds/seedlings Tamayo, Nerissa C.
Acknowledgment Form Caamoan, Maricon
R. Sarmiento,
Alpomar Jean C.
Domondon
TOTAL 20 MINUTES

1.3 Provision of Bamboo Planting Materials
Distribution of Bamboo planting materials to the residents of Alaminos City.

Office or Division:

City Agriculture Office

Classification:

Simple

Type of Transaction:

G2C-Government to the Transacting Public

Who may avail:

Bona fide residents of Alaminos City
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CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Request Slip Form

City Agriculture Office

Request Letter Form

City Agriculture Office

AGENCY FEES TO | PROCESSING PERSON
CLIEN STERe ACTIONS BE PAID TIME RESPONSIBLE
1l.Inform / Submit Request
1.1. Sign the Visitor's 1.1. Give the None 5 minutes Maribel P. Taboy,
Logbook in the Office Visitor's Logbook Mikhaela D. Tamayo,
Information desk Nerissa C. Caamoan,
Maricon R.
Sarmiento, Alpomar
Jean C. Domondon
1.2. Request for 1.2. Advise the None 5 minutes Maribel P. Taboy,
bamboo planting Client to fill-up the Mikhaela D. Tamayo,
materials request slip and Nerissa C. Caamoan,
letter form Maricon R.
Sarmiento, Alpomar
Jean C. Domondon,
Gester I. Tolentino
2. Accomplishment of Request Forms
2.1.Fill up and submit 2.1. Receive the None 5 minutes Maribel P. Taboy,
the request slip and request slip and Mikhaela D. Tamayo,
letter form letter form Nerissa C. Caamoan,
Maricon R.
Sarmiento, Alpomar
Jean C. Domondon,
Gester |. Tolentino
2.2. Endorse the None 1 day Maribel P. Taboy,
request letter form Mikhaela D. Tamayo,
to the City Mayor for Nerissa C. Caamoan,
approval of Maricon R.
releasing Sarmiento, Alpomar
Jean C. Domondon,
Gester . Tolentino
2.3. Receive the None 1 day Maribel P. Taboy,
approved request Mikhaela D. Tamayo,
letter Nerissa C. Caamoan,
Maricon R.
Sarmiento, Alpomar
Jean C. Domondon,
Gester I. Tolentino
3. Issuance / Releasing of Requested Input / Commodity
3.1. Get the Release 3.1 Sign and None 5 minutes Maribel P. Taboy,
Stub Form Provide the Release Mikhaela D. Tamayo,
Stub Form Nerissa C. Caamoan,

Maricon R.
Sarmiento, Alpomar




Jean C. Domondon,
Gester |. Tolentino
3.2. Present the 3.2. Receive the None 1 day Gester |. Tolentino,
Release Stub Form to Release Stub Form Richard Espiritu,
the assigned Jaime Navarro,
warehouse Jeffrey Villanueva,
Edgardo
Buenaventura
3.3. Receive the 3.3. Release the None 1 day Gester |. Tolentino,
requested bamboo requested bamboo Richard Espiritu,
seedlings/planting seedlings/ planting Jaime Navarro,
materials materials Jeffrey Villanueva,
Edgardo
Buenaventura
3.3.1 Update None 5 minutes Gester I. Tolentino,
records and Richard Espiritu,
inventory of Farm Jaime Navarro,
Inputs Jeffrey  Villanueva,
Edgardo
Buenaventura
TOTAL 4 days & 19
mins.

1.4 Issuance of Farmers Certification

This service covers all the Farmers of Alaminos City requesting for certification attesting
them as a registered Farmer as a requirement for loan purposes only.

Office or Division:

City Agriculture Office

Classification:

Simple

Type of Transaction:

G2C-Government to the Transacting Public

Who may avail:

Bona fide residents

of Alaminos City

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Barangay Certification

Barangay Hall of the requesting Client

RSBSA Form (for Farmers not registered

on the Masterlist)

City Agriculture Office

Request Slip Form

City Agriculture Office

AGENCY FEES TO | PROCESSING PERSON

SLIANIT NS Es ACTIONS BE PAID TIME RESPONSIBLE
1.Submission and Accomplishment of Requirements
1.1. Sign the Visitor's 1.1. Give the None 2 minutes Maribel P. Taboy,
Logbook in the Office Visitor's Logbook Mikhaela D. Tamayo,
Information desk Nerissa C. Caamoan,
1.2. Request for 1.2. Advise the None 2 minutes Maricon R.
Farmers Certification Client to fill-up the Sarmiento, Alpomar

request slip form Jean C. Domondon

1.3. Fill-up and submit | 1.3. Receive the None 2 minutes Maribel P. Taboy,
the Request Slip Form request slip form Mikhaela D. Tamayo,




1.4. If not on the
RSBSA Masterlist, fill-

up the RSBSA Form for

updating of records

1.4.1 Verify the
Name of the Client
on the RSBSA
Masterlist

None

5 minutes

Nerissa C. Caamoan,
Maricon R.
Sarmiento, Alpomar
Jean C. Domondon ,
Gester |. Tolentino,
Jenelyn Grace T.
Sarsagat, Ritchelle T.
Cabatic, Jeena Joy
C. Bete, Keven Clark
E. Bravo, Evonnie B.
Brudo, Greyps Layne
B. Mara, Johannes P.
Parel, Uriza C.
Espelita

2. Payment

2.1 Pay the requested
Certification and
present receipt of
payment

2.1 Prepare and
print the Farmers
Certification

None

5 minutes

Maribel P. Taboy,
Mikhaela D. Tamayo,
Nerissa C. Caamoan,

Maricon R.
Sarmiento, Alpomar
Jean C. Domondon,
Gester |. Tolentino,

Jenelyn Grace T.

Sarsagat, Ritchelle T.
Cabatic, Jeena Joy
C. Bete, Keven Clark
E. Bravo, Evonnie B.
Brudo, Greyps Layne
B. Mara, Johannes P.
Parel, Uriza C.
Espelita

2.2 Review, sign
and endorse the
Certification for
Final Signature

None

1 minute

Nerissa C. Caamoan,
Maricon R.
Sarmiento, Alpomar
Jean C. Domondon,
Gester |. Tolentino,
Jenelyn Grace T.
Sarsagat, Ritchelle T.
Cabatic, Jeena Joy
C. Bete, Keven Clark
E. Bravo, Evonnie B.
Brudo, Greyps Layne
B. Mara, Johannes P.
Parel, Uriza C.
Espelita

2.3 Sign the
Certification for
Final Signature/
Approval

None

1 day

Arceli B. Talania,
Bella C. Pasagoy

3. Issuance / Releasing of Requested Certificate




3.1 Receive the Printed | 3.1 Release the None 2 minutes Maribel P. Taboy,
Farmers Certification Farmers Mikhaela D. Tamayo,

Certification Nerissa C. Caamoan,
3.2. Sign the 3.2. Give the None 5 minutes Maricon R.
Certification Releasing | Certification Sarmiento, Alpomar
Logbook Releasing Logbook Jean C. Domondon

TOTAL 1 day & 29
mins.

1.5 Application and Renewal of Certificate to Operate Fishery Structure

Registration and Licensing of Fishtrap and Fishpen (Lapu-lapu) Business Permit
Operation.

Office or Division: City Agriculture Office
Classification: Simple
Type of Transaction: G2C-Government to the Public
Who may avail: Registered Fisherfolks of Alaminos City
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Barangay Certification Barangay Hall of the requesting Client

RSBSA Form (for Farmers not registered City Agriculture Office
on the Masterlist)

Request Slip Form City Agriculture Office
AGENCY FEES TO | PROCESSING PERSON
CRIENT STERs ACTIONS BE PAID TIME RESPONSIBLE
1. Submission and Accomplishment of Requirements

1.1. Sign the Visitor's 1.1 Give the None 3 minutes Maribel P. Taboy,
Logbook in the Office Visitor's Logbook Mikhaela D. Tamayo,
Information desk Nerissa C. Caamoan,
1.2. Request for 1.2. Advise the None 3 minutes Maricon R.
licensing and Client to fill-up the Sarmiento, Alpomar
registration of Fishtrap | request slip form Jean C. Domondon
and Fishpen
1.3. Fill up and submit 1.3. Receive the None 3 minutes Milberth R. Ferrer,
the request slip and request slip and Alejandro S. Baybon,
letter form letter form Catherine R. Oyzon,
1.4. If the clientis not a | 1.4. Check if client None 1 minute Gelbert C. Rabadon
registered fisherfolk, fill- | is a Registered
up Fisherfolk Fisherfolk
registration
1.5. Fill-up/Present pre- | 1.5.1 Check the None 1 day
required documents pre-required

requirements

presented for

completeness of

information

*If approved,

inspection of the

applied location will

be scheduled




*If disapproved,
applicant will be
notafied of lacking
documents or reason
of pending status

1.5.2.0n-site None 1 day
inspection
1.6. Accomplish and 1.6. Prepare and None 3 minutes
secure the additional provide the
requirements following additional
requirements
*Certificate to
Operate Fishery
Structure
*Application to
Lease Fishery Lot
*Mayor's Permit
2. Payment
2.1. Proceed to City 2.1. Accomplish the None 5 minutes
Treasurer's Office and Payment Order City Trea
pay the necessary Form and advise Office Staff
clearances and the Client to
required proceed to Window
payments/fees: No. 6 at the City
Treasurer's Office
for the payment of
the necessary
clearances
CLEARANCES
* Police Clearance PHP 20.00
*Court Clearance PHP 30.00
*Land Tax PHP 20.00
Clearance
*Account Clearance | PHP 20.00 _
*Mayor's Clearance | PHP 30.00 City Trea
BUSINESS TAX Office Staff
*Fishtrap per unit PHP
150.00
*Fishpen, Oyster, Based on
Seaweeds and investment
other Structures capital
FISHERY
STRUCTURES
*Application Fee PHP 50.00
*Mayor's Permit PHP 50.00 i T
*Business Ity rea
Inspection Fee PHP200.00 Office Staff
*Business Plate PHP
200.00
*Sticker (for PHP 65.00

renewal)




BOND DEPOSIT

(FOR NEW)
*Fishtrap/unit PHP
300.00 City Trea
*Fishpen/unit PHP Office Staff
1000.00
*Payao/unit PHP
500.00
*Qyster, Seaweeds, PHP
and Other 250.00
Structure/Unit
CLEARING BOND
(FOR NEW)
*Fishtrap/unit PHP
1000.00
*Fishpen/unit PHP
1000.00
*Payao/unit PHP
500.00 City Trea
*Qyster, Seaweeds, Office Staff
PHP
and Other 500.00
Structure/Unit '
Documentary PHP 90.00
Stamp (For New)
PHP
120.00
(For
Renewal)
I.C.T FEE 20.00
2.1. Proceed to 2.1.Advise the None 10 minutes
Business Permit and Client to proceed to
Licensing Office the Business Permit
(BPLO) and Licensing
Office (BPLO) for
Final Evaluation
and Endorsement of
Documents
3.Releasing
3.1. Proceed to the City | 3.1 Update of None 5 minutes Milberth R. Ferrer
Agriculture Office masterlist and
releasing
3.2. Proceed to 3.2. Advise the None 5 minutes Milberth R. Ferrer
Business Permit and Client to proceed to
Licensing Office the Business Permit
and Licensing
Office (BPLO) for
Mayor's Permit and
Plate/Sticker
Release
TOTAL lday & 51
mins.




1.6 Application and Renewal of Certificate for Gear and Fishing Boat

Operation

Registration and Licensing of Fishing Gear and Fishing Boat, three (3) Gross Tonnage
and Below, used in fishing within the city waters of Alaminos City.

Office or Division: City Agriculture Office

Classification: Simple

Type of Transaction: G2C-Government to the Transacting Public

Who may avail: Registered Fisherfolks of Alaminos City

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Residence Certificate (Current Year)

Barangay Hall of requesting Client/City Treaurer's

Office

Barangay Clearance (Current Year)

Barangay Hall of requesting Client

Certificate of Ownership duly signed by the
Barangay Captain and BFARMC (for Newly
Constructed Fishing Boat)

Barangay Hall of requesting Client

Deed of Sale (for Newly Purchased Fishing
Boat)

Notary Public

Original Copy of Motorboat/Vessel
Registration Certificate (for Renewal)

City Agriculture Office

Pre-Required
Documents

*If approved, proceed
to next step

AGENCY FEES TO | PROCESSING PERSON
SRISUSUERS ACTIONS BE PAID TIME RESPONSIBLE
1.Inform / Submit Request
1.1. Sign the Visitor's 1.1.Give the None 3 minutes Maribel P. Taboy,
Logbook in the Office Visitor's Loghook Mikhaela D. Tamayo,
Information desk Nerissa C. Caamoan,
Maricon R.
Sarmiento, Alpomar
Jean C. Domondon

1.2. Request for 1.2. Advise the None 3 minutes Milberth R. Ferrer,
application/renewal of Client to fill-up the Alejandro S. Baybon,
business permit for request slip form Catherine R. Oyzon,
gear and fishing boat Gelbert C. Rabadon
1.3. Fill up and submit 2.1. Receive the None 3 minutes
the request slip form request slip form
1.4. If the client is not 2.2.Check if client is None 3 minutes
registered, fill-up the a registered
Fisherfolk Registration | fisherfolk.
1.5. Fill-up Vessel/Gear | 2.3. Receive and None 3 minutes
Registration assess the form for
Application/Renewal completeness of
form at the City information
Agriculture Office-
Fishery Sector

2.4. Evaluation of None 5 minutes
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*If disapproved, client
will be notified of
lacking documents or
reason of pending
status

2. Payment

2.1.Proceed to City

Treasurer's Office and

pay the necessary
clearances and

required payment/fees:

2.1. Issuance of None 10 minutes
Payment Order City Trea
Form and advise Office Staff
the Client to
proceed to Window
No. 6 of the City
Treasurer's Office
for payment
GEAR LICENSE
*Drift Gill Net PHP
(Liting, Pamo 100.00 City Trea
*Multiple Long Line, PHP 50.00 Office Staff
Troll
o PHP
Gill Net 100.00/unit
*Man Push Net City Trea
(Sayudsud, Sagap) PHP 20.00 Office Staff
*Spear Gun, Squid
Jigger, Hook and
Line, Cast Net, PHP 10.00
Other Gears
FISHING
BOAT/VESSEL
PERMIT FEE
. PHP
0.001-100 GRT 100.00
. PHP
1.01-2.00 GRT 150.00
PHP City Trea
*2.01-3.00 GRT 200.00 Office Staff
Application Fee PHP 50.00
Mayor's Permit PHP 50.00
Business Inspection PHP
Fee 200.00
. PHP
Business Plate 200.00
Sticker (for renewal) | PHP 65.00
CLEARANCES
*Mayor's
Clearances 30.00
*Police Clearance 20.00
*Court Clearance 30.00
*Land Tax
Clearance 20.00 CtyTreasur
*Account Clearance | 20.00 for Office Staff
renewal
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90.00

*Documentary (for new)
Stamp 20.00
(for renewal)

*ICT FEE 20.00
2.2. Proceed to the City | 2.2. Check for the None 3 minutes Milberth R. Ferrer,
Agriculture Office- Official receipt for Alejandro S. Baybon,
Fishery Sector for the issuance of the Catherine R. Oyzon,
following: following: Gelbert C. Rabadon

*Motorized Fishing

Boat and Gear

License Certificate

(MFBGLC)

encoding and

printing

*Mayor's Permit
3.Approval and Releasing
3.1. Proceed to City 3.1. Approval of None 5 minutes City Administrator
Administrator's Office Mayor's Permit and

MFBGLC approval
3.2. Proceed to City 3.2. Releasing of None 3 minutes Milberth R. Ferrer,
Agriculture Office- MFBGLC and Catherine R. Oyzon,
Fishery Sector update masterlist Alejandro S. Baybon

TOTAL 31 mins.

1.7 Requisition of E-Kawayan Products

Promotion and marketing of E-Kawayan products

Office or Division:

City Agriculture Office

Classification:

Highly Technical

Type of Transaction:

G2C-Government to the Transacting Public

Who may avail:

All interested clients

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Request Slip Form

City Agriculture Office

request to the E-
Kawayan Focal
Person (Jaime C.

AGENCY FEES TO | PROCESSING PERSON
SLIANIT NS Es ACTIONS BE PAID TIME RESPONSIBLE

1.Submission of Request
1.1. Sign the Visitor's 1.1. Give the None 5 minutes Maribel P. Taboy,
Logbook in the Office Visitor's Logbook Mikhaela D. Tamayo,
Information desk Nerissa C. Caamoan,
1.2. Request for E- 1.2.1 Advise the None 5 minutes Maricon R.
kawayan product Client to fill-up the Sarmiento, Alpomar

request slip form Jean C. Domondon
1.3. Fill-up and submit | 2.1. Receive the None 5 minutes
the Request Slip Form request slip form

1.2.2. Endorse None 5 minutes Maribel P. Taboy,

Mikhaela D. Tamayo,
Nerissa C. Caamoan,
Maricon R.
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Navarro) for

Sarmiento, Alpomar

verification Jean C. Domondon,
Jaime C. Navarro
1.2.3. Record None 5 minutes Maribel P. Taboy,
request / order on Mikhaela D. Tamayo,
the Logbook Nerissa C. Caamoan,
Maricon R.
Sarmiento, Alpomar
Jean C. Domondon
2. Processing / Manufacturing of Request
2.1. Start None 19 days Jaime C. Navarro,
manufacturing the Mauricio P. Arconcil,
requested Jr., Roel B. Dona,
order/product Jeffrey L. Villanueva
3. Payment and Releasing
3.1.Acknowledge 3.1.Advise client to Correspon 5 minutes Maribel P. Taboy,
confirmation of the claim / pay ding Mikhaela D. Tamayo,
completion of request requested product payment Nerissa C. Caamoan,
and proceed to City per product Maricon R.
Agriculture Office applies Sarmiento, Alpomar
3.2. Pay the products 3.2.1. Photocopy None 5 minutes Jean C. Domondon,
ordered and present the receipt and file / Jaime C. Navarro
receipt of payment record
3.2.2. Release the None 5 minutes
product to the client
TOTAL 19 days 40
minutes
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ECONOMIC SERVICES

2. City Veterinary Office

External Services
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2.1 Anti-Rabies Vaccination for Walk-in Clients

Anti-rabies vaccination for dogs and cats three (3) months and above against the dreaded
zoonotic rabies disease in accordance to R.A. 9482 or National Rabies Act of 2007 and Veterinary

Code of Alaminos City.

Office or Division:

City Veterinary Office

Classification:

Simple

Type of Transaction:

G2C-Government-to-Citizens

Who may avail:

Pet owners of Alaminos City and other towns nearby

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
N/A N/A
AGENCY FEES TO | PROCESSING PERSON
SRISUSUERS ACTIONS BE PAID TIME RESPONSIBLE
1. Pet Owners shall 1. Assist and None 2 minutes
bring their pets in our Interview the Client Angelita P. Romero
office
2. Pet Owners shall 2. Assist and None 3 minutes Angelita P. Romero
inquire for requirements | Interview the Client
2.1. Vaccine None 1 minute Dr. Ronaldo B.
preparation and Abarra, Dr. Giovanni
inoculation C. Asuncion, Dr.
Arnold T. dela Cruz,
Dr. Czarina Jane T.
Areola
2.2 Post - None 3 minutes Dr. Ronaldo B.
vaccination Abarra, Dr. Giovanni
examination C. Asuncion, Dr.
Arnold T. dela Cruz,
Dr. Czarina Jane T.
Areola
3. Sign the logbook and | 3. Print Registration None 1 min
receive form Form and release Angelita P. Romero
the animal
TOTAL 10 MINUTES

2.2 Walk-in Veterinary Services

To serve walk - in client who seek veterinary services.

Office or Division:

City Veterinary Office

Classification:

Simple

Type of Transaction:

G2C-Government-to-Citizens

Who may avail:

Pet owners of Alaminos City and other towns nearby

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

N/A

N/A
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AGENCY FEES TO | PROCESSING PERSON
CIERT SIERE ACTIONS BE PAID TIME RESPONSIBLE
1. Clients shall bring 1. Interview and log None 5 minutes
their pets in our office the Client's and Angelita P. Romero
pet's information
2. Client shall sign the 2. Check and None 10 minutes Dr. Ronaldo B.
consent form diagnose the animal Abarra, Dr. Giovanni
C. Asuncion, Dr.
Arnold T. dela Cruz,
Dr. Czarina Jane T.
Areola
2.1 Treat the animal None 30 minutes Dr. Ronaldo B.
Abarra, Dr. Giovanni
C. Asuncion, Dr.
Arnold T. dela Cruz,
Dr. Czarina Jane T.
Areola
2.2 Post - None 3 minutes Dr. Ronaldo B.
vaccination Abarra, Dr. Giovanni
examination C. Asuncion, Dr.
Arnold T. dela Cruz,
Dr. Czarina Jane T.
Areola
2.2 Fill-up and file None 3 minutes Dr. Ronaldo B.
the Veterinary Abarra, Dr. Giovanni
Medical Record C. Asuncion, Dr.
Arnold T. dela Cruz,
Dr. Czarina Jane T.
Areola
2.3 Prescribe None 5 minutes Dr. Ronaldo B.
medication and Abarra, Dr. Giovanni
observation to C. Asuncion, Dr.
animal Arnold T. dela Cruz,
Dr. Czarina Jane T.
Areola
2.4 Release the None 1 min Angelita P. Romero
animal
TOTAL 54 MINUTES

2.3 Pet Registration

To register all pet animals as database for planning, budgeting and regulation in
accordance with provision of IRR of the Alaminos City Veterinary Code.

Office or Division:

City Veterinary Office

Classification:

Simple

Type of Transaction:

G2C-Government-to-Citizens

Who may avail:

Pet owners of Alaminos City and other towns nearby

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

N/A

N/A
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CLIENT STEPS

AGENCY FEES TO | PROCESSING PERSON
ACTIONS BE PAID TIME RESPONSIBLE

1. Pet Owners shall
bring their pets in our
office

1. Assist and None 2 mins Angelita P. Romero
Interview the Client

- Registration Form

2. Pet Owners shall 2. Assist and None 3 mins Angelita P. Romero
inquire for requirements | Interview the Client
3. Client shall fill up Pre | 3. Encode the None 5 mins Angelita P. Romero

information into the
PetRis System
(database) and print
Pet Registration

Form
4. Applicants shall pay | 4. Issue Official
the following fees Receipt
*Registration Fee PHP 75.00 3 minutes Eullie L. Abarra
Note: RF
will multiply
to the pet
that will be
registered
*|ICT PHP 20.00
5. Sign the logbook and | 5. Release the None 1 minute Angelita P. Romero
receive Pet Registration | animal
Form
TOTAL 12 MINUTES

2.4 Slaughtering and Meat Inspection Services

To produce a safe, clean, wholesome and quality meat that are fit for domestic

consumption.
Office or Division: City Veterinary Office
Classification: Simple
Type of Transaction: G2C

Who may avail:

Stakeholders of Alaminos City

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Certificate Of Ownership

City Treasurers Office

Brgy. Certification

Barangay Hall

ownership at the City
Treasurer o6s
(CTO)

AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Secure certificate of 1. Advice Traders to None 5 minutes Dr. Joel T. Caasi

secure documents

2. Secure certificate of
ownership at the City
Treasurer 6s
(CTO)/Slaughterhouse
section.

2. Advice Traders to None 5 minutes Dr. Joel T. Caasi
secure documents
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3. Proceed to 3. Inspect - Re- None 5 minutes Dr. Ronaldo B.
Veterinary Office and Inspect Animals for Abarra, Dr. Giovanni
bring their animals for slaughter and issue C. Asuncion, Dr.
inspection Veterinary Health Arnold T. dela Cruz,
Certificate Dr. Czarina Jane T.
Areola and Leonard
D. Alcedo, Ricky
John Caacbay
4. Apllicants shall pay 4. Collect fees and
the following fees. issue Official 5 minutes Dr. Joel T. Caasi
(Note: the following Receipt
charges will multiply to the
number according on how Hog/Goat
many animal shall be ICT PHP 20.00
enter for slaughter except EE PHP 20.00
for the ICT Fee) SE PHP 15.00
AM PHP 20.00
(P:Il\:/I PHP 20.00
SE PHP 15.00
SP PHP 15.00
Cattle/Carabao Dr. Joel T. Caasi
ICT PHP 20.00
FF PHP 40.00
SF PHP 40.00
AM PHP 10.00
CF PHP 40.00
PM PHP 50.00
SF PHP 40.00
SP PHP 20.00
Transfer Dr. Joel T. Caasi
ICT PHP 20.00
DS PHP 30.00
MF PHP 10.00
Misc. PHP 10.00
AF PHP 10.00
Ownership Dr. Joel T. Caasi
ICT PHP 20.00
DS PHP 30.00
LDF PHP 2.00
MF PHP 1.00
Misc. PHP 15.00
AF PHP 5.00
4.1 Receiving/ None 10 mins. Dr. Joel T. Caasi
Conducting Ante- and Joseph T.
Mortem Inspection Soriano, Arthur
Bautista, Mary Ann
Basobas
4.2 Slaughtering None 7 hrs. Dr. Joel T. Caasi

operation/Conduct

Post Mortem

and Joseph T.
Soriano, Arthur
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Inspection and
dispatch meat to
city markets

Bautista, Mary Ann
Basobas

4.3 Conduct Post- None 4 hrs. Dr. Joel T. Caasi
Abbattoir Meat and Joseph T.
Inspection at city Soriano, Arthur
markets and other Bautista, Mary Ann
meat establishment Basobas
4.4 |ssuance of the None 2 mins. Dr. Joel T. Caasi
Meat Inspection and Joseph T.
Certificate Soriano, Arthur

Bautista, Mary Ann

Basobas
TOTAL 11 hrs. & 32
minutes

2.5 Veterinary Extension Services (Field, Home)

To attend Veterinary related activities such as but not limited to: Treatment of Animal
Diseases, Prevention and Control of Animal Diseases and Surgeries.

Office or Division: City Veterinary Office
Classification: Simple
Type of Transaction: G2C

Who may avail:

Livestock Farmers and Pet Owners of Alaminos City

condition

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
N/A N/A
AGENCY FEES TO | PROCESSING PERSON
SRISHUSUEES ACTIONS BE PAID TIME RESPONSIBLE
1. Client/animal owner 1. Interview clients None 5 minutes Angelita P. Romero
inquire requirements and logging of
Client/Animal
owner's complete
address and
avaiability
1.1 Preparation and None 30 minutes Dr. Ronaldo B.
travel to client's depends on Abarra, Dr. Giovanni
place for service address C. Asuncion, Dr.
distance Arnold T. dela Cruz,
Dr. Czarina Jane T.
Areola
1.2 Assess animal None 15 minutes. Dr. Ronaldo B.

Abarra, Dr. Giovanni
C. Asuncion, Dr.
Arnold T. dela Cruz,
Dr. Czarina Jane T.
Areola
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1.3 Treatment/ None 30 minutes Dr. Ronaldo B.
Medication and Abarra, Dr. Giovanni
other procedures C. Asuncion, Dr.
Arnold T. dela Cruz,
Dr. Czarina Jane T.
Areola
1.4 Post treatment None 10 minutes Dr. Ronaldo B.
advice and Abarra, Dr. Giovanni
prescription C. Asuncion, Dr.
Arnold T. dela Cruz,
Dr. Czarina Jane T.
Areola
TOTAL 1 HR. & 30
MINUTES

2.6 Deworming of Small and Large Animals (i.e.Goat, Sheep, Cattle and

Carabao)

All Ruminants must be drench/orally given dewormer for economical considerations.

Office or Division: City Veterinary Office
Classification: Simple
Type of Transaction: G2C

Who may avail:

Livestock Farmers of Alaminos City

suitable for

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
N/A N/A
AGENCY FEES TO | PROCESSING PERSON
CIERD SilEse ACTIONS BE PAID TIME RESPONSIBLE
1. Client/animal owner 1. Interview clients None 5 minutes Angelita P. Romero
inquire requirements and logging of
Client/Animal
owner's complete
address and
avaiability
1.1 Preparation and None 5 minutes Dr. Ronaldo B.
travel to client's Abarra, Dr. Giovanni
place for service C. Asuncion, Dr.
Arnold T. dela Cruz,
Dr. Czarina Jane T.
Areola
1.2 Assess animal None 10 minutes Dr. Ronaldo B.
condition Abarra, Dr. Giovanni
C. Asuncion, Dr.
Arnold T. dela Cruz,
Dr. Czarina Jane T.
Areola
1.3 If animal is None 2 minutes Dr. Ronaldo B.

Abarra, Dr. Giovanni
C. Asuncion, Dr.
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dewormin - drench
deworming

Arnold T. dela Cruz,
Dr. Czarina Jane T.

Areola
Dr. Ronaldo B.
Abarra, Dr. Giovanni
C. Asuncion, Dr.
Arnold T. dela Cruz,
Dr. Czarina Jane T.
Areola

1.4 Post deworming None 5 minutes

advice, recording

TOTAL 27 MINUTES

2.7 Issuance of Veterinary Health Certificate

o inspect and re-inspect animals for slaughter and transport purposes. To produce a safe,
clean, wholesome and quality meat that are fit for domestic consumption.

Office or Division: City Veterinary Office
Classification: Simple
Type of Transaction: G2C
Who may avail: Stakeholders of Alaminos City
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Brgy. Certification Brgy. Hall
AGENCY FEES TO | PROCESSING PERSON
SRISUSUERS ACTIONS BE PAID TIME RESPONSIBLE
1. Stakeholder shall 1. Livestock None 2 minutes Leonard D. Alcedo,
bring their animals for Inspectors will Ricky John Caacbay
ispection inspect and passing
the animals
1.1 Livestock None 2 minutes Leonard D. Alcedo,
Inspectors will fill up Ricky John Caacbay
the form for
inspection
1.2 Veterinarian will None 2 minutes Dr. Ronaldo B.
issue Veterinary Abarra, Dr. Giovanni
Health Certificate C. Asuncion, Dr.
Arnold T. dela Cruz,
Dr. Czarina Jane T.
Areola
2. Stakeholder shall 2. Administrative None 1 minute Angelita P. Romero
sign the logbook Staff will log to the
logbook and release
the Veterinary
Health Certificate
and release the
animal for slaughter
TOTAL 7 MINUTES
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ECONOMIC SERVICES

3. City Cooperative's Office

External Services
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3.1 Organizing Association for Registration

This cover all groups from the different sectors within the city that seek assistance on how to
establish an organization and to register it at Security Exchange Commission (SEC), Cooperative
Development Authority (CDA) and Department of Labor and Employment (DOLE).

Office or Division:

City Cooperatives Office

Classification:

Highly Technical

Type of
Transaction:

G2C-Government to Citizen

Who may avail:

Newly organized Cooperative or Association

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Name of Proposed Organization Client
2. Pre- Registration Requirements City Cooperatives Office
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Fill-out Request Form
. 1.1 Received .

]il. Fill-out Request accomplished None 2 minutes Me_lrylyn B. Vicente/

orm David Renz C. Bantug
Request Form
1.2 Interview and Solomon Tablang,
assess the client if , Joan Christine Duey-

None 10 minutes

they are ready to Banogon, Analyn P.
organize. Gutierrez
1.3 Provide and
explain the SEC, Joan Christine Duey-
DOLE or CDA None 5 minute Banogon, Analyn P.
Registration Gutierrez
Requirements

2. Conduct Pre- Membership Educational Seminar and Pre- Registration Seminar (for Coop

(Applicable for

only)
2.1 Schedule and 2.1 Schedule Pre- None 2 minutes Solomon B. Tablang,
Identified venue of | Membership Joan Christine Duey-
PMES Education Seminar on Banogon, Analyn P.
the identified area of Gutierrez
the client.
2.2. Prepare venue | 2.2. Conduct None 1 Day Solomon B. Tablang,
and ensure Orientation Seminar Joan Christine Duey-
members' Banogon, Analyn P.
attendance Gutierrez, Pedro R.
Bugarin
2.3. Prepare venue | 2.3. Conduct Pre- None 1 Day Solomon B. Tablang,
and ensure Registration Seminar Joan Christine Duey-
members' (Assist CDA in PRS) Banogon, Analyn P.
attendance Gutierrez, David Renz

C. Bantug Pedro R.

Cooperative Only) Bugarin
3. Preparation and Submission of Documents
3.1. Prepare 3.1.1 Receive and None Solomon B. Tablang,
. P check the submitted 5 minutes Joan Christine Duey-
Documents
documents. Banogon, Analyn P.
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Gutierrez, David Renz

Bantug
3.1.2 Submit .
documents through JSSQOCQQSKZZIDS?_
online (CDA, SEC); None 1 hour nogon, Alyn .
o Gutierrez, David Renz
personal submission C. Bantu
(DOLE) ' g
3.1.3 Review None 2 davs CDA/ SEC/
Submitted documents y DOLE Field Offices
3.1.4 Conduct
Validation (for CDA None 2 days CDA Field Office
Registration only)
3.2.1 Printing of Joan Christine Duey-
3.2 For members Documents for None 5 davs Banogon, Analyn P.
signature Signature (CDA y Gutierrez, David Renz

Registration only) C. Bantug
3.3.1 Receive, review
3.3 Submit signed and submit signed and

Solomon B. Tablang,
Joan Christine Duey-

& notarized notarized documents None 1 day Banogon. Analvn P
documents for review (for CDA gon, ynr.
. : Gutierrez
Registration only)
3.3.2 Review
. CDA
Submitted documents None 5 days SEC
for the approval of the DOLE
Head of Agency
3.4 Pay 3.4.1 Assist client to
Registration Fee pay online/bank 2 hours Coop Staff
3.4 Receive 3.4.1 Assist client in Joan Christine Duey-
e getting the Certificate Banogon, Analyn P.
Certificate of . ) None 1 day ) ;
Reqi . of Registration to the Gutierrez, David Renz
egistration 2
Registering Agency C. Bantug
18 Days, 3
TOTAL hour and 24
Minutes

3.2 Cooperative/Association Training

This covers all groups from the different sectors within the City that seek assistance for
various trainings but not limited to Capability and Livelihood trainings.

Office or Division: City Cooperatives Office
Classification: Highly Technical
Type of Transaction: G2C-Government to Citizen
Who may avail: Cooperative or Assaociation
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Request Form City Cooperatives Office
2. Training Survey Form City Cooperatives Office
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CLIENT STEPS AGENCY FEES TO PROCESSING PERSON

ACTIONS BE PAID TIME RESPONSIBLE
1. Fill-out Forms
1.1 Fill-out Request 1.1 Received None 1 minute Marylyn B. Vicente/
form Request Form David Renz C.
Bantug
1.2 Fill-up Training 1.2 Identify the None 20 minutes Solomon B.
Survey Form: Training Needs Tablang, Joan
Livelihood or Capability | based on the survey Christine Duey-
Building and the trainings Banogon, Analyn
available from CCO P. Gutierrez, David
and National Renz C. Bantug
Agencies
2. Prepare Training Requirements
2.1 Establish Solomon B.

Training Program Tablang, Joan

(Prepare Project None 2 days Christine Duey-
Proposal) Banogon

2.2 Submit Program

(Submit Project David Renz C.
Proposal for Budget . Bantug, Analyn P.
Appropriation and None 2 minutes Gutierrez, Marylyn
Approval of the Bunao

LCE)

2.3 Process the Budget Office
Request None 14 days LCE, BAC

3. Implement the Training Program

Depending on
None the type of
training

3.1. Prepare venue and . -
P . Conduct identified
ensure members .
Training
attendance

City Cooperative
Office Staff

16 Days, and 23

TOTAL Minutes

3.3 Issuance of Certificate of Good Standing/Compliance for Cooperatives

This covers to all cooperatives that secures business permits. (Pre-Requisite Document)

Office or Division: City Cooperatives Office
Classification: Simple
Type of Transaction: G2C-Government to Citizen
Who may avail: Cooperative
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Request Form City Cooperatives Office

2. Copy of Submitted CAPR at CDA of the

Previous Year CDA/Cooperative

3. Copy of Certificate of Registration and

Articles and By-laws (for new cooperatives) CDA/Cooperative
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AGENCY FEES TO | PROCESSING PERSON
SIS SRS ACTIONS BE PAID TIME RESPONSIBLE

1. Fill-up Request 1.1 Received None 1 minute CCO Staff
form Request Form

2.1 Assess and
2. Submit the Check the .
Required Documents | submitted None 3 minutes CCO Staff

documents

2.2 Prepare the

Certificate of Good | None 10 minutes CCO staff

Standing

2.3
3. Receive the 3.1File Copy of
Certificate of Good Certificate of Good | None 2 minutes CCO staff
Standing Standing

TOTAL 16 MINUTES

3.3 Cooperatives and Associations Development

This covers implementation of development programs for various cooperatives and
associations in the city.

Office or Division: City Cooperatives Office

Classification: HIGHLY TECHNICAL

Type of Transaction: G2C-Government to Citizen

Who may avail: Cooperative and Associations

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Request Form City Cooperatives Office

2. C(_)py of Submitted CAPR at CDA of the CDA/Cooperative

Previous Year

3. (;opy of Certificate of Registration arjd CDA/Cooperative

Articles and By-laws (for new cooperatives)

AGENCY FEES TO | PROCESSING PERSON
CHIENT STERS ACTIONS BE PAID TIME RESPONSIBLE

1.Conduct Evaluation/ Consultation

1.1 Fill-out Evaluation 1.1 Verify the status | None 20 Mins Solomon B. Tablang,

form of the organization Joan Christine Duey-
and assess the Banogon Analyn P.
needs of the Gutierrez,
association/coopera David Renz C.
tive Bantug,

1.2 Submit Request 1.2 Conduct None 1 Day Solomon B. Tablang,

Form consultation, Joan Christine Duey-
mentoring, Banogon, Analyn
coaching, and Gutierrez, Pedro
technical support. Bugarin

2. Prepare Requirements
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il.réglz;;?r‘\ﬁg:stehdeon Solomon B. Tablang,
Joan Christine Duey-
the request/survey N
: one 2 days Banogon, Analyn
and consultation Gutierrez. Pedro
meeting v_v/ the Buga,rin
organization
2.2 Submit Program
(Submit Project David Renz C.
Proposal for Budget . Bantug, Analyn P.
Appropriation and None 5 minutes Gutierrez, Marylyn
Approval of the Bunao
LCE)
2.3 Process the Budget Office
Request None 14 days LCE, BAC
3. Implement Cooperative and Association Development Program
Conduct
3.1. Prepare venue and | Cooperative and Depending on City Cooperative
ensure members' Association None the type of éﬁicepStaﬁ
attendance Development Program
Program
17 Days, and
TOTAL 25 Minutes
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ECONOMIC SERVICES

4. City Market and Cemetery Section

External Services
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4.1 Processing Application for Operation of Rolling Store

This service involves receipt of application for operation of rolling store (a mobile store,
usually a cart, attached to a motorcycle or bicycle, selling food), inspection of rolling store and
recommendation for issuance of business permit for Rolling Stores to the City Business Permit
and Licensing Office.

Office or Division: City Market and Cemetery Section
Classification: Simple
Type of Transaction: G2C
Who may avail: ALL
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Rolling Store (photo is acceptable) Applicant
AGENCY FEES TO | PROCESSING PERSON
SRISUSUERS ACTIONS BE PAID TIME RESPONSIBLE
1. Sign in the CMCS 1. Review request None 1 minute Gladys A. Satuito,
Service Request Log and endorse client Klaus D. Sison
book to CMCS Head Joseph C. Fernandez
1.1 Interview client None 3 minutes Engr. Wilson G.
and endorse to Camba
inspection staff
2. Present rolling store | 2. Conduct None 10 minute Klaus Sison
or show photo of rolling | inspection and Joseph C. Fernandez
store accomplish the Fernando R.
Inspection and Damasen
Recommendation
Slip (IRS)
3. Return to CMCS 3. Review None 1 minute Engr. Wilson G.
Head accomplished IRS. Camba
If IRS indicates None 5 minutes Engr. Wilson G.
"passed”, Camba
3.1 Orient client on
guidelines in
operating rolling
store
3.2 Tick the None 1 minute Engr. Wilson G.
ARecommend Camba
Issuance of
Business H
box on the IRS, sign
the IRS and issue to
client.
4. Acknowledge receipt | 4. Advise client to None 1 minute Engr. Wilson G.
of IRS by signing the proceed to Camba
IRS Issuance Log book | cBPLO.
tBhen pI’OCTDed tthityé If IRS indicates
usiness Permit an " :
Licensing Office r'el'ouci::)ergply with
(CBPLO). quired
specifications”,
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advise client to
comply.

TOTAL 23 MINUTES

4.2 Processing Application for Lease of Apartment-type Tombs at Public
Cemetery

This service covers all applications for new lease and renewal of lease of 3-layer apartment
type tombs in new public cemetery and 4-layer apartment type tombs in the old public cemetery

of the City of Alaminos, Pangasinan.

Office or Division: City Market and Cemetery Section
Classification: Simple

Type of Transaction: G2C

Who may avail: ALL

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

NEW APPLICATION

Death Certificate (1 photocopy)

City Civil Registrar or Civil Registry Office

Community Tax Certificate

City Treasurer's Office

If no CTC, any valid ID

Applicant

FOR RENEWAL OF LEASE

Community Tax Certificate

City Treasurer's Office

charge.

If no CTC, any valid ID Applicant
AGENCY FEES TO | PROCESSING PERSON
CRIENT STIERE ACTIONS BE PAID TIME RESPONSIBLE
1. Sign in the CMCS 1. Review request None 1 minute Gladys A. Satuito,
Service Request Log and endorse client Klaus D. Sison
book. to staff in charge. Joseph C. Fernandez
2. Proceed to staff-in- 2. Interview client. None 5 minutes Gladys A. Satuito,

Klaus D. Sison
Joseph C. Fernandez
Fernando R.
Damasen

2.1. For new
application orient
the client on the
following: available
apartment-type
tomb, lease period,
cost of lease per
level and
requirements for
new lease.

Gladys A. Satuito,
Klaus D. Sison

2.2. For renewal,
check Masterlist of
Burial Space i
Apartment-type for
confirmation of
expiration of lease
and orient client on

Gladys A. Satuito,
Klaus D. Sison
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requirements and
fees for renewal.

3. Present
requirements.

3. Review
requirements for
completeness.

None

1 minute

Gladys A. Satuito,
Klaus D. Sison
Joseph C. Fernandez
Fernando R.
Damasen

3.1. If complete,
enroll application in
the Cemetery
Registration Form
and prepare
Contract of Lease of
Tomb (COLT) for
new or renewal for
review of client.

None

10 minutes (if

requirements

presented are
complete)

Gladys A. Satuito,
Klaus D. Sison
Joseph C. Fernandez
Fernando R.
Damasen

3.2. If incomplete,
advise client to
complete the
requirements.

4. Review COLT.

Finalize COLT and
advise client on
next step.

None

5 minutes

Gladys A. Satuito,
Klaus D. Sison

4.1. If all information on
COLT is correct, return
to staff-in-charge for
finalization.

4.1 If all information
in the COLT is
correct, print four
(4) copies and
advise client to sign
the COLT.

None

Gladys A. Satuito,
Klaus D. Sison

4.2. If a correction is to
be made, inform staff-
in-charge.

4.2. If a correction is
to be made, edit
and print four (4)
copies and advise
client to sign the
COLT.

none

Gladys A. Satuito,
Klaus D. Sison

4.3. Sign the COLT.

4.3. Advise client to:
pay the required
fees at the City
Treasurer's Office,
submit COLT to the
City Mayor's Office
for signature, and
return to CMCS to
provide photocopy
of proof of payment.

Gladys A. Satuito,
Klaus D. Sison

New Cemetery
Level 1 apartment
type tomb

PHP
7,000.00
6 years

New Cemetery
Level 2 apartment
type tomb

PHP
6,000.00
6 years
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New Cemetery PHP

Level 3 apartment 5,000.00

type tomb 6 years

Old Cemetery PHP

Level 1to 4 3,500.00

apartment type 10 years

tomb

Exhumation fee PHP

(for new) 100.00

Burial fee(for new) | PHP10.00

ICT fee: PHP20.00
5. Submit photocopy of | 5. File proof of 1 minute Gladys A. Satuito,
proof of payment and/or | payment and/or Klaus D. Sison
notarized COLT. notarized COLT
5.1. If COLT was 5.1. If COLT was None 1 minute Gladys A. Satuito,
signed by the City notarized, issue Klaus D. Sison
Mayor on the same day | client's copy to the
of application, have the | client and file office
COLT notarized then copy.
submit notarized COLT
and proof of payment to
CMCS staff-in-charge
5.2. If COLT was not 5.2. If COLT was none 1 minute Gladys A. Satuito,
signed on the same day | not signed by the Klaus D. Sison
of application, submit City Mayor on the
photocopy of proof of same day of
payment to CMCS staff- | application, follow-
in-charge. up the status and

inform client via

SMS and advise to

have the signed

COLT notarized.

TOTAL 25 MINUTES

4.3 Processing Application for Lease of Cemetery Lot at Public Cemetery

This service covers all applications for new lease and renewal of lease of cemetery lots in
the old public cemetery of the City of Alaminos, Pangasinan.

Office or Division: City Market and Cemetery Section
Classification: Simple

Type of Transaction: G2C

Who may avail: ALL

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

NEW APPLICATION

Death Certificate (1 photocopy) City Civil Registrar or Civil Registry Office

FOR RENEWAL OF LEASE

Proof of payment of existing lease and/or

renewals made Applicant
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AGENCY FEES TO | PROCESSING PERSON
SIS SRS ACTIONS BE PAID TIME RESPONSIBLE

1. Sign in the CMCS 1. Review request None 1 minute Gladys A. Satuito,

Service Request Log and endorse client Klaus D. Sison

book. to staff in charge. Joseph C. Fernandez

Fernando R.
Damasen
2. Proceed to staff-in- 2. Interview client. None 5 minutes Gladys A. Satuito,
charge. Klaus D. Sison
Joseph C. Fernandez
Fernando R.
Damasen
2.1. For new Gladys A. Satuito,
application, check Klaus D. Sison
Masterlist of Old
Public Cemetery
Burials for any
vacant lots to lease.
If None,
recommend other
available burial
spaces for lease.
2.2. For renewal, Gladys A. Satuito,
check Masterlist of Klaus D. Sison
Old Public
Cemetery Burials
for confirmation of
expiration of lease
and orient client on
requirements and
fees for renewal.

3. Submit requirements. | 3. Review None 1 minute Gladys A. Satuito,
requirements for Klaus D. Sison
completeness. Joseph C. Fernandez

Fernando R.

Damasen

3.1. If complete, None 5 minutes Gladys A. Satuito,
enroll application in Klaus D. Sison
the Cemetery Joseph C. Fernandez
Registration Form Fernando R.
and prepare Damasen
Contract of Lease of
Tomb (COLT) for
new or renewal for
review of client.
Lot rental (for PHP
lease period of 10 300.00

years).

3.2. If incomplete,
advise client to
complete the
requirements.
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4. Submit photocopy of | 4. Prepare None 1 minute Gladys A. Satuito,
proof of payment.. Certificate of Klaus D. Sison
Cemetery Lot Joseph C. Fernandez
Rental and advise Fernando R.
client to sign the Damasen
Certificate.
5. Sign the Certificate of | 45. Sign the Engr. Wilson G.
Lot Rental. Certificate of Lot Camba
Rental and issue
the Certificate to
client.
TOTAL 8 MINUTES
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ECONOMIC SERVICES

5. City Business Permit and Licensing Office

External Services
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5.1 Business for New and Renewal

Provide Mayor's and Business Permit.

Office or Division:

Business Permit & Licensing Office

Classification: G2B
Type of Transaction: Simple
Who may avail: All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

(Original Copy)

Community Tax Certificate (CTC)

Barangay Hall or City Treasurer

Barangay Clearance

(1 Original & 1 Photocopy)

Where business establishment is located

Contract of Lease if lessee / Mayor's Permit of
the Lessor / Letter of Consent / Tax
Declaration of the Property ( 1 Original Copy)

(1 Original copy)

Special Power of Attorney (SPA) or
Authorization letter from the business owner

Notary Public

License from National Government Agencies

BSP, NFA, FDA, DENR, DFA, PCSO, CDA, DOLE

Certificate of Registration for Sole

Clearance

Proprietorship, Partnership / Corporation DT, SEC
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE

1. Proceed to CBPLO 1. Interview and None 25 minutes Derrick L. Salindong
for submission, Assist the client to Mario B. Rabanillo
verfication and filling up | fill up the
application form fo application form for
Mayor's Permit Mayor's Permit.

1.1 Encode None 10 minutes Wifredo A. Villena

business data &

Issues one (1) time

assessment for

regulatory fees.
2. Proceed to City 2. City Treasurer's None City Treasurer's
Treasurer's Office for Office staff shall Office (CTrO) Staff
Payment of Mayor's accept the payment.
Permit and other
regulatory fees.

Mayor's Permit PHP 50.00

Business Plate PHP

Business Inspection 200.00

fee will depend on

nature of business

Fire Safety 10% of

Inspection total fees

Certificate and charge

Zoning Clearance | PHP 20.00

Real Property Tax | PHP 20.00
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Building PHP 20.00

Clearance

Sanitary Permit PHP 10.00

Sanitary PHP 50.00

Inspection

Documentary PHP 30.00

stamp

ICT Fee PHP 20.00
3. Proceed to CBPLO 3. Detached None 5 minutes Orlando R. Ragudos,
for releasing of Mayor's | requirements. Milagros C. Payas,
Permit Mario B. Rabanillo

3.1 Print Mayor's None 5 minutes Wifredo A. Villena,

Permit Shirley G. Quimado

3.2 Release and None 10 minutes Orlando R. Ragudos,

orientation Milagros C. Payas,

Mario B. Rabanillo
TOTAL 45 MINUTES

5.2 Issuance of General Permit (Cooperative, Association/Foundation,Chainsaw
Permit,Firecrackers Stallholders, Lucap Wharf Vendors, Permit for Promotions &
Exhibitors, Cemetery Stallholders, Fishtrap& Fishpond) and Other Services
(Certified True Copy of Mayor's Pemit, Change of Information of Mayor's Permit,
Certification of Business Record, Retirement of Business, Occupational Permit)

Office or Division: Business Permit & Licensing Office
Classification: G2B

Type of Transaction: Simple

Who may avail: All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Community Tax Certificate (CTC) (Original
Copy)

Barangay Hall

or City Tr

Barangay Clearance
(1 Original & 1 Photocopy)

Where business establishment is located

the Lessor/ Letter of Consent/ Tax Declaration
of the Property

Contract of Lease iflease/ May or 6 s Pg¢

Special Power of Attorney (SPA) or
Authorization letter from the business owner (1
Original)

Notary Public

License from National Government Agencies
(1 Photocopy)

CDA, SEC, DOLE, BFP, CFARMC

Certificate of Compliance from the City
Cooperative Office

City Cooperative Office

Letter Approval from City Market and
Cemetery Section Head

City Market and Cemetery Section

Certification from City Tourism Office

City Tourism Office

Certification from City Agriculture Office

City Agriculture Office

Request letter approved by City Administrator

City Admi

ni stratoro6s Off
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AGENCY FEES TO | PROCESSING PERSON
SIS SRS ACTIONS BE PAID TIME RESPONSIBLE
1. Proceed to CBPLO 1.1 Receive None
for submission, request, verify
verification of documents and
documents and affix encode
signature in the data/process
?onr(r:r?ded application application form 20 mins Luz P. Razote
1.2 Instruct client on None
the required
clearances to be
accomplished
2. Proceed to City 2. 2 City Treasurer's City Treasurer's
Treasur er 0 s | Office staff shall Office (CTrO) Staff
Payment of accept the payment.
Permit and other
regulatory fees. Mayor 6s Php 50.00
Business Plate | Php 200.00
Sticker Fee | Php 65.00
Ma y o Cléasance | Php 30.00
Police Clearance | Php 20.00
Court Clearance | Php 30.00
Land Tax | Php 20.00
Clearance | Php 30.00
Acct. Clearance | Php 20.00
Inspection Fee | Php 100.00
Garbage Fee | Php 200.00
ICT FEE | Php 20.00
3. Proceed to CBPLO 3. 1 Print None 15 minutes Luz P. Razote
for releasing of Mayor's | Permit
Permit
3.2 Release and None 5 minutes Bernald R. Capitle
orientation
TOTAL 45 MINUTES
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ECONOMIC SERVICES

6. City Tourism Office

External Services
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6.1 Registration of Hundred Islands National Park (HINP) Guest

To register guest visiting Hundred Islands National Park in compliance with

the City Ordinance No. 2013-10k nown as A The Al aminos City T
20130
Office or Division: City Tourism Office
Classification: Simple
Type of Transaction: G2G, G2C
Who may avail: Hundred Islands National Park (HINP) Guests
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Passenger Manifest Form Office of the Tourism Officer
AGENCY FEES TO | PROCESSING PERSON
CRIENI SIERE ACTIONS BE PAID TIME RESPONSIBLE
1. Submit to the Assist the guest. None 20 seconds | Administrative Aide
standard health and per person (Tourism)
safety protocol
(footbath and hand
disinfection)
2. Inquire about the Answer the None 5 minutes per | Tourism Operations
tour, fees and inquiries and group Officer 1l/Tourist
charges provide additional Receptionist/
necessary Administrative Aide
information. | or Administrative
Staff (Tourism)
3. Secure Passenger | Issue Passenger None 1 minute Tourism Operations
Manifest Manifest Form depending on Officer 1l/Tourist
and guide each the number of Receptionist/
client to fill up the guest per Administrative Aide
form subject to group | or Administrative
the qualification of Staff (Tourism)
the guests in
accordance with
the established
guidelines.
4. Fill up Passenger 4.1. Receive and None 5 minutes Tourism Operations
Manifest and submit. | verify the depending on Officer 1l/Tourist
completeness of the number of Receptionist/
the required guests in the | Administrative Aide
information. group | or Administrative
Staff (Tourism)
4.2. Take the 1 minute Tourism Operations
temperature of depending on Officer ll/Tourist
each guest as the number of Receptionist/
part of the health guests in the | Administrative Aide
and safety group | or Administrative
protocol. Staff (Tourism)
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4.3. Orient the 1 minute Tourism Operations
guests on the Officer ll/Tourist
Dods and Receptionist/
and Health and Administrative Staff
Safety (Tourism)
Procedures
during the tour.
5. One representative | 5.1 Subject the 20 seconds | Administrative Staff
to proceed to the guest to the per person (Tourism)
assessment and health and safety
payment area and standard
present the manifest | procedure (foot
form. bath and filling up
of log sheet for
contact tracing)
5.2 Assess fees None 1 minute Administrative Aide
and charges (i.e. | or Administrative
entrance/IPAF, Staff (Tourism)
environmental
fee, emergency
fund and boat rent
life vest rent and
garbage bag
deposit.
6. Pay the required 6.1 Counter 1to | Day tour: 1 minute Counter 1
fees at the Payment receive payment | Environme Collectors IPAF
Counters. for entrance ntal Fee Collector (HINP-
(IPAF), Php 60 PAMB) and Admin.
environmental Entrance Aide | (Tourism)
and emergency Fee/IPAF
fund fees and Php 30
issue official Emedrgency
receipt. Php 10
6.2 Counter2to | Php 1 minute Counter 2
receive deposit 200.00 Collectors IPAF
f or f Bas u pergroup Collector (HINP-
l uwi Mo 0 | (refundabl PAMB) and Admin.
and provide the e) Aide | (Tourism)
form to be signed
by the guest as
proof of deposit.
6.2.1. Provide a None Counter 2

pair of garbage
bag.

Collectors (IPAF
Collector) HINP-
PAMB
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6.3. Counter 3to | Small 1 minute Counter 3
receive payment | Php Collectors
for boat and life 1,400.00 Administrative Aide
vest rent. Medium | (Tourism)
Php
1,800.00
Large
Php
2,000.00
Life vest
Php 50.00
7. Present the boat Assist guest for None 3 minutes Watchman IIl and
card to the boat boat assignment. Administrative Aide
station to secure the | (Tourism)
boat assigned for the
tour.
8. Embarkation at the | Dispatch and None 3 minutes Watchman Ill and
Whartf. assist guest in Administrative Aide
boarding the boat. | (Tourism)
TOTAL 23 MINUTES
& 40
SECONDS

6.2 Registration and Accreditation of Tourism Related Business

To register and accredit Tourism Related Business in compliance with the City Ordinance
N0.2013-1 0 known as AThe AlCondienocosf) QiOtly3oTour i sm

City Tourism Office

Simple

G2G, G2C

Accommodation Establishments, Concessionaires, Tourism Related
Establishments

1. REGISTRATION
1.1 For Tourism Accommodation

Establishments:

- DTI Registration(New Business)

- DOT Accreditation (previous year)
DOT Application(for new business)
- Certificate of membership from
the association

- Occupational Permit& Healt I.D
for Employees

- Inspection Report of Composite
Team & Certificate of Readiness to

Office of the Tourism Officer
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Operate in accordance with the
established guidelines
- Authority to Transact(if the owner
is not available)
1.2 For Travel and Tours:
- DTI Registration (New Business)
- DOT Accreditation (previous year)
DOT Application(for new
business)
- Occupational Permit& Healt I.D
for Employees
- Inspection Report of Composite
Team & Certificate to Operate in
accordance with the established
guidelines
- Business Permit
- Authority to Transact(if the owner
is not available)
1.3 For Concessionaires:
(For Annual)
- DTI Registration(New Business)
- Certificate of membership from
the association
- Occupational Permit& Healt I.D
for Employees
- Inspection Report of Composite
Team & Certificate to Operate in
accordance with the established
guidelines
- Safety Certificate of
Operators/Helpers ( for Water
Sports)
- Contract from the Market Office
- Community Tax Certificate (CTC)
- Authority to Transact(if the owner
is not available)
(For Monthly)
- Certificate of membership from
the association
- Occupational Permit& Healt I.D
for Employees
- Community Tax Certificate (CTC)
- Authority to Transact(if the owner
is not available)
1.4 For Motorboats:
- Certificate of membership from
the association
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- Occupational Permit& Healt I.D
for Employees

- Inspection Report of Composite
Team & Certificate to Operate in
accordance with the established
guidelines

- Safety Certificate of
Operators/Helpers

- Deed of Sale (if bought)

- Authority to Transact(if the owner
is not available)

1.5 For Tourist Bus, coaster, van &

tricycle:

-Mayords Permit (

- DTI Registration(New Business)

- Certificate of Registration with
SEC/DOLE

- Certificate of membership from
the association

- Occupational Permit& Healt I.D
for Employees

- Safety Certificate of
Operators/Helpers

- Authority to Transact(if the owner
is not available)

1.6 For Tour Guides:
- Certificate of Training
- Occupational Permit& Health I.D
for Employees
- Clearance from NBI
- Authority to Transact(if the owner
is not available)
1.7 For Massage Therapist and
Professional Congress Organizers:
- DTI Registration(New Business)
- Occupational Permit& Healt I.D
for Employees
- Authority to Transact(if the owner
is not available)
1.8 For Association:
- Certificate of Registration with
SEC/DOLE
- Constitution and By Laws
- List of Officers and Members
- Authority to Transact(if the owner
is not available)
1.9For Boatman
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- Certificate of Training

-Seamands Book is
MARINA

- Authority to Transact(if the owner
is not available)

2. REGISTRATION AND
ACCREDITATION
2.1 For Tour Operator/ Travel
Agencies, Tour Guides & Massage
Therapist:
- DTI Registration
-Mayor 6s
- BIR Certificate
- DOT Accreditation
- Authority to Transact(if the owner
is not available)

Per mit

AGENCY FEES TO BE PROCESSI PERSON

CLIENT STERE ACTIONS PAID NG TIME RESPONSIBLE
1.Submit to the 1. Assist the client None 20 Administrative
standard health and seconds Aide (Tourism)
safety protocol per person
(footbath and hand
disinfection)
2. Secure and Fill up 3 minutes

Service Request

Form.
3. Submit filled-up Receive Service None 1 minute | Operations Officer

service request Request Form
form and all
required

documents

| (Tourism)

Receive payment
and issue official
receipts.

4. Pay required fees.

Registration:
- Motorboat
Php 110.00
- Tricycle

Php 110.00
- Tourist Bus

Php 275.00
- Coaster

Php 165.00
-Van

Php 150.00
- Hotel

Php

1,100.00

1 minute

Counter 1 Admin

Aide | (Tourism)
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- Transient/Pe
nsion
House
Php 220.00

- Tourist Inns
Php 550.00

- Resort
Php
1,100.00

- Tourist Inns
Php 550.00

- Travel and

Tours

- Main

Office(Alamin

0S)

Php 1,100.00

- Branch
Office(Alami
nos)

Php 550.00
Accreditation:
- Travel and
ToursPhp
550.00

- Tour Guides
& Massage
Therapist
Php 250.00

5. Present the
Official Receipt.

Prepare
Certificate of
Registration/
Accreditation
signed by the
CTO, bearing the
following;
Business
Ownership,
Business Address
and Address of
Owner, Type of
Business,
Issuance date and
Validity period of
the certification.

None

1 minute

Operations Officer
I (Tourism)
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6. Receive Advise the client None 1 minute | Operations Officer
Certificate. to secure | (Tourism) and
business Administrative
requirements from Aide (Tourism)
the barangay hall
then proceed to
the BPLO
TOTAL 7 MINUTES
& 20
SECONDS
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SOCIAL SERVICES

7. City Health Office

External Services

48



7.1 Medical Consultation &Issuance of Medical certificate
General consultation, treatment, prevention and control of illness/diseases/ health

problems.

TME oy
of i
L Ocorraxis
S L

Office or Division:

City Health Office

Classification:

Simple

Type of Transaction:

G2C-Government-to-Citizens

Who may avail:

ALL

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Laboratory Request

Doctor

Official Receipt

City Treasurers Office

Anti-rabies Vaccine

Private Pharmacy

FEES TO BE PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS PAID TIME RESPONSIBLE
1. Patient Registration 1.1 Filling-out of
patient's data form
1.2 Taking of vital No Fee 3 mins Felicitas Basobas
signs, height and
weight, chief
complaint
1.2 Consultation 1.2.1 History taking
and assessment
1.2.2 Request for No Fee
laboratory
examination if needed Dr. Danna May .R‘.
1.2.3 Refer for slit- : Ragudos, Dr. Fritzi
skin smear at 10 mins Sale_lcup, Dr.
. Daphnie Uson, Dr.
Western Pangasinan No Fee A :
o ) urora Enriquez
District Hospital
(WPDH)
1.2:4 Prescription of No Fee
anti-rabies vaccine
2.1 Payment of Laboratory | 2.1 Accepts payment | Drug test- 200 Treasurer
test at the City Treasurers | and issue Official Staff
Office receipt Blood Typing-
30
Urinalysis 1
35
CBC w/
platelet count
T 75 .
5 mins
Hepa B- 230
Sputum
Microscopy/
Gene Expert-
Free
Medical
Certificate- 50
ICT Fee- 20
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2.2 Present OR for
laboratory test

2.2 Testing

2.2.1 Record and
Release of results

10-30 mins

Judith Catbay,
Verlina Jimenez,

2 mins (other
laboratory test)

Ma Vanessa Grace
Abarra, Michelle
Bailen

7 days (gene
expert)
2.3 Provide Vaccine for 2.3.1 Vaccination 5 mins Cynthia Razote,
Anti-rabies Cesar Briboneria lll
2.3.2 Fill-out Rabies
Exposure Registry &
Issuance of
vaccination card
3.1 Present Laboratory 3.1 Evaluate Results
Results & Official receipt
for medical certificate Dr. Danna May R.
3.2 Diagnosis, Health FREE Ragudos, Dr. Fritzi
Education and 10 mins Salacup, Dr.
treatment/ referral (if Daphnie Uson, Dr.
necessary) Aurora Enriquez
3.3 Issuance of
Medical Certificate
TOTAL 1 hour & 5 mins

7.2 Signing of Certificate of Death

Review the circumstances on the cause of death

Office or Division:

City Health Office

Classification:

Simple

Type of Transaction:

G2C-Government-to-Citizens

Who may avail:

Relatives of the deceased

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Death Certificate

Hospitals/Funeral Parlor

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

1. Present the completely | 1.1 Verify and review

filled-out Certificate of data

Death & Barangay

Certificate if patient died

at home Dr. Danna May R.
1.2 Interview nearest Ragudos, Dr. Fritzi
kin or friends who has FREE 5-10mins Salacup, Dr. Daphnie
knowledge on the Uson, Dr. Aurora
probable cause of Enriquez
death (if died at
home)

2. Receive the signed 2.1 Review & sign

certificate of death

TOTAL 10 mins
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7.3 MEDICO-LEGAL & POSTMORTEM EXAMINATION

Help to determine the injuries and confirm a known or suspected diagnosis of the
disease which cause the death of the patient for legal purposes

Office or Division:

City Health Office

Classification:

Simple

Type of Transaction:

G2C-Government-to-Citizens

Who may avail:

Person with Injuries / Death case

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Medico-legal / Postmortem

Request

PNP/POSO

CLIENT STEPS

AGENCY ACTIONS

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Present request for
conduct of Medico-legal/
Postmortem from PNP or
POSO

1.1 Verify request and
data

1.2 Taking of vital
signs (for medico-
legal)

2.1 Consultation (for
medico-legal)

2.1 Interview and
assessment (for
medico-legal)

2.1.1 Medico-legal
examination

2.2 |dentify the cadaver

2.2 Conduct of
postmortem
examination

2.3 Record
examination findings

2.4 Accomplish
Postmortem &
Medico-legal report

3.1 Receive result

3.1 Record & Release
of medico-legal
report/

3.2 Submit
Postmortem report to
proper authority

5 mins

Felicitas Basobas

15-20 mins

No Fee

3-4 hours

2 mins

2 mins

Dr. Danna May R.
Ragudos, Dr. Fritzi
Salacup, Dr. Daphnie
Uson, Dr. Aurora
Enriquez

TOTAL 4 hours

7.4 Pre-marriage Orientation and Counseling
Provide would-be couples with information they will need in performing their roles as
husband and wife, and prepare them for their married life

Office or Division:

City Health Office

Classification:

Simple

Type of Transaction:

G2C-Government-to-Citizens

Who may avail:

Would-be couples

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Application for Marriage

Local Civil Registry Office

Pre-marriage checklist

Local Civil Registry Office

CLIENT STEPS

AGENCY ACTIONS

FEES TO PROCESSING
BE PAID TIME

PERSON
RESPONSIBLE
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1. Client presents pre-
registration checklist from
LCR

1.1 Population staff
verifies the checklist

2. Client answers the
individual Marriage
Expectations Inventory
Form

2.1 Population Staff
shall receive and
check the
completeness of the
MEIF

2.2 Client signs in the
PMOC logbook

2.2 Population staff
shall check the basic
information of client in
the PMOC logbook
and give schedule for
the PMOC Session

No Fee

3. Client attend the PMOC

3.1 Alaminos City
PMOC Team conduct
the PMOC Session

3.2 Population officer
shall release the
Certificate of
Compliance

1 min

Less than 1 min

1 min

4 hours

Less than 1 min

Virginia Francisco,
Gessa Marie Ramos

TOTAL

4 hours

7.5 Nutrition: Therapeutic Feeding
Provide treatment to severely malnourished children to reduce the risk of excess

mortality and morbidity

Office or Division:

City Health Office

Classification:

Simple

Type of Transaction:

G2C-Government-to-Citizens

Who may avail:

Severely malnourished children

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

NONE NONE
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Client proceed to 1.1 Assist client 1 min
Nutrition Section as
referred by CHVs
2. Patient registration 2.1 Validate 5 mins
Nutritional Status of
patient by taking
anthropometric
measurements Lo .
Virginia Francisco,
No Fee Gessa Marie Ramos
2.2 Interview patient's 5 mins
guardian for personal
details and diet
history of the child
2.3 Assist patient for 10 mins

medical check-up by
Medical Officer
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3. Receive therapeutic/ 3.1 Provide 10 mins
supplementary food & therapeutic/
health education supplementary food
and dietary
counselling for the
patient
TOTAL 31 mins

7.6 Dental Services

To provide dental care to patients

Office or Division:

City Health Office

Classification:

Simple

Type of Transaction:

G2C-Government-to-Citizens

Who may avail:

All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

NONE

NONE

CLIENT STEPS

AGENCY ACTIONS

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1.1 Patient Registration

1.1 Filling-out of
Health Declaration
Form and patient's
data form

1.1.1 Taking of vital
signs and chief
complaint

1.2. Consultation

1.2.1 History taking

2.2 Conduct of Basic
Oral examination

1.2.2 Assess if for
tooth extraction or
observation and
prescription

2. Patient undergo Tooth
Extraction

2.1 Prepare dental
instruments and
equipment

2.2 Conduct of tooth
extraction

3. Receive prescription

3.1 Prescription

3.2 Health Education

No Fee

3 mins

Felicitas Basobas

5 mins

Dr Ginalea Cancino

10-15 mins

Dr Ginalea Cancino,
Dennis Villaruz

5 mins

Dr Ginalea Cancino

TOTAL

28 mins

7.7 Social Hygiene Clinic: Sexually Transmitted Infections (Vaginal

Smearing)

Early detection & treatment of infections

Office or Division:

City Health Office

Classification:

Simple

Type of Transaction:

G2C-Government-to-Citizens

Who may avail:

All Female Sex Workers

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Health Card

BOSS

Official Receipt

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

1.1 Present health cards 1.1.1 Validate health FREE 1 min Felicitas Basobas
for registration cards
2.1 Payment of fees at the | 2.1.1 Receive 50 5 mins City Treasurers Office
City Treasurer's Office payment & issue Staff

Official Receipt (OR)

FREE 10 mins Felicitas Basobas,

3.1 Present OR 3.1.1 Validate OR Cesar Briboneria lll

3.1.2 List the names

to be tested in the

logbook

3.1.3 Properly label

the slides

3.1.4 Do the vaginal

smearing

3.1.4 Bring the FREE 1 hour

specimen to the

laboratory for .

examinat)i/on Judith Catbay

3.1.5 Record and

release result
3.2 Present Laboratory 3.2.1 Health FREE 5 mins Dr Danna May
Results Education, Diagnosis Ragudos, Dr Fritzi

& Treatment Salacup, Dr Daphnie

Uson, Dr Aurora
Enriquez
TOTAL 1 hour & 21 mins

7.8 HIV/ AIDS Prevention and Control

Early detection, counseling & referral

Office or Division:

City Health Office

Classification:

Simple

Type of Transaction:

G2C-Government-to-Citizens

Who may avail:

ALL

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

NONE NONE
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1.1 Registration 1.1.1 Filling-out of
patient's data form
1..1.2 Tak!ng of vital FREE 3 mins Felicitas Basobas
signs, weight &
height, chief
complaint
2.1.1 History taking Dr Danna May
2.1 Consultation and assessment Ragudos, Dr Fritzi
2.1.2 Request for HIV FREE 5 mins Salacup, Dr Daphnie
Counselling & Testing Uson, Dr Aurora
(HCT) Enriquez
Dr Danna May
2.2 Present laborato . Ragudos, Ma.
request for HCT Y 2.2.1 Conduct Pre- FREE 25 mins Vangessa Grace
test counselling Abarra,
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2.2.2 HIV testing

2.3.3 (A) Record and
Release of result if
non-reactive

2.3.3 (B) Record and
refer for confirmatory
testing if reactive
result

2.2.4 Post-test
counselling

Judith Catbay

Dr Danna May
Ragudos, Ma.
Vanessa Grace
Abarra,

Dr Danna May
Ragudos, Dr Fritzi

FREE 5 mins Salacup, Dr Daphnie
3.1 Present Laboratory 3.1.1 Diagnosis & Uson, Dr Aurora
Results Health Education Enriquez
TOTAL 38 mins
7.9 Laboratory Services
To validate diagnosis, predict disease severity and monitor disease progression.
To find out whether or not a person has taken a prohibited drug
Office or Division: City Health Office
Classification: Simple
Type of Transaction: G2C-Government-to-Citizens
Who may avail: ALL
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Identification Card/ Health Card Client
Official Receipt Treasurerds Office
Laboratory Request Doctor
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1.1.1 Verify Identity, Drug . .
1.1 Present Requirements | purpose and Testing-200 ‘J.Ud'th Catbay, Verlina
laboratory request 3 mins Jimenez, Ma. Vanessa
1.1.2 Log patients Urinalysis- G_race Abar_ra,
o Michelle Bailen
data 35
: . 1.2.1 Check form if
1.2 E|Il—out and sign Dru_g completely filled-out Fecalysis- _
Testing form and Submit . 35 3 mins
(for drug testing) and_S|gned (for drug
testing) Ma Vanessa Grace
1.2.2 Observe Urine CBC- 75 Abarra, Michelle
Collection with proper 2 mins Bailen
instruction Platelet
2.1Submit Specimen for 2.1.1 Collect and label | Count-100
testing specimen .
2.1.2 Testing Hemoglobin 30 mins Judith Catbay, Verlina
-50 Jimenez
. Bleeding Judith Catbay, Verlina
3.1 Receive laboratory 3.1.1 Encoding/ time-50 . Jimenez, MayVanessa
Recording and 5 mins
results issuance of results Qrace Abar_ra,
Blood Michelle Bailen
Typing-30
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Hepa B
Screening-
230
HIV
Screening-
FREE
Syphilis-
FREE
Direct
Sputum
Smear
Microscopy-
FREE
Gram Stain-
50
FBS- 75
Cholesterol-
75
Uric Acid-
75
Blood Urea
Nitrogen- 75
Creatinine-
75
ICT- 20
TOTAL 43 mins
7.10 Hemodialysis Treatment
Early diagnosis & to treat advance Kidney Failure
Office or Division: City Health Office
Classification: Simple
Type of Transaction: G2C-Government-to-Citizens
Who may avail: ALL
CHECKLIST OF WHERE TO SECURE
REQUIREMENTS
Laboratory results Hospitals/DOH accredited laboratories
Doct or 6s Ref | Nephrologist
FEES TO BE PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS PAID TIME RESPONSIBLE
1.1 Inquire on admission Rosalina
for dialysis treatment 1.1.1 Provide 5 mins Tolentino, Mary
laboratory checklist Rose Cinense,
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1.1.2 Inform patient on
the rules & regulations

Mary Geneveve
Molina, Fredirick

of the clinic Montemayor
1.2 Submit requirements | 1.2.1 Check if all
requirements are
completed
1.2.2 Refer to the 5 mins
affiliated nephrologist
of the clinic for
consultation
1.3 Present laboratory 1.3.1 Assessment &
requirements to the schedule for treatment 15-20 mins Dr Angiglyn
nephrologist Asuncion
2.1 Register and sign 2.1.1 Fill-out patient's
consent for treatment chart & health Rosalina
declaration form Tolentino, Mary
2.1.2 Obtain vital sign, 5 mins Rose Cinense,
height & pre-weight Mary Geneveve
2.1.3 Obtain informed Molina, Fredirick
consent for HD Montemayor
treatment
2.2 HD Treatment 2.2.1 Prepare HD
machines for
treatment
Rosalina
2.2.2 Conduct of HD Tolentino, Mary
treatment with Rose Cinense,
administration of Mary Geneveve
prescribed Molina, Fredirick
medications, Montemayor
monitoring of the
patient & health 4 hours
education
2.2.3 Refer to the
doctor on duty for any Dr. Sherryl Vidal
complications
Rosalina
2.2.4 Terminate HD Tolentino, Mary
treatment & assess Rose Cinense,
patient including post Mary Geneveve
HD weight & record Molina, Fredirick
Montemayor
Non PhilHealth
Member: 3,250
Indigent/ Senior/
Sponsored/
3.1.1 Compute the PWD: 650 (initial
3.1 Payment of fees total cost & issue treatment) 5 mins Ma_ry Rose
Self-employed/ Cinense

Official Receipt

Indvidual paying
PhilHealth
member: 650
(every
treatment)
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3.2 Obtain clearance slip

3.2.1 Issue clearance
slip & discharge the
patient

FREE

TOTAL

4 hours

7.11 Sanitary Service: (Application for Sanitary Permit to Operate)
Ensure standard on the Sanitary Code of the Philippines

Office or Division:

City Health Office

Classification:

Simple

Type of Transaction:

G2C-Government-to-Citizens

Who may avail:

ALL

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Official Receipt City Treasurerds Office
Health Card BOSS
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1.1 Clients proceeds to 1.1.1 Sanitation
BOSS Inspector assess and . Brenda Agloro,
provide checklist of FREE 5 mins Felicitas Basobas
requirements
2.1 Payment of sanitary 2 1.1 Receive
permit at the City . .
: payment and issue 10 5 mins
Treasurers Office - .
Official Receipt
3.1 Proceed to BOSS and
present required 3.1.1 Evaluation of
documents and Official required documents FREE
Receipt (health certificate) . Brenda Agloro,
5 mins g
Felicitas Basobas
3.2 Receive Sanitary 3.1.2 Record and
Permit release of Sanitary FREE
Permit to Operate
TOTAL 15 mins

7.12 Sanitary Service: Application of Health Certificate
Determine health status of an individual

Office or Division:

City Health Office

Classification:

Simple

Type of Transaction:

G2C-Government-to-Citizens

Who may avail:

ALL

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Official Receipt City Treasurerbs Office
Laboratory Request BOSS
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1.1.1 BPLO asses
1.1 Clients proceeds to and issue order of FREE 5 mins
BPLO payment
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1.2 Payment of fees at the Drug Test-
City Treasurers Office 200
Urinalysis-
35
Fecalysis- 5 mins
35
Hepa B- 230
1.2.1 Receive Health
payment and issue Certificate-
Official Receipt 50
2.1.1 Conduct the
2.1 Clients proceed to required laboratory Judith Catbay, Verlina
laboratory examinations . Jimenez, Ma. Vanessa
2.1.2 Release FREE 10-30 mins Grace Abarra,
laboratory results Michelle Bailen
3.1 Present laboratory
results and Official 3.1.1 Evaluation of
Receipt laboratory results . Brenda Agloro,
3.2.1 Recording and FREE 5 mins Felicitas Basobas
3.2 Receive Health Issuance of Health
Certificate Certificate
TOTAL 45 mins

7.13 Sanitary Service: Application of Transfer Permit of

Cadaver/Remains

Health requirement & legal purposes

Office or Division: City Health Office
Classification: Simple
Type of Transaction: G2C-Government-to-Citizens
Who may avail: ALL
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Official Receipt City Treasurerbs Office
Certification of death Doctor
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1.1.1 Sanitation
Inspector assess and , Brenda Agloro,
1.1 Clients proceeds to pro?/ide checklist of FREE 5 mins Felicitas Ba?sobas
CHO requirements
2.1 Payment of Transfer 2.1.1 Receive
Permit at the City payment and issue 100 5 mins
Treasurers Office Official Receipt
3.1 Present required 3.1.1 Review of
documents and Official Documents (death
Receipt certificate) : Brenda Agloro,
3.2.1 Recording and FREE 5 mins Felicitas Bzgsobas
3.2 Receive Transfer Issuance of Transfer
Permit Permit
TOTAL 15 mins
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7.14 Sanitary Service: Application for Water Potability Certificate
(Water Refilling Stations & ACWD)

Safe water for human consumption

Office or Division:

City Health Office

Classification:

Simple

Type of Transaction:

G2C-Government-to-Citizens

Who may avail:

Water Refilling Stations Owner & ACWD

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Official Receipt City Treasurerbs Office
Bacteriological & Chemical test results DOH accredited laboratories
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1.1.1 Sanitation
1.1 Clients proceeds to Inspector assists the FREE 5 mins Br_e_nda Agloro,
) Felicitas Basobas
CHO client
1.2 Payment of Water
Potability Certificate at the | 1.2.1 Receive City Treasurers Office
City Treasurers Office payment and issue 130 5 mins
- . - . Staff
(water refilling stations Official Receipt
only)
2.1 Submission of result of
Bacteriological
examination from duly
accredited laboratory by
DOH (ACWD & Water 2.1.1 Review of Water FREE 5 mins Brenda Agloro,
Refilling Stations) potability result Felicitas Basobas
3.1.1 Recording and
3.1 Present required Issuance of Water
documents and Official Potability Certificate if
Receipt results are normal
TOTAL 15 mins

7.15 Sanitary Service: Address Sanitary Complaints
To provide necessary actions to the complaints.

Office or Division:

City Health Office

Classification:

Simple

Type of Transaction:

G2C-Government-to-Citizens

Who may avail:

ALL

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Letter of complaint

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1.1 Send letter of Dr Danna Ma
complaint to City 1.1.1 Receive and Raqudos Bren)éa
Administrators Office/ City | assess letter of FREE 10 mins Y L
: : Agloro, Felicitas
Health Office complaint
Basobas
1.1.2 Issuance of
Mission Order by the FREE 2 mins DrRD:nS(f;OI\S{Iay
City Health Officer 9
2.1 Accompany Sanitation | 2.1.1 Coordinate to : Brenda Agloro,
. FREE 5 mins g
Inspector/s Barangay Officials Felicitas Basobas
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2.1.2 Inspection of

; 30 mins
site
3.1.1Accomplish FREE 1 hour
report
3.1.2 Submit report to
administrators Office FREE 2 mins
for appropriate action

TOTAL 1-2 hours

7.16 Maternal Care & Family Planning

To ensure population control health of women during pregnancy, childbirth and

postnatal period.

Office or Division:

City Health Office

Classification:

Simple

Type of Transaction:

G2C-Government-to-Citizens

Who may avail:

Pregnant Women

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Booklet ni Nanay

Birthing Facility

PhilHealth Members Data Form PhilHealth
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1.1 Patient Registration - Dr. Danna May R.
for Pre-natal cﬁeck-up 1'1.'1 Filling-out of 2 mins Ragudos, Kathgrine
patient antenatal chart
Claudette Bacolcol,
1.1.2 Conduct Antenatal 5 mins Merlina Rosauro,
check-up Deovy Ranches, Ma
1.1.3 Health Education Teresa Raroque,
and prescription of 10 mins Amelita Asto, Cristina
vitamins Ballesta, Ma. Andrea
Bonifacia Rapisura,
1.1.4 Update antenatal Evangelista
chart and release 1 min Cervantes, Richelle
booklet ni Nanay Pagador, Gemmalyn
Ferrer
1.1_.5 A_dr_mssm_n if 1 min
patient is in active labor
2.1 Labor and Delivery 2.2.1 Monitoring labor No Fee

and delivery

2.2.2 Delivers baby

30 mins- 4 hours

2.2.3 Refer patient to
Higher Health facility (if
labor is prolonged)

10 mins

2.2.3 Monitor mother
and child after delivery

24 hours

3.1.1 Postpartum check-
up & Family Planning

3.1.1 Conduct newborn
screening and hearing
screening test to the
baby and discharge
internal examination to
the mother

10 mins
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3.1.2 Suggest family
planning methods
suitable for the patient

3.1.3 Give the
pills/injection/condoms

with advised 10-15 mins

3.1.4 Updat e
chart and discharge the
mother and child with
advise

TOTAL 24 hours

7.17 Primary Health Care: Immunization
To avoid vaccine preventable diseases

Office or Division:

City Health Office

Classification:

Simple

Type of Transaction:

G2C-Government-to-Citizens

Who may avail:

0-12 months old baby/ pregnant women

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Booklet ni Nanay

Birthing Facility/ Respective Barangay Health Center

Immunization card

Respective Barangay Health Center

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1.1.1 Review
1.1 Present immunization immunization card/
card/ booklet ni Nanay booklet ni Nanay
FREE 5 mins

Merlina Rosauro,
Deovy Ranches, Ma
Teresa Raroque,

1.1.2 Taking of vital
signs, height and
weight

2.1 Client undergo
Immunization

Amelita Asto, Cristina

2.1.1 Conduct Ballesta, Ma. Andrea

immunization

512 Observe Bonifacia Rapisura,

3.1 Receive immunization
card/ booklet ni Nanay

vaccine reaction to Evangel|§ta
client _ Cervantes, Richelle
FREE 10 mins Pagador, Gemmalyn
Ferrer

3.1.1 Update and
release immunization
card/ booklet ni
Nanay

TOTAL 15 mins
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SOCIAL SERVICES

8. City Engineering Office

External Services
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8.1 Securing Locational Clearance for Building Permit

Zoning is the division of a community/city into zones or districts according to the present
and potential uses of its lands to maximize, regulate and direct their use and development in
accordance with the physical development plan of the city/community. Prior to the start of
construction, all enterprises and private persons constructing a new building or expansion/
renovation thereof are required to secure a Locational clearance upon application for building
permit to ensure that the building is allowed.

Office or Division: City Engineering Office
Classification: Complex
Type of Transaction: G2C-Government to Client
Who may avail: All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Accomplished application form for Zoning
clearance, duly notarized City Engineering Office

(4 original copies)

2. A. In case the applicant is the
REGISTERED owner of the lot:

9 Certificate of Title (1 photocopy) Registry of Deeds

91 Certified true copy of Tax Declaration

(1 original copy, 1 photocopy) CtyAssessoro6s Office

T Tax Receipt of the current year City Treasury Office T Window 9, 11, 12
(1 photocopy)

B. In the absence of Certificate of Title in the
name of the applicant:

91 Deed of Absolute Sale, duly notarized

(1 photocopy) Notary Public

1 Pro-Forma Affidavit (1 photocopy) Notary Public
1 Barangay Certification as to lot
ownership and related controversy, if Barangay Hall
any (1 original copy)

C. In case the applicant is NOT the owner of
the lot, in addition to the above;

9 Duly notarized Affidavit of Consent
(1 original copy) Notary Public
9 or Contract of Lease (1 photocopy)
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3. Architectural (including Vicinity map & Site
Development Plan) and Structural Plans
signed and sealed by a duly licensed Architect
& Civil Engineer with the conformity of the
owner (1 original copy)

Architect or Civil Engineer of the Project

4. Detailed cost of Materials and
Specifications signed and sealed by a duly
licensed Civil Engineer or Architect with the
conformity of the owner (1 original copy)

Architect or Civil Engineer of the Project

5. Sworn Special Power of Attorney for the
authorized representatives (1 original copy)

Notary Public

6. Affidavit of Non-objection from adjacent lot
owners, for non/conforming projects only
(1 original copy)

Notary Public

7. Affidavit of Non-objection from Mortgagee
if lot is mortgaged (1 original copy)

Notary Public

8. Certification from MARO that lot is not
Tenanted or within the coverage of CARP, for
small scale regular projects located in
existing/zoned agricultural areas

(1 original copy, 1 photocopy)

Department of Agrarian Reform

9. Conversion Clearance or Certificate of
Exemption for Conversion
(1 original copy, 1 photocopy)

Department of Agrarian Reform

10. Environmental Compliance Certificate
for applicable projects only
(1 original copy, 1 photocopy)

Department of Environment and Natural Resources

11. Road-Right-of-Way of at least three (3)
meters for dwellings to be constructed on rear
lots

N/A

12. Order of Payment (1 original)

City Engineering Office

13. Official Receipt (1 original)

City Treasury Office T Window

AGENCY FEES TO BE | PROCESSING PERSON
SRISHUSIUE =S ACTIONS PAID TIME RESPONSIBLE
1. Submit accomplished | 1. Receive
application form and application form and
required documents at | verify the submitted
. : . . ‘ None
City Engineering Office | required documents Arsenio O. Basila
assistance desk as to compliance of
zoning ordinance 1 Day Carmela F. De Leon
1.1 Assess and
print payment order None
of fees
1.2 Issue payment
order of fees None
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Clearance to client

2. Proceed to City 2. Accept payment | Documentary Emelle R. Barrozo
Treasury Office for the | based on the Order | Stamp 1 Sheila A. Bacallo-
payment of fees of Payment PHP 30 Genalyn R. Castillo
ICTT PHP 20 2 Minutes Eloisa Mina
*Make sure to secure
Official Receipt that will *fees based
be issued upon on the
payment assessment
3. Return to City 3.1 Approve the
Engineering Office for Locational . .
thegsuet)?nisgign che ° C(I)g:r;nci Arsenlo O'ffBaS"a
Official Receipt and None -Zoning Officer I
claiming of approved 2 Days
Locational Clearance
3.2 Release th_e Carmela F. De Leon
approve Locational None

TOTAL:

3 Days, 2 minutes

8.2 Securing a Building Permit & Other Building Related Permits

The general public is required to secure necessary permit (building, mechanical, sanitary/
plumbing, electrical/ electrical for indigenous, sign, fencing, demolition, excavation and ground
preparation, etc.) prior to construction of any building or structures.

8.2.1 Application of building permit for projects with total floor area of not more than 1,000 sg.
meters of the following:

1. Single dwelling residential of not more than three (3) storeys;

2. Commercial buildings of not more than two (2) storeys;

Office or Division:

City Engineering Office

Classification:

Complex

Type of Transaction:

G2C-Government to Client

Who may avail:

All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Approved Certificate of Construction
Occupational Safety and Health Program
Note: Submit Affidavit of Undertaking if
the approval of COSH Program is still on
process (1 original copy, 2 photocopy)

Department of Labor and Employment

2. Locational Clearance

(3 original copies)

City Engineering Office

3. Notarized Unified application form for
building permit and accomplished NBC
Forms, duly signed and sealed by the
corresponding professionals

(4 original copies)

City Engineering Office
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4. A. In case the applicant is the
REGISTERED owner of the lot:

A Certified tru
on file with the Registry of Deeds
(1 original copy, 2 photocopies)

€

Registry of Deeds

A Tax Decl
(1 original Copy, 2 photocopies)

aratiad

City Assessor's Office

A Current Real
Receipt (1 original copy, 2
photocopies)

=

City Treasury Office - Window 9, 11, 12

B. In case the applicant is NOT the
owner of the lot, in addition to the
above;

A Duly notarized

(2 photocopies)

or Deed of Sale
(1 original copy, 2 photocopies)

or Affidavit of Consent of the
owner/administrator

(1 original copy, 2 photocopies) with
attached Community Tax Certificate
for the current year (1 photocopies)

C. Certificate of Award, in case of
Government lots
(2 photocopies)

5. Community Tax Certificate of the
applicant for the current year
(1 photocopy)

6. Complete plans prepared, signed and
sealed over printed names of the duly
licensed and registered professionals

(4 Sets)

a. Architect, in case if Architectural
plans and documents;

b. Civil Engineer, in case of
Civil/Structural plans and
documents;

c. Professional Electrical Engineer, in
case of Electrical plans and
documents;

d. Professional Mechanical Engineer,
in case of mechanical plans and
documents

Design professionals
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d. Professional Mechanical Engineer,
in case of mechanical plans and
documents;

f. Master Plumber, in case of
plumbing plans and documents;

g. Electronics Engineer, in case of
electronics plans and documents

7. Estimated Cost of the proposed work
or Bill of materials, duly signed and
sealed by Architect/Civil Engineer

(4 original copies)

Architect or Civil Engineer of the project

8. Specifications, duly signed and sealed
by Architect/Civil Engineer
(4 original copies)

Design professionals

9. For Two (2) storey structures and more
a. Structural Design Analysis, duly
signed and sealed by Civil Engineer

(3 original copies)

Civil Engineer of the project

10. Electrical Design Analysis and Short
Circuit Calculation, duly signed and
sealed by Professional Electrical
Engineer (3 original copies)

Professional Electrical Engineer of the project

11. Photocopies of valid licenses and
professional tax receipts of all involved
professionals (1 photocopy, signed and
sealed)

All professionals involved in the project

12. Fire Safety Evaluation Clearance and
Fire Endorsement
(1 original copy, 3 photocopies)

Bureau of Fire Protection Office

13. Assessment of Building Permit Fees
(1 original copy, 3 photocopies)

City Engineering Office

14. Receipt of Building Permit Fees and
Signboard(1 original copy, 3 photocopies)

City Treasury Office - Window

15. Logbook, signed and sealed by the
full-time inspector and supervisor of
construction works (1 copy)

AGENCY FEES TO BE | PROCESSING PERSON
SIS ACTIONS PAID TIME RESPONSIBLE
1. Submit 1. Receive None 1 Hour Karen R. Galla
accomplished application form Roshiela F. Ruiz

application form and | and verify the
required documents submitted

at City Engineering required
Office assistance documents
desk
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1.1 Evaluate None 2 Days Engr. Jeremias V.
plans and Curameng, Jr. i
documents Engr. Allan F.
Alcantara
* Arch. Lloyd P. Santos
e&\l/tzflij::tion Arch. Albert C. Carillo
. Engr. Roland D.
checklist Ranches
Engr. Jonathan P.
Castro
Engr. Wilson C.
Rosario Engr. Joey
A. Tugade
1.2 Inspection & Inspection & 1 Day Engr. Wilson C.
Verification Verification - Rosario
PHP 200
*will be Jesusito M. Ancheta
included in
the
assessment
of fees for
Building
permit
1.3 Assess, print *Bases of 1 Hour Arch. Lloyd P. Santos
and issue assessment Engr. Allan F.
payment order of for fees Alcantara
fees a. Character Engr. ég’;f‘r?a” P.
of Occupancy Engr. Joey A. Tugade
or use of
building
structure;
b. floor area,;
and
c. fixtures
that will be
installed in
the building
1.4 Prepare, print None 5 minutes Carmela F. De Leon
and issue fire - Administrative
endorsement Assistant Il
*advice client to
proceed to the
Bureau of Fire
Protection Office
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2. Proceed to City 2. Accept the Documentary Emelle R. Barrozo
Treasury Office for payment based Stamp i - Admin. Assist. IlI
the payment of fees on the Order of PHP 30 _

Payment ICTi PHP 20 Sheila A. Bacallo
*Make sure to secure Signboard 1 -RCCHI
O_fficiaI_Receipt that PHP _200 Genalyn R. Castillo
will be issued upon Inspection & "RCC |
payment Verification - 2 minutes

PHP 200 Eloisa Mina
-RCC |
* Building
permit fees
based on the
assessment
of fees

3. Client get the 3.1 Approval of None Engr. Roel N. Camba
approved permit and | permit -Building Official
signboard and sign in
the Building Permit
Logbook 2 Days

3.2 Release of None Karen R. Galla

approved Roshiela F. Ruiz
Building permit to
the client

TOTAL: 5 Days,2 Hours,7 minutes

8.2.2 Application for building permit more than 1,000 sg. meters

1. Single dwelling residential of three (3) storeys and more;

2. Commercial buildings of two (2) storeys and more; and

3. Other projects not included in the Complex Classification

Office or Division:

City Engineering Office

Classification:

Highly Technical

Type of Transaction:

G2C-Government to Client

Who may avail:

All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Approved Certificate of Construction
Occupational Safety and Health Program

Note: Submit Affidavit of Undertaking if
the approval of COSH Program is still on
process (1 original copy, 2 photocopies)

Department of Labor and Employment
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2. Locational Clearance (3 original
copies)

City Engineering Office

3. Notarized Unified application form for
building permit and accomplished NBC
Forms, duly signed and sealed by the
Architect or Civil Engineer (full-time
supervisor or inspector of construction)
(4 original copies)

City Engineering Office

4. A. In case the applicant is the
REGISTERED owner of the lot:

A Certified true
on file with the Registry of Deeds
(1 original copy, 2 photocopies)

Registry of Deeds

A Tax D élotigmal @dpyi, 0
2 photocopies)

City Assessor's Office

A Current Real Property Tax
Receipt(1 original copy, 2
photocopies)

City Treasury Office

B. In case the applicant is NOT the
owner of the lot, in addition to the above;

A Duly notarized
(2 photocopies)

or Deed of Sale
(1 original copy, 2 photocopies)

or Affidavit of Consent of the

owner/administrator

(1 original copy, 2 photocopies) with
attached Community Tax Certificate for
the current year (1 photocopies)

Notary Public, City Treasury Office/Barangay Hall

C. Certificate of Award, in case of
Government lots (2 photocopies)

5. Community Tax Certificate of the
applicant for the current year (1
photocopy)

City Treasury Office i Window 4 & 5/ Barangay Hall

6. Complete plans prepared, signed and
sealed over printed names of the duly
licensed and registered professionals
(4 Sets)

a. Architect, in case if Architectural

plans and documents;

Design professionals
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b. Civil Engineer, in case of
Civil/Structural plans and
documents;

c. Professional Electrical Engineer, in
case of Electrical plans and
documents;

d. Professional Mechanical Engineer,
in case of mechanical plans and
documents

d. Professional Mechanical Engineer,
in case of mechanical plans and
documents;

f. Master Plumber, in case of
plumbing plans and documents;

g. Electronics Engineer, in case of
electronics plans and documents

7. Estimated Cost of the proposed work
or Bill of materials, duly signed and
sealed by Architect/Civil Engineer (4
original copies)

Architect or Civil Engineer of the project

8. Specifications, duly signed and sealed
by Architect/Civil Engineer (4 original
copies)

Design professionals

9. For Two (2) storey structures and more
a. Structural Design Analysis, duly
signed and sealed by Civil Engineer

(3 original copies)

Civil Engineer of the project

10. For Three (3) Storey structures or
7.50 meters high, and more
a. Geotechnical Report/Soil Boring
Test Certification; (1 original copy, 2
photocopies)

11. For Four (4) storey structures or 12
meters high, and more
a. Fire Suppression System Plan,
computations and specification;
b. Elevator System plan,
specifications, and computations
(1 original copy, 2 photocopies)
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12. For structures 50 meters high, or
10,000 sq. meters or more; hospitals (50
beds or more); or schools (20 classrooms
and 3 storeys or more)
a. Application for installation of
accelerogram, with baseline
parameters and seismic analysis
(1 original copy, 2 photocopies)

13. For Structures 75 meters high or
more

a. Structural Design Peer Review
(1 original copy, 2 photocopies)

14. Photocopies of valid licenses and
professional tax receipts of all involved
professionals (1 photocopy, signed and
sealed)

All professionals involved in the project

15. Fire Safety Evaluation Clearance and
Fire Endorsement (1 original copy, 3
photocopies)

Bureau of Fire Protection Office

16. Assessment of Building Permit Fees
(1 original copy, 3 photocopies)

City Engineering Office

17. Receipt of Building Permit Fees and
Signboard (1 original copy, 3
photocopies)

City Treasury Office

18. Logbook, signed and sealed by the full-
time inspector and supervisor of
construction works (1 copy)

AGENCY

CLIENT STEPS ACTIONS

FEES TO BE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Submit
accomplished
application form and
required documents at
City Engineering
Office assistance desk

1. Receive
application form
and verify the
submitted
required
documents

None

1 Day

Karen R. Galla

Roshiela F. Ruiz

73




1.1 Evaluate plans
and documents

*attach evaluation

Engr. Jeremias V.
Curameng, Jr. Engr.
Allan F. Alcantara,
Arch. Lloyd P. Santos,
Arch. Albert C. Carillo,

checklist None 7 Days Engr. Roland D.
Ranches, Engr.
Jonathan P. Castro,
Engr. Wilson C.
Rosario, Engr. Joey A
Tugade
1.2 Inspection & Inspection
Verification &
Verification .
Engr. Wilson C.
-PHP 200 -
Rosario 1 Engr. Il
*will be
included in 2 Day
the Jesusito M. Ancheta
assessment _ CMGE
of fees for
Building
permit
1.3 Assess, print *Bases of
and issue assessment
payment order of for fees Arch. Lloyd P.
fees Santos i Architect IlI
a. Character
of
Occupancy Engr. Allan F.
or use of Alcantara i Engr. Il
building 2 Day
structure;
b. cost of Engr. Jonathan P.

constructio;

c. floor area;
and

d. height

Castro i Engr. Il

Engr. Joey A.
Tugade i Engr. |
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1.4 Prepare, print
and issue fire
*advice client to None 5 minutes - Administrative
proceed to the Assistant Il
Bureau of Fire
Protection Office
2. Proceed to City 2. Accept the Documentar
Treasury Office for the | payment based y Stamp i Emelle R. Barrozo
payment of fees on the Order of PHP 30 - Admin. Assist. Il
Payment
ICTT PHP
*Make sure to secure 20 Sheila A. Bacallo
Official Receipt that Signboard 1
will be issued upon PHP 200 -RCCII
ayment i
bay Inspection & 2 minutes
Verification - Genalyn R. Castillo
PHP 200
* Building -RCC |
permit fees
based on
the Eloisa Mina
assessment _RCCI
of fees
3. Client get the 3.1 Approval of
approved permit and | permit Engr. Roel N.
signboard and sign in None Camba
the Building Permit -Building Official
Logbook 3 Day
3.2 Release of Karen R. Galla
approved Building None . .
permit to the client Roshiela F. Ruiz
TOTAL: 15 Days, 7 minutes

8.3 Securing a Certificate of Occupancy

The general public is required to secure a certificate of occupancy prior to actual use or
occupancy of structures.

Office or Division: City Engineering Office

Classification: Highly Technical
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Type of Transaction: G2C-Government to Client

Who may avail: Public

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Unified application form for certificate of
occupancy, duly accomplished (4 copies)

City Engineering Office

2. Certificate of Completion or NBC Form No.
B-10, duly notarized, signed by the
owner/applicant and signed & sealed by the
duly licensed Architect or Civil Engineer who
undertook full-time inspection and supervision
(3 copies)

City Engineering Office

3. Construction logbook with Certification,
signed & sealed by the duly licensed Architect
or Civil Engineer who undertook full-time
inspection and supervision

(1 copy)

Architect or Civil Engineer
(full-time supervisor or inspector of construction)

3. As-built plans and Specifications
prepared, signed and sealed over printed
names of the duly licensed and registered
professionals

(3 Sets)

a. Architect, in case if Architectural
plans;

b. Civil Engineer, in case of
Civil/Structural plans;

c. Professional Electrical Engineer, in
case of Electrical,

d. Professional Mechanical Engineer,
in case of mechanical plans and
documents

d. Professional Mechanical Engineer,
in case of mechanical,

f. Master Plumber, in case of
plumbing plans;

g. Electronics Engineer, in case of
electronics plans

Design professionals

4. Photocopies of valid licenses of all
involved professionals
(1 photocopy, signed and sealed)

All professionals involved in the project

5. Photograph of the completed structure
showing front, sides and rear areas
(1 colored copy)

N/A

6. Assessment of Occupancy Permit Fees
(1 original)

City Engineering Office
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7. Official Receipt (1 original) City Treasury Office i Window 4, 5, 6, 7
8. Fire Safety Inspection Certificate (FSIC)
and Fire Endorsement (1 original, 2 Bureau of Fire Protection Office
photocopies)
AGENCY FEES TO PROCESSING PERSON
CLIENT SlEPe ACTIONS BE PAID TIME RESPONSIBLE
1. Submit 1. Receive Karen R. Galla
accomplished application form . _
application form and | and verify the N 1d - Administrative
required documents | submitted one ay Assistant Il
at C_:ity Engineering required Roshiela E. Ruiz
Office assistance documents
desk 1.1 Evaluate plans Engr. Jeremias V.
and documents Curameng, Jr, Engr.
Allan F. Alcantara,
*attach evaluation Arch. Lloyd P. Santos,
checklist Arch. Albert C. Carillo,
None 7 Days Engr. Roland D.
Ranches, Engr.
Jonathan P. Castro,
Engr. Wilson C.
Rosario, Engr. Joey
A. Tugade
1.2 Final *will be Engr. Wilson C.
inspection of included in Rosario
building/structure the 3 Day
assessment Jesusito M. Ancheta
of fees
1.3 Assess, print *Bases of
and issue assessment
payment order of for fees Arch. Lloyd P. Santos
fees a. Chafracter i Architect Il
0
Occupancy Engr. Allan F.
or use of Alcantarai Engr. Il
building 1 Day
structure; Engr. Jonathan P.
b. actual Castro 1 Engr. I
cost of the
bUlldlng, and Engr. \?.Oey A. Tugade
c. fixtures I Engr. |
installed in
the building
1.4 Prepare, print
and issue fire Carmela F. De Leon
endorsement None 5 minutes - Administrative
*advice client to Assistant Il
proceed to the
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Bureau of Fire
Protection Office

2. Proceed to City 2. Accept the Documenta
Treasury Office for payment based on | ry Stamp 1 Emelle R. Barrozo
the payment of fees | the Order of PHP 30 - Admin. Assist. Il

Payment ICTT PHP
*Make sure to secure 20 Sheila A. Bacallo
Official Receipt that Signboard -RCCII
will be issued upon i PHP 200 2 minutes
payment *Occupancy Genalyn R. Castillo

permit fees -RCCI
based on Eloisa Mina
the
assessment -RCCl
of fees

3. Client get the 3.1 Approval of None
approved permitand | permit Engr. Roel N.
sign in the Camba
Occupancy Permit Building Official
Logbook 3 Day

3.2 Release of None Karen R. Galla

approved

Occupancy perm”: Roshiela F. Ruiz

to the client

TOTAL: 15 Days, 37
minutes
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SOCIAL SERVICES

9. City General Services Office

External Services
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9.1 Basic Support System

The City General Services Office collates and store various information about the City.
Information ranges from socio-economic data, development plans, maps, land use, and other
information which are available to the general public upon request.

Office or Division: City General Services Office
Classification: Simple
Type of Transaction: G2C
Who may avail: General Public
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Approval of Request Requesting party
AGENCY FEES TO | PROCESSING PERSON
CRIENI SIERE ACTIONS BE PAID TIME RESPONSIBLE
I. Availing of Soil Condition / Vermicasts
/Worms/Eco-Bricks
A. For Private Sector/Entities
1. Clients secures and 1.1 Approval of the None 7 mins -Arth Bryan C.
submit a copy of Letter | City Mayor/City Celeste(City Mayor)
Request received by Administrator -Dr. Emielou E.
the Records Officer Gellado(City
Administrator)
1.2 Approved None 5 mins -Engr. Bonifacio T.
request letter will be Martinez, Jr. (City
forwarded to the General Services
CGSO to take Officer)
action on the
request.
1.3 Check on the Php 170.00 5 mins -Engr. Gaspar Acosta
availability of the per sack (City Government
stock and provides for soil Assistant Department
the payment order conditioner Head i I)
form plus Php
20.00 ICT
Fee
2. Client pays to the 2.1 MRF Staff None 32 mins min -MRF Staff
City Tr easulreleasesthe
requested material
B. For Government Programs
1 Clients secures and 1.1 Approval of the None 12 mins -Arth Bryan C.
submit a copy of Letter | City Mayor/City Celeste(City Mayor)
Request received by Administrator -Dr. Emielou E.
the Records Officer Gellado(City
Administrator)
1.2 Approved None 5 mins -Engr. Bonifacio T.
request letter will be Martinez, Jr. (City
forwarded to the General Services
CGSO to take Officer)
action on the
request.
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3. Check on the None 30 mins -Engr. Gaspar Acosta
availability of the (City Government
stock Assistant Department
Head i I)
Il. Collection of Solid Wastes
A. From Barangay Materials Recovery Facility (MRF)
1. Client informs the 1.1 Informs the None 5 mins -Engr. Gaspar Acosta
City General Services client for the time of (City Government
Office for the need to collection Assistant Department
collect plastic residuals Head i I)
from Brgy MRFs
B. From Private Individual/Entity
1. Clients secures and 1.1 Approval of the None 7 mins -Arth Bryan C.
submit a copy of Letter | City Mayor/City Celeste(City Mayor)
Request received by Administrator -Dr. Emielou E.
the Records Officer Gellado(City
Administrator)
1.2 Approved None 5 mins -Engr. Bonifacio T.
request letter will be Martinez, Jr. (City
forwarded to the General Services
CGSO. Engr. Officer)
Bonifacio T.
Martinez Jr. (City
General Services
Officer) to take
action on the
approved letter.
1.3 Informs the None 5 mins -Engr. Gaspar Acosta
client for the time of (City Government
collection Assistant Department
Head i |)
lll. Availing Government Vehicle/Vessel (Private/Government)
1. Clients secures and 1.1 Approval of the None 5 mins -Arth Bryan C.
submit a copy of Letter | City Mayor/City Celeste(City Mayor)
Request received by Administrator -Dr. Emielou E.
the Records Officer Gellado(City
Administrator)
1.2 Approved 5 mins -Engr. Bonifacio T.
request letter will be Martinez, Jr. (City
forwarded to the General Services
CGSO to take Officer)
action on the
request
2. Client secures and 2.1 Check the None 3 mins -Bernalyn Abarra

accomplishes Request
Form (CGSO-RUCP-
F19 / CGSO-RUCP-
F20)

availability of the
vehicle and

a. if available -book
the travel

b. if unavailable -
assign other vehicle

(Administrative Aide
VI)
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2.2 Prepares None 20 mins -Bernalyn Abarra
request letter for (Administrative Aide
travel Order VI)

2.3 Once travel None 3 mins -(Marianito
order is approved, Astronomia)
dispatch the Supervising

vehicle/vessel on
the scheduled date

Administrative Officer

IV. Availing of monoblock chairs & tables, sound system,

podium, flags et

c.)

1. Clients secures and 1.1 Approval of the None 12 mins -Arth Bryan C.
submit a copy of Letter | City Mayor/City Celeste(City Mayor)
Request received by Administrator -Dr. Emielou E.
the Records Officer Gellado(City
Administrator)
1.2 Approved None 5 mins -Engr. Bonifacio T.
request letter will be Martinez, Jr. (City
forwarded to the General Services
CGSO to take Officer)
action on the
request
1.3 Prepares / None 6 mins -Gilbert S. Molina

Issues Event Order
Slip to responsible

person

(Engineer II)

V. Availing City Heavy Equipment (grader,loader,dumptru

cks,backhoe,mal

nlift/lowbed trucks)

A. For Private Sector/Entities

1. Clients secures and
submit a copy of Letter

1.1 Approval of the

City Mayor/City

-Arth Bryan C.
Celeste(City Mayor)

Request received by Administrator None 7 mins -Dr. Emielou E.
the Records Officer Gellado(City
Administrator)
1.2 Approved -Engr. Bonifacio T.
request letter will be None 5 mins Martinez, Jr. (City
forwarded to the General Services
CGSO to take Officer)
action on the
request
1.3 Endorse None 7 mins -Bernalyn Abarra
accomplished (Administrative Aide
Rental for Heavy VI)
Equipment Form to
the City
Administrator for
approval
2. Payment of Fees at 2.1 Once approved, None 7 mins -Rolever C. Bernabe

the City Treasurers
Office and submit a
copy of official receipt
to CGSO staff

dispatch requested
heavy equipment on
the schedule date

(Executive Assistant
V)

B. For Government Sector/Entities
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1. Clients secures and 1. Approval of the None 7 mins -Arth Bryan C.
submit a copy of Letter | City Mayor/City Celeste(City Mayor)
Request received by Administrator -Dr. Emielou E.
the Records Officer Gellado(City
Administrator)
2. Approved request None 5 mins -Engr. Bonifacio T.
letter will be Martinez, Jr. (City
forwarded to the General Services
CGSO to take Officer)
action on the
request
3. Dispatch None 5 mins -Rolever C. Bernabe
requested heavy (Executive Assistant
equipment on the V)
schedule date
VI. Availing of Office Supplies
1. Client inquires 1.1 Approval of the None 7 mins -Arth Bryan C.
availability of supplies City Mayor/City Celeste(City Mayor)
Administrator -Dr. Emielou E.
Gellado(City
Administrator)
1.2 Approved None 5 mins -Engr. Bonifacio T.
request letter will be Martinez, Jr. (City
forwarded to the General Services
CGSO to take Officer)
action on the
request.
1.3 Prepares the None 5 mins -Princess Madison
RIS for the approval Cortez (Supply
of the City Officer I)
Mayor/City
Administrator
1.4 Once approved -Marianito
by the City None 2 mins Astronomia
Mayor/City (Supervising
Administrator, issue Administrative
the available Officer)
supplies.
5. If requested None
supplies are
unavailable it will
proceed to
procurement
process (RA 9184)
VII. Repair and Maintenance
A. Motorpool (Vehicles)
1. Clients secures and 1. Approval of the None 7 mins -Arth Bryan C.

submit a copy of Letter
Request received by
the Records Officer

City Mayor/City
Administrator

Celeste(City Mayor)
-Dr. Emielou E.
Gellado(City
Administrator)
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2. Approved None 5 mins -Engr. Bonifacio T.
request letter will be Martinez, Jr. (City
forwarded to the General Services
CGSO to take Officer)
action on the
request
2. Client secures and 2.1. Prepares Cost None
accomplish the Request | Estimate -Meynard Tugade
Form (CGSO-REP-F16) | Note: More than 15 mins (Mechanical Shop
Php 1,000.00 will be General Foreman)
under BAC process
and if less than Php
1,000.00
reimbursement
proces.
2.2 Prepares None 20 mins Princess Madison
Purchase Request Cortez (Supply
to be signed by the Officer 1)
City General
Services Officer and
forwarded to City
Budget Office
2.3 Once approved None 5 mins -Rowena Ruiz(City
PR by City Budget Budget Officer)
Office, City -Rolando Aglibot(City
Treasurer's Office Treasurer)
and the City Mayor, -Arth Bryan
it will proceed to the Celeste(City Mayor)
procurement -Procurement
process (RA 9184)
2.4 Motorpool staff None Variable -Motorpool staff
will execute/conduct (Depends on
the repair and the POW)
maintenance of the
government vehicle
B. Building Maintenance
1. Clients secures and 1.1 Approval of the None 7 mins -Arth Bryan C.
submit a copy of Letter | City Mayor/City Celeste(City Mayor)
Request received by Administrator -Dr. Emielou E.
the Records Officer Gellado(City
Administrator)
1.2 Approved None 5 mins -Engr. Bonifacio T.
request letter will be Martinez, Jr. (City
forwarded to the General Services
CGSO to take Officer)
action on the
request
2. Client secures and 2.1. Assesses and None
accomplish the Request | prepares Cost -Engr. Nelson Nacar
Form (CGSO-REP-F16) | Estimate 15 mins Jr. (Engineer 1)

Note: More than
Php 1,000.00 will be
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under BAC process
and if less than Php
1,000.00
reimbursement
proces.

2.2 Prepares None 20 mins Princess Madison
Purchase Request Cortez (Supply
to be signed by the Officer 1)
City General
Services Officer and
forwarded to City
Budget Office
2.3 Once approved None 5 mins -Rowena Ruiz(City
PR by City Budget Budget Officer)
Office, City -Rolando Aglibot(City
Treasurer's Office Treasurer)
and the City Mayor, -Arth Bryan
it will proceed to the Celeste(City Mayor)
procurement -Procurement
process (RA 9184)
2.4 Maintenance None Variable -Maintenance staff
staff will (Depends on
execute/conduct the the POW)
repair and
maintenance of the
government vehicle
C. Electrical Maintenance
1. Clients secures and 1. Approval of the None 7 mins -Arth Bryan C.
submit a copy of Letter | City Mayor/City Celeste(City Mayor)
Request received by Administrator -Dr. Emielou E.
the Records Officer Gellado(City
Administrator)
2. Approved None 5 mins -Engr. Bonifacio T.
request letter will be Martinez, Jr. (City
forwarded to the General Services
CGSO to take Officer)
action on the
request
2. Client secures and 2.1. Mr. Armel None
accomplish the Request | ALcantara assesses -Armel
Form (CGSO-REP-F16) | and prepares Cost 15 mins Alcantara(CMGF)

Estimate

Note: More than
Php 1,000.00 will be
under BAC process
and if less than Php
1,000.00
reimbursement
proces.
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2.2 Prepares None 20 mins Princess Madison
Purchase Request Cortez (Supply
to be signed by the Officer 1)
City General
Services Officer and
forwarded to City
Budget Office
2.3 Once approved None 5 mins -Rowena Ruiz(City
PR by City Budget Budget Officer)
Office, City -Rolando Aglibot(City
Treasurer's Office Treasurer)
and the City Mayor, -Arth Bryan
it will proceed to the Celeste(City Mayor)
procurement -Procurement
process (RA 9184)
2.4 Maintenance None Variable -Maintenance staff
staff will (Depends on
execute/conduct the the POW)
repair and
maintenance of the
government vehicle
D. AIR CONDITION
1. Clients secures and 1. Approval of the None 7 mins -Arth Bryan C.
submit a copy of Letter | City Mayor/City Celeste(City Mayor)
Request received by Administrator -Dr. Emielou E.
the Records Officer Gellado(City
Administrator)
2. Approved None 5 mins -Engr. Bonifacio T.
request letter will be Martinez, Jr. (City
forwarded to the General Services
CGSO to take Officer)
action on the
request
2. Client secures and 2.1. Assesses and None
accomplish the Request | prepares Cost -Armel
Form (CGSO-REP-F16) | Estimate 15 mins Alcantara(CMGF)
Note: More than
Php 1,000.00 will be
under BAC process
and if less than Php
1,000.00
reimbursement
proces.
2.2 repares None 20 mins Princess Madison
Purchase Request Cortez (Supply
to be signed by the Officer 1)
City General
Services Officer and
forwarded to City
Budget Office
2.3 Once approved None 5 mins -Rowena Ruiz(City

PR by City Budget

Budget Officer)
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Office, City
Treasurer's Office
and the City Mayor,
it will proceed to the
procurement
process (RA 9184)

-Rolando Aglibot(City
Treasurer)
-Arth Bryan

Celeste(City Mayor)
-Procurement

2.4 Maintenance
staff will
execute/conduct the
repair and
maintenance of the
government vehicle

None

Variable
(Depends on
the POW)

-Maintenance staff
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ECONOMIC SERVICES

10. City Social Welfare and Development Office

External Services
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10.1 Assistance to Individual in Crisis Situation

Provision of integrated services such as financial and material assistance

Office or Division:

City Social Welfare and Development Office

Classification:

Simple

Type of Transaction:

G2C - Government to Citizens

Who may avail:

All citizens of Alaminos City

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Requirements for Medical Assistance

1. Certificate of Residency/indigency of

Patient/Representative

Barangay hall where client resides

2. Medical Certificate or Clinical Abstract

Hospital/Physician

3. Prescription

Doctor/Physician

Requirements for Burial Assistance

1. Certificate of Residency/Indigency of

Patient/Representative

Barangay hall where client resides

2. Death Certificate

LCR

3. Funeral Contract of Service

Servicing Funeral Parlor

Requirements for Fire/Flood Victims

(Disaster Situations)

1. Certificate of Residency/Indigency of

Patient/Representative

Barangay hall where client resides

2. Certification from BFP (if fire Victim)

BFP

3. Printed Photos

To be provided by client

4. Request Letter

Other Requirements may be added
depending on the assistance needed.

1. Food for Work CSWDO
2. Cash for Work CSWDO
3. Relief Assistance CSWDO
4. Non-food Assistance CSWDO
5. Emergency Shelter Assistance CSWDO
6. Balik- Probinsya Assistance CSWDO
AGENCY FEES TO | PROCESSING PERSON
CLIERT SU=22 ACTIONS BE PAID TIME RESPONSIBLE
1. Client will submitthe | 1.1 The CSWDO None 2 min Jezzrel Ira Talania

requirements to the
CSWDO staff

Staff shall assist the
client in signing in
the logbook

1.2 The CSWDO
staff shall receive
and verify the
submitted
requirements for
completeness,
accuracy, and
truthfulness.
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2. The Client will 2.1 The CSWDO None 10min Jezzrel Ira Talania
provide the necessary staff shall intake &
information in the AICS | interview the client
form. using the AICS form
and assess the
case of the client.

3. The client will affix 3.1 The CSWDO None 5 min Jezzrel Ira Talania
his/her signature in the | staff shall forward
AICS form. the case to the
CSWD Officer for
review and
recommended
approval.

3.2 The CSWDO Jezzrel Ira Talania
staff shall endorse
the client to the City
Mayor's Office for
final approval.

TOTAL 17 MINUTES

10.2 Managing Cases of Children with Disability at Stimulation and
Therapeutic Activity Center (STAC)

Provision of appropriate rehabilitation programs to children with disability

Office or Division: City Social Welfare and Development Office
Classification: Simple
Type of Transaction: G2C - Government to Citizens
Who may avail: All citizens of Alaminos City
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Barangay Certification Barangay hall where client resides
Medical Certification Hospital/Physician
Blood Type City Health Office

3pcs. 1x1 ID Picture

1 Whole body picture

Birth Certificate LCR
AGENCY FEES TO | PROCESSING PERSON
CLIENT SRS ACTIONS BE PAID TIME RESPONSIBLE
1. Parents/Caregiver 1.1 The CSWDO None 11 min Karen Mae Basobas,
will present referral staff shall receive, Annalyn Sangalang

from physician for walk- | intake and interview
in and undergo intake client and caregiver
interview
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2. The client will submit | 2.1 The CSWDO None 15 Karen Mae Basobas,
the following: staff shall register Annalyn Sangalang
-SCSR the client into the
-1 whole body picture National Registry
-Indigency Certificate for PWD.
- Medical Certificate 2.2 The Social
- Indicating Assistive worker shall
Device Needed conduct
management to
CWDs and families
such as:
a. Link to agencies
that provides free
assistive devices to
CWDs with
orthopedic disability
b. Home visits using
the Feedback
Report
3.The client will 3.1 PT/OT perform 1 hour
undergo a medical appropriate

speciali st 63
assessment as the

basis of treatment plan
formulation and
implementation

management and
approaches based
on the evaluation
and treatment plan

TOTAL

1 hour and 26
minutes

10.3 Case Management (Crisis Intervention Program)

Provision of appropriate interventions program to victims with special protection needs

Office or Division:

City Social Welfare and Development Office

Classification:

Simple

Type of Transaction:

G2C - Government to Citizens

Who may avail:

All citizens of Alaminos City

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Court Order/Request RTC Office
Birth Certificate LCR
School Records SCHOOL
Health Records CHO
AGENCY FEES TO | PROCESSING PERSON

CLIEN SUES ACTIONS BE PAID TIME RESPONSIBLE
1. The client will 1. The Social None 10 min Jezzrel Ira Talania,
register at the logbook, | Worker shall Trisha Tandoc,

submit a referral letter.

receive complaints
or referrals which
may be in the form
of walk-in clients
rescued by a

Elizabeth A. Radoc
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referring party (from
Barangay, other
institutions, other
LGUs, PNP other
offices, etc.).

2. The client will provide
the needed information.
Client and family will
participate in the Case
Management
Procedure.

2.1 CSWDO with
client Family &
concerned entities
will conduct case
conference &
formulate
treatment/interventi
on plan

2.2 CSWD staff
shall implement
treatment plan

None

2.3 CSWDO with
client/family &
concerned entities
with conduct case
conference to
terminate the case

May vary as
indicated in
the treatment
plan

Jezzrel Ira Talania,
Trisha Tandoc,
Elizabeth A. Radoc

Total

As Needed

10.4 Marriage Counselling Services

Conducting PRE-Marriage Counselling to applicants securing their marriage license.

Office or Division:

City Social Welfare and Development Office

Classification:

Simple

Type of Transaction:

G2C - Government to Citizens

Who may avail:

All citizens of Alaminos City

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Marriage Counseling Application Form CSWD Office
Marriage Certificate CSWD Office
AGENCY FEES TO | PROCESSING PERSON
SRISHUSUEES ACTIONS BE PAID TIME RESPONSIBLE

1. Attend the Pre - 1. The CSWD None 1 hr Elizabeth A. Radoc
Marriage Counselling Officer / Marriage Irine German
(PMQC) Counsellor shall Gertrudes Tantoy

conduct counseling

to the would-be

couple.

2. The CSWD Staff None 5 mins. Elizabeth A. Radoc
2. The Client will shall release the Irine German
receive the Marriage Marriage Certificate Gertrudes Tantoy
Certificate to the would-be

couple.

1 hourand5
Total minutes
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10.5 Issuance of Referrals, Certification, SCSR, PCAR and Solicitation Permits

Issuance of Referrals & Certification to avail services and assistance.

necessary documents documents.

The CSWDO staff
shall inform the
client of the
requirements.

1.2 The client will fill
up form

1.3 For SCSR and
Referrals, the
CSWDO staff shall
ask for Medical
Records, if the
client needs
medical treatment.

Office or Division: City Social Welfare and Development Office
Classification: Simple
Type of Transaction: G2C - Government to Citizens
Who may avail: All citizens of Alaminos City
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Referral letter CSWD Office
2. Request letter CSWD Office
3. Medical Abstract
4. Certificate of Indigency from Barangay
5. Barangay Resolution
AGENCY FEES TO | PROCESSING PERSON

CRIENT STIERE ACTIONS BE PAID TIME RESPONSIBLE
1. The client will 1.1 The CSWDO None 5 min Irine German
request for Assistance | staff shall receive Gertrudes Tantoy
& shall provide and verify submitted Trisha Tandoc

Elizabeth A. Radoc

1.4 For Certification
of Eligibility,
CSWDO Staff shall
ask for Barangay
Indigency and
Barangay
Resolution.

1.5 For Solicitation
Permit, the CSWDO
staff shall ask for
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letter of intent
addressed to the
Mayor SEC
Registration
(Incorporation),
Constitution and By
Laws (Association)
and Accomplish
Application Form.

1.6 The CSWDO
staff shall verify the
submitted
requirements for
completeness,
accuracy and
truthfulness.

2. The Client will

provide the necessary

information.

2.1 The Social
Worker/CSWDO
staff shall conduct
intake interview,
gather further
information through
theclient or
representative.

None

2 days

Irine German
Gertrudes Tantoy
Trisha Tandoc
Elizabeth A. Radoc

2.2 For issuance of
SCSR, the Social
Worker shall
prepare the SCSR
within 2 days and
conduct Collateral
Interviews and
Home Visits for
Information
Verification

2.3 The Social
Worker/CSWDO
staff shall prepare
the SCSR and to be
approved by the
CSWDO

3. The Client will

personally receive the

necessary
certificate/document.

3.1 The Social
Worker/CSWDO
Staff shall have the
client sign the
Logbook upon
release of the
document as proof
of receipt.

None

3 min

Irine German
Gertrudes Tantoy
Trisha Tandoc
Elizabeth A. Radoc

Total

2 DAYS AND
8 MINUTES
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10.6 ID Issuance

Provision of identification cards to Solo Parent, Person with Disabilities and Senior Citizen.

Office or Division:

City Social Welfare and Development Office

Classification: Simple

Type of Transaction:

G2C - Government to Citizens

Who may avail:

All citizens of Alaminos City

Marriage (if necessary)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
For Solo Parent Id
Application Form CSWD Office
Birth Certificate of Children below 18 years old | LCR
Certificate of Barangay Residency BARANGAY HALL
Affidavit from 2 disinterested persons from LCR
applicantés area
Death Certificate (if widow/widower) HOSPITAL/PHYSICIAN
Legal Separation/Declaration of Nullity of RTC

Medical Certificate of physical/Mental
incapacity of spouse (if necessary)

psychiatrist

2 pcs. 1x1 ID picture

For PWD ID

Medical/ Disability Certificate

HOSPITAL/PHYSICIAN

staff shall receive
and verify the
submitted
requirements for
completeness,
accuracy and
truthfulness

requirements to the
CSWDO staff

Certificate of Barangay Residency BARANGAY

Photocopy of ID (if necessary)

Birth Certificate (CWD) LCR

1 whole body picture

3 pcs 1x1 ID picture

Blood type CHO

For Senior Citizen ID

Birth Certificate LCR

Any valid ID (photocopy with signature)

Accomplished Personal Information Sheet Senior Citizenbs Office

AGENCY FEES TO | PROCESSING PERSON

SRISHUSIESS ACTIONS BE PAID TIME RESPONSIBLE

1.Client will submit the | 1. The CSWDO 1 min Jane Fontelera

Josephine Bantola
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2. The client will provide
the necessary
information in the
Application form.

2. The CSWDO

staff shall conduct
an interview to the

client

2.1. For Solo Parent

ID, the CSWDO
staff shall gather

further information

or collateral if
necessary.

None

20 min

1 day

Jane Fontelera
Josephine Bantola

3. The Client shall
receive the ID.

3. The CSWDO

Focal Person shall

inform the client

once the ID is ready

for release.

None

30 min

Jane Fontelera
Josephine Bantola

3.1The CSWDO

Focal Person shall
require the client to
sign in the logbook

upon release of |

D.

Total

1 day and 51
MINS

10.7 Child Development Services

Provision of services to children ages 0-4 for their total Development and Protection

Office or Division:

City Social Welfare and Development Office

Classification:

Simple

Type of Transaction:

G2C - Government to Citizens

Who may avail:

All citizens of Alaminos City

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Birth Certificate LCR
Health Card from CHO LCR
Registration Form CSWDO
Parent 6s Consent For m| CSWDO
CDC Intake Sheet CSWDO
Parents Involvement Form CSWDO
AGENCY FEES TO | PROCESSING PERSON
e ACTIONS BE PAID TIME RESPONSIBLE
1. Registration of 1.1 The CDW shall P 100.00 20 mins Edna Martinez,
Children ask the parents to Dominga
present the birth Manganaan, Angeles
certificate and Rabago
health card of their
children.
1.2 The CDW shall None 1 min Edna Martinez,

conduct the

Dominga
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interview using the
registration form,
parent involvement
form and parent's
consent.

Manganaan, Angeles
Rabago

1.3 The CDW shall
conduct the intake
of relevant
information such as
name, age, date of
birth, height and
weight of the child,
using the Intake
Sheet.

None

20 min

Edna Martinez,
Dominga
Manganaan, Angeles
Rabago

2. Attend Parents'
Orientation

2.1 The CDW shall
conduct initial
meeting with
parents.

None

3 days

Edna Martinez,
Dominga
Manganaan, Angeles
Rabago

2.2 The CDW shall
discuss the Child
Development
Service programs
and activities to
parents.

3. Attend Child
Development Session

3.1 The CDW shall
prepare session
plan and
Instructional
materials to be used
for the session.

None

2.5 hours

Edna Martinez,
Dominga
Manganaan, Angeles
Rabago

3.2 Once the
session plan is
prepared, the CDW
shall conduct the
sessions for 10
months from June
to March.

TOTAL

3 DAYS 3
HRS AND 11
MINS
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ECONOMIC SERVICES

11. City Registrar's Office

External Services
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11.1 On-time Registration of Certificate of Live Birth (COLB)-Municipal Form
No. 102, Certificate of Marriage (COM)-Municipal Form No. 97, Certificate of
Death (COD) Municipal Form No. 103 and Certificate of Fetal Death-Municipal
Form No. 103A

The birth, death and marriage of a person being a vital event for a person must be
registered within the prescribed period of 30 days for birth and death and 15 days for marriage
from occurrence at the Office of the Local Civil Registrar of the city/municipality where the birth,
death and marriage occurred

Office or Division: City Civil Registry Office
Classification: Simple
Type of Transaction: G2C
Who may avail: Any interested party covered by Civil Registration Law (Act. No. 3753), its
rules and regulations, memorandum circulars and Data Privacy Act of 2012
(R.A. 10173)
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Duly accomplished prescribed Municipal Forms | Local Civil Registry Office, Attendant at Birth (for
in quadruplicate COLB), Hospital Authority (for COLB & COD),
Solemnizing Officer (for COM) & Funeral Services
(for COD)

For COLB: Accomplished Affidavit of Admission
of Paternity (AAP) if child is illegitimate and Back Page of COLB / Notary Public (for separate
acknowledged by the father (if applicable) i 4 public document)

original copies

For COLB: Affidavit to Use the Surname of the
Father (AUSF) if the child will use the surname | LCRO/Notary Public (for separate public document)
of father (if applicable) 1 4 original copies

For COLB: Community Tax Certificate or any
government issued ID of Father for illegitimate
children i 1 machine copy (original copy must
be presented)

Municipal Form No.102/ Municipal Form No.
97/ Municipal Form No. 103/ Municipal Form LCRO/Hospital Authority/Imam or Person In-charge
No. 103A Attachment (if religion is Islam) i 4 at the Mosque

original copies

Barangay/Municipal/City Treasurer (for Community
Tax Certificate)/ issuing government agency (for
Gova IDs)

Municipal or City Treasurer/ Municipal or City
Health Office, Municipal/ City Cemetery Office /
Crematorium Agencies

FOR DEATH: Burial Permit, Transfer Permit,
Certificate of Cremation (if applicable)

FEES TO | PROCESSING PERSON

CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
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1. SUBMISSION AND ASSESSMENT OF DOCUMENTS

1.1 Signs t|1.1Interviews and None 3 minutes Helen B. Mesa/
Log Book and gets assists client Gemma R.
gueuing number Ocampo/ Maricar
R. Nening/ Jorelen
B. Pascua/ Evita B.
Macasieb/ Jonard
R. Ochoa/
Maribeth C.
Berbon
1.2 Submits queuing 1.2 Receives None 5 minutes Helen B. Mesa/
number, documents gueuing number and Gemma R.

and requirements

reviews submitted
documents and
requirements

Ocampo/ Maricar
R. Nening/ Jorelen
B. Pascua/ Evita B.
Macasieb/ Jonard

R. Ochoa/
Maribeth C.
Berbon
2. PAYMENT OF APPLICABLEFEESATTHETREASURERGO6S OFFI CE
2.1Payment of fees at Registration of PHP100.00 City Treasurer®
City Tr easullegallnstrument Office Staff
CTC of Legal PHP50.00
Instrument per copy
Certification PHP50.00
per copy
Burial Permit Fee PHP10.00
Transfer Permit Fee | PHP50.00
Marriage PHP100.00
Solemnization Fee,
if solemnized by the
City Mayor
Sponsor® Fee, if PHP30.00
solemnized by the per
City Mayor sponsor
Documentary PHP30.00
Stamp Tax per
document
ICT Fee PHP20.00
per O.R.
2.2 Presents Official 2.2 Receives receipt None 12 minutes Lovely D. Milles/

Receipt

and processes
registration

Helen B. Mesa/
Gemma R.
Ocampo/ Maricar
R. Nening/ Jorelen
B. Pascua/ Evita B.
Macasieb/ Jonard
R. Ochoa/
Maribeth C.
Berbon

3. RELEASING OF THE DOCUMENT
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3.1 Receives copy of 3.1 Releases and None 5 minutes Helen B. Mesa/
duly registered i ssue clie Gemma R.
document and signs log | duly registered Ocampo/ Maricar
book document and R. Nening/ Jorelen
assists client in B. Pascua/ Evita B.
signing log book Macasieb/ Jonard
R. Ochoa/
Maribeth C.
Berbon
TOTAL 25 minutes

11.2 Delayed Registration of Certificate of Live Birth (COLB) Municipal Form

No. 102

Registration of live birth that was made beyond the 30 days reglementary period of

registration

Office or Division:

City Civil Registry Office

Classification: Highly Technical

Type of Transaction: G2C

Who may avail:

(R.A. 10173)

Any interested party covered by Civil Registration Law (Act. No. 3753), its
rules and regulations, memorandum circulars and Data Privacy Act of 2012

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Duly accomplished prescribed Municipal Forms
in quadruplicate

Local Civil Registry Office, Attendant at Birth (for
COLB), Hospital Authority (for COLB & COD),
Solemnizing Officer (for COM) & Funeral Services
(for COD)

For COLB: Accomplished Affidavit of Admission
of Paternity (AAP) if child is illegitimate and
acknowledged by the father (if applicable) i 4
original copies

Back Page of COLB / Notary Public (for separate
public document)

For COLB: Affidavit to Use the Surname of the
Father (AUSF) if the child will use the surname
of father (if applicable) 1 4 original copies

LCRO/Notary Public (for separate public document)

For COLB: Community Tax Certificate or any
government issued ID of Father for illegitimate
children i 1 machine copy (original copy must
be presented)

Barangay/Municipal/City Treasurer (for Community
Tax Certificate)/ issuing government agency (for
Govi IDs)

Municipal Form No.102/ Municipal Form No.
97/ Municipal Form No. 103/ Municipal Form
No. 103A Attachment (if religion is Islam) i 4
original copies

LCRO/Hospital Authority/lmam or Person In-charge
at the Mosque

FOR DEATH: Burial Permit, Transfer Permit,
Certificate of Cremation (if applicable)

Municipal or City Treasurer/ Municipal or City
Health Office, Municipal/ City Cemetery Office /
Crematorium Agencies
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Duly accomplished Municipal Form No. 102
(COLB) in quadruplicate

Local Civil Registry Office, Attendant at Birth

Form 1B (Birth, Not available) -1 copy and 1
machine copy

Local Civil Registry Office

Negative Certification of Birth, if applicable
(CRS Form No.1) -1 original copy and 1
machine copy

Philippine Statistics Authority

Certified True Copy (CTC) of Certificate of
Marriage or PSA Copy of Certificate of
Marriage (if registrant is married) -1 copy and 1
machine copy

Local Civil Registry Office where the document was
registered/ Philippine Statistics Authority

Affidavit of Two Disinterested Persons -2
original copies

Notary Public

Municipal Form No.102 Attachment (if religion
is Islam) i 4 original copies

Imam or person in-charge at the Mosque

OTHER REQUIREMENTS: (at least two of the
following requirements)

Baptismal Certificate T 1 original copy and 1
machine copy

Issuing church

Medical Record/ Baby Book/ Immunization
Record/ Barangay Certification (if applicable or
as the case maybe) i 2 machine copies
provided that original copy was presented

Health Centers/ Attending Physician/ Barangay
Captain

CTC of School Record i 1 copy and 1 machine
copy of CTC

School Attended

Voter® Certification I 1 original copy and 1
machine copy

Commission on Elections (COMELEC)

Other supporting documents stating the name,
date, place of birth and filiation of child 7 1
original copy and 1 machine copy

Issuing agency

Additional Requirements for illegitimate
children acknowledged by the father:

Accomplished Affidavit of Admission of
Paternity at the back of Certificate of Live Birth
or separate Affidavit of Admission of Paternity
duly notarized i 4 original copies

LCRO/ Notary Public Offices

Affidavit to Use the Surname of the Father
(AUSF) if the child
surname i 4 original copies

Wi

LCRO/ Notary Public Offices (for separate public
document)

Sworn Attestation for AUSF (if applicable) i 4
original copies

Notary Public

Community Tax Certificate of Registrant /
Applicant -2 machine copies (provided that
original copy was presented)

Barangay/Municipal/City Treasurer

Any government issued ID of the Registrant
/applicant -2 machine copy provided that
original copy was presented

Issuing agency

Authorization Letter or Special Power of
Attorney (SPA) provided that all necessary
information (facts of birth) are indicated therein

Authorizing person / Notary Public
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(if applicable) T 1 original copy and 1 machine

copy

Valid ID of the requesting party/authorizing
person and the person authorized (if
applicable)- 1 machine copy provided that
original copy was presented

Authorizing person and person authorized

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1.SUBMISSION AND ASSESSMENT OF DOCUMENTS
1.1 Signs the Visitor& 1.1 Interviews and None 3 minutes Jonard R. Ochoa/
Log Book and gets assists client Evita Christie B.
gqueuing number Macasieb/ Gemma
R. Ocampo/ Helen
B. Mesa
1.2 Submits queuing 1.2 Receives None 5 minutes Jonard R. Ochoa/

number, documents
and requirements

gueuing number and
reviews documents
and requirements

Evita Christie B.
Macasieb/ Gemma
R. Ocampo/ Helen

B. Mesa

2. PAYMENT OF APPLICABLEFEES AT

THE TREASUREROGS OFFI CE

2.1 Payment of Fees at | Penalty Fee for Delayed PHP35.00 City Treasurer®
City Treasu Registration of COLB Office

CTC of Legal PHP50.00

Instrument per copy

Certification, if PHP50.00

applicable per copy

Documentary Stamp PHP30.00

Tax per document

ICT Fee PHP20.00

per O.R.

2.2 Presents Official 2.2 Receives None 20 minutes Lovely D. Milles/
Receipt and receives receipt, processes Jonard R. Ochoa/
Verification Slip application for Evita Christie B.

delayed registration Macasieb/ Gemma

of Birth Certificate, R. Ocampo/ Helen

issues Verification B. Mesa

Slip and gives

instruction to client to

return after the 10-

day reglementary

posting period
3. RELEASING OF THE DOCUMENT
3.1 Proceed to City Civil | 3.1 Assists and None 3 minutes Jonard R. Ochoa/
Registry Office (CCRO) | receives queuing Evita Christie B.
after the 10-day number and Macasieb/ Gemma
reglementary posting Verification Slip R. Ocampo/ Helen
period,si gns Vi B. Mesa
Log Book, presents
Verification Slip and
gets queuing number
3.2 Receives copy of 3.2 Release/ issues None 5 minutes Jonard R. Ochoa/

duly registered

copy of duly

registered registered

Evita Christie B.
Macasieb/ Gemma
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Certificate of Live
Birth and assists in
signing log book

Certificate of Live Birth
and signs log book

R. Ocampo/ Helen
B. Mesa

TOTAL

36 minutes and 10-day posting
period of Notice

11.3 Delayed Registration of Certificates of Marriage (COM) Municipal Form

No. 97

Registration of marriage that was made beyond the 15 days reglementary period of

registration

Office or Division:

City Civil Registry Office

Classification: Highly Technical

Type of Transaction: G2C

Who may avail:

(R.A. 10173)

Any interested party covered by Civil Registration Law (Act. No. 3753), its
rules and regulations, memorandum circulars and Data Privacy Act of 2012

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Duly accomplished prescribed Municipal Form
No. 97 (COM) in quadruplicate

Local Civil Registry Office, Solemnizing Officer

Form 3B (Marriage, not available) i 1 copy
and 1 machine copy

Local Civil Registry Office

Negative Certification of Marriage (CRS Form
No.3) -1 original copy and 1 machine copy

Philippine Statistics Authority (PSA)

Certificate of No Marriage/CENOMAR (CRS
Form No. 4) i 1 original copy and 1 machine

copy

Philippine Statistics Authority (PSA)

Affidavit of Delayed Registration of Certificate
of Marriage - 2 original copies

Notary Public

Affidavit of Reconstructed Certificate of
Marriage i 2 original copies

Notary Public

Affidavit of Explanation of Solemnizing Officer
-2 original copies

Notary Public

Municipal Form No.97 Attachment (if religion
is Islam) i 4 original copies

Imam or person in-charge at the Mosque

OTHER REQUIREMENTS (WITH Original
Copy of Certificate of Marriage):

Original Copy of Certificate of Marriage

Issuing Church/ Solemnizing Officer

Certificate of Marriage issued by the
respective church (if church wedding) 1 1
original copy and 1 machine copy

Issuing Church / Solemnizing Officer

Certificate of No Marriage/CENOMAR (CRS
Form No. 4) i 1 original copy and 1 machine

copy

Philippine Statistics Authority (PSA)
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OTHER REQUIREMENTS (WITHOUT
Original Copy of Certificate of Marriage):

Affidavit of Wedding Witnesses- 2 original
copies

Notary Public

Certificate of Marriage issued by the
respective church (if church wedding) 1 1
original copy and 1 machine copy

Issuing Church / Solemnizing Officer

Other supporting documents stating the
names, date and place of marriage of the
couple-registranti 1 original copy and 1
machine copy

Issuing agency

Community Tax Certificate of Registrant /
Applicant for Delayed Registration -2 machine
copies (provided that original copy was
presented)

Barangay/Municipal/City Treasurer

Any government issued ID of the Registrant
/applicant -2 machine copy provided that
original copy was presented

Issuing agency

Authorization Letter or Special Power of
Attorney (SPA) provided that all necessary
information (details of marriage) are indicated
therein (if applicable) T 1 original copy and 1
machine copy

Authorizing person / Notary Public

Valid ID of the requesting party/authorizing
person and person authorized (if applicable)- 1
machine copy provided that original copy was
presented

Authorizing person and person authorized

AGENCY FEES TO | PROCESSING PERSON

CRIENT STIERE ACTIONS BE PAID TIME RESPONSIBLE
1.SUBMISSION AND ASSESSMENT OF DOCUMENTS
1.1 Signs the Visitord s | 1.1 Interviews and None 3 minutes Jonard R. Ochoa/
Log Book and gets assists client Evita Christie B.
gueuing number Macasieb/ Gemma

R. Ocampo/ Helen B.
Mesa

1.2 Submits queuing 1.2 Receives None 5 minutes Jonard R. Ochoa/

number, documents
and requirements

gueuing number
and reviews
documents and
requirements

Evita Christie B.
Macasieb/ Gemma
R. Ocampo/ Helen B.
Mesa

2. PAYMENT OF APPLICABLE FEES AT THE

TREASURERO SICEBF F

2.1 Payment of fees at | Penalty Fee for
City Tr easulDelayed
Registration of
Certificate of
Marriage

PHP30.00

Marriage
Solemnization
Fee, if solemnized
by the City Mayor

PHP100.00

City Treasurer®
Office
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Sponsor® Fee, if PHP30.00
solemnized by the per
City Mayor sponsor
ICT Fee PHP20.00
per O.R.
2.2 Presents Official 2.2 Receives None 20 minutes Lovely D. Milles/
Receipt and receives receipt, processes Jonard R. Ochoa/
Verification application for Evita Christie B.
Delayed Macasieb/ Gemma
Registration of R. Ocampo/ Helen B.
Marriage Certificate, Mesa
issues Verification
Slip and gives
instruction to client
to return after the
10-day
reglementary
posting period
3. RELEASING OF DOCUMENT
3.1 Proceed to City Civil | 3.1 Assists and None 3 minutes Jonard R. Ochoa/
Registry Office (CCRO) | receives queuing Evita Christie B.
after the 10-day number and Macasieb/ Gemma
reglementary posting Verification Slip R. Ocampo/ Helen B.
period, signsVi s i t ¢ Mesa
Log Book, presents
Verification Slip and
gets queuing number
3.2 Receives copy of 3.2 Release/ issues None 5 minutes Jonard R. Ochoa/

duly registered
Certificate of Marriage
and signs log book

copy of duly
registered
Certificate of
Marriage and
assists in signing
log book

Evita Christie B.
Macasieb/ Gemma
R. Ocampo/ Helen B.
Mesa

TOTAL

36 minutes and 10-day posting period of Notice

11.4 Delayed Registration of Certificates of Death Municipal Form No. 103 and
Municipal Form No. 103 A

Registration of death that was made beyond the 30 days reglementary period of

registration.

Office or Division:

City Civil Registry Office

Classification:

Highly Technical

Type of Transaction:

G2C

Who may avail:

Any interested party covered by Civil Registration Law (Act. No. 3753), its
rules and regulations, memorandum circulars and Data Privacy Act of 2012

(R.A. 10173)
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CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Duly accomplished prescribed Municipal Form
N0.103 (COD) /Municipal Form No.103A for
Fetal Death in quadruplicate

Local Civil Registry Office, Funeral Services

Negative Certification of Death (CRS Form No.
2) -1 original copy and 1 machine copy

Philippine Statistics Authority (PSA)

Form 2B (Death, not available) i 1 original copy
and 1 machine copy

Local Civil Registry Office

Affidavit of Two Disinterested Persons -2
original copies

Notary Public

Death Certificate of document owner issued by
the church if applicable 7 1 original copy and 1
machine copy

Issuing Church

Picture of Tombstone (Lapida) i 1 original copy
and 1 machine copy

Barangay Certification

Barangay Captain

Municipal Form No. 103 Attachment (if religion
is Islam) i 4 original copies

Imam or person in-charge at the Mosque

Community Tax Certificate of Applicant for
Delayed Registration -2 machine copies
(provided that original copy was presented)

Barangay/Municipal/City Treasurer

Any government issued ID of the applicant -2
machine copy provided that original copy was
presented

Issuing agency

Authorization Letter or Special Power of
Attorney (SPA) provided that all necessary
information (details of death) are indicated
therein (if applicable) T 1 original copy and 1
machine copy

Authorizing person / Notary Public

Valid ID of the requesting party/authorizing
person and person authorized (if applicable)- 1
machine copy provided that original copy was
presented

Authorizing person and Person authorized

CLIENT STEPS AGENCY ACTIONS

FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE

1. SUBMISSION AND ASSESSMENT OF DOCUMENTS

1.1 Signs the Visitordé s | 1.1 Interviews and
Log Book and gets assists client
gueuing number

None 3 minutes Jonard R. Ochoa/
Evita Christie B.
Macasieb/ Gemma
R. Ocampo/ Helen

B. Mesa
1.2 Submits queuing 1.2 Receives None 5 minutes Jonard R. Ochoa/
number, documents gueuing number and Evita Christie B.
and requirements reviews documents Macasieb/ Gemma
and requirements R. Ocampo/ Helen
B. Mesa
2. PAYMENT OF APPLICABLEFEES AT THE TREASURERO®S OFFI CE
2.1 Payment of fees at | Burial Permit Fee PHP10.00 City Treasurer®
City Treasul Office
ICT Fee PHP20.00
per O.R.
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duly registered
Certificate of Death
and signs log book

copy of duly
registered
Certificate of Death
and assists in
signing log book

2.2 Presents Official 2.2 Receives receipt, None 20 minutes Lovely D. Milles /
Receipt and receives processes Jonard R. Ochoa/
Verification application for Evita Christie B.
delayed registration Macasieb/ Gemma
of Death Certificate, R. Ocampo/ Helen
issues Verification B. Mesa
Slip and gives
instruction to client to
return after the 10-
day reglementary
posting period
3. RELEASING OF THE DOCUMENT
3.1 Proceed to City Civil | 3.1 Assists and None 3 minutes Jonard R. Ochoa/
Registry Office (CCRO) | receives queuing Evita Christie B.
after the 10-day number and Macasieb/ Gemma
reglementary posting Verification Slip R. Ocampo/ Helen
period, sigl B. Mesa
Log Book, presents
Verification Slip and
gets gueuing number
3.2 Receives copy of 3.2 Release/ issues None 5 minutes Jonard R. Ochoa/

Evita Christie B.
Macasieb/ Gemma
R. Ocampo/ Helen

B. Mesa

TOTAL

36 minutes and
10-day posting
period of
Notice

11.5 Issuance of Certified Photocopy or Transcription of Civil registry
Documents such as Certificates of Live Birth, Marriage, Death and Conversion

to Islam

Issuance of the available -certification, not available and destroyed certification of
Certificates of Live Birth, Marriage, Death and Conversion to Islam.

Office or Division:

City Civil Registry Office

Classification:

Simple

Type of Transaction:

G2C

Who may avail:

(R.A. 10173)

Any interested party covered by Civil Registration Law (Act. No. 3753), its
rules and regulations, memorandum circulars and Data Privacy Act of 2012

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

request

Accomplished Request Slip i 1 copy for each

Local Civil Registry Office (Front Desk)

108



Valid Identification (ID) of the requesting party,

A

ifnoneVot er 6s

C doliteiClarance t

Issuing Agency

Authorization Letter or Special Power of
Attorney (SPA) provided that all necessary
information (facts of birth/ details of death or
marriage) are indicated therein (if applicable) 1

1 original copy

Authorizing person / Notary Public

Valid ID of the requesting party/authorizing
person and person authorized (if applicable)- 1
machine copy provided that original copy was

Authorizing person and Person authorized

presented
AGENCY FEES TO | PROCESSING PERSON
SIS SRS ACTIONS BE PAID TIME RESPONSIBLE
1.SUBMISSION AND ASSESSMENT OF DOCUMENTS
1.1 Signs the Visitord s | 1.1 Interviews and None 3 minutes Gemma R. Ocampo/
Log Book, gets queuing | assists client Maricar R. Nening/
number and fill up Jorelen B. Pascua/
request form Evita Christie B.
Macasieb/ Jonard R.
Ochoa/ Maribeth C.
Berbon/ Helen B.
Mesa
1.2 Submits queuing 1.2 Receives None 5 minutes Gemma R. Ocampo/

number and request
form

gueuing number
and check accuracy
and completeness
of request form

Maricar R. Nening/
Jorelen B. Pascua/
Evita Christie B.
Macasieb/ Jonard R.
Ochoa/ Maribeth C.
Berbon/ Helen B.
Mesa

2. PAYMENT

OF APPLI CABLE

FEES AICETH

E TREASURER

2.1 Payment of fees at | CTC of PHP 35.00 City Treasurer®
CityTr easur er ( COLB/COM/COD per copy Office
(for local
purposes)
PHP 75.00
per copy
(for abroad
purposes)
Documentary PHP 30.00
Stamp Tax
ICT Fee PHP 20.00

2.2 Presents Official
Receipt

2.2 Receives
receipt, processes
request

20 minutes

Lovely D. Milles/
Gemma R. Ocampo/
Maricar R. Nening/
Jorelen B. Pascua/
Evita Christie B.
Macasieb/ Jonard R.
Ochoa/ Maribeth C.
Berbon/ Helen B.

Mesa
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3. RELEASING OF DOCUMENT

3.1 Receive requested | 3.1 Release/ Issues 5 minutes Gemma R. Ocampo/

document and signs requested Maricar R. Nening/

receiving log book document and Jorelen B. Pascua/
assists client in Evita Christie B.
signing Log Book Macasieb/ Jonard R.

Ochoa/ Maribeth C.
Berbon/ Helen B.
Mesa

TOTAL 33 minutes

11.6 Submission of Application for Marriage License (AML)

This procedure covers the needed requirements and procedures in the Application for
Marriage License for couples who intends and are qualified to get married. Either or both
applicants must be a resident in Alaminos City and 18 years old and above.

Office or Division: City Civil Registry Office
Classification: Highly Technical
Type of Transaction: G2C
Who may avail: Any interested party covered by Civil Registration Law (Act. No. 3753), its
rules and regulations, memorandum circulars and Data Privacy Act of 2012
(R.A. 10173)
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Duly accomplished Application for Marriage

License (AML) -3 original copies Local Civil Registry Office

PSA Copy of Certificate of Live Birthi 1
original copy and 1 machine copy / CTC of Philippine Statistics Authority/ Local Civil Registry
Certificate of Live Birth i 1 copy and 1 Office

machine copy

Certificate of Pre-Marriage Orientation
(Certificate of Compliance) 1 1 original copy City Health Office
and 1 machine copy

Certificate of Pre-Marriage Counseling (for
couples ages18-25 years old) i 1 original copy | DSWD
and 1 machine copy

Parent 6 s oCapplicamtaaged ( f Local Civil Registry Office / Philippine Foreign
between 18-21 years old) 1 2 original copies Services Post

Advice upon Intended Marriage (for applicants
aged between 21 to 25 years old) i 2 original
copies

Local Civil Registry Office / Philippine Foreign
Services Post

Certificate of No Marriage/CENOMAR (CRS
Form No. 4) i 1 original copy and 1 machine Philippine Statistics Authority (PSA)

copy
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Legal Capacity from his/her Embassy in the
Philippines (if foreigner) and Divorce papers if | Issuing Concerned Embassy
applicable 7 1 original copy

Registered Court Decree/Order and Judicial
Decree of Annulment and copy of Certificate
of Marriage and ADMAR (Advisory on Concerned Court / Philippine Statistics Authority
Marriages) with annotation of Declaration of (PSA)

Nullity of Marriage, if annulled and -1 original
and 1 machine copy

CTC of Certificate of Death of spouse, if Philippine Statistics Authority/ Local Civil Registry
widow/er i 1 copy & 1 machine copy of CTC Office

CTC of Certificate of Death of parent/s (if

applicable)- 1 copy and 1 machine copy of Philippine Statistics Authority/ Local Civil Registry

CTC Office
Parents 6 valid | D ( baweena j
18-25 years old only) i 2 machine copies Issuing agency

provided that original copy was presented

Community Tax Certificate of Applicants - 2
machine copies provided that original copy City Treasurer/ Brgy. Treasurer
was presented

Valid Identification (ID) i 2 copies provided

that original copy was presented Issuing agency

Picture of Applicants

AGENCY FEES TO BE | PROCESSING PERSON

SRISUSUERS ACTIONS PAID TIME RESPONSIBLE
1.SUBMISSION AND ASSESSMENT OF DOCUMENTS
1.1 Signs the Visitord s | 1.1 Interviews and None 3 minutes Maribeth C.
Log Book, gets queuing | assists client Berbon/ Maricar R.
number and fill up Nening
request form
1.2 Submits queuing 1.2 Receives None 5 minutes Maribeth C.
number, Application for | queuing number Berbon/ Maricar R.
Marrriage License and | and reviews Nening
requirements Application for

Marrriage License
and requirements

2. PAYMENTOFAPPLI CABLE FEES AT THE CITY TREASURERO

2.1 Client pays Application for Application for City Treasurer®
prescribed fees at City | Marriage License Marriage Office Staff
Treasurer 6s | Fee License Fee
Miscellaneous Fee | Miscellaneous
Fee
Pre-Marriage Pre-Marriage
Orientation (PMO) | Orientation
Fee (Family (PMO) Fee
Planning ) (Family
Planning )
Pre-Marriage Pre-Marriage
Counseling (PMC) | Counseling
Fee (PMC) Fee
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Marriage License
Fee

PHP2.00

Solemnization
Fee, if solemnized
by the City Mayor

PHP100.00

Sponsor® Fee, if
solemnized by the
City Mayor

PHP30.00 per
sponsor

Documentary
Stamp Tax

PHP30.00

ICT Fee

PHP20.00

2.2 Presents Official
Receipt and receives
Verification Slip (to
return after10-day
reglementary posting
period)

2.2 Receives
receipt, processes
Application for
Marriage License,
issues verification
slip and gives
instruction to client
to return after10-
day reglementary
posting period

None

45 minutes

Lovely D. Milles/
Jorelen B. Pascua/
Maricar R. Nening/

Maribeth C.

Berbon/ Helen B.

Mesa

3. RELEASING OF THE

DOCUMENT

3.1 Presents
Verification Slip,
receives Marriage
License and signs log
book

3.1 Receives
Verification Slip,
releases/ issues
Marriage License
and assists client in
signing log book

None

5 minutes

Jorelen B. Pascua/
Maricar R. Nening/
Maribeth C.
Berbon/ Helen B.
Mesa

TOTAL

58
Minutes and
10-days

11.7 Registration of

Court Order

Court order is an official proclamation by a judge that defines the legal relationships
between the parties to a hearing, a trial, an appeal or other court proceedings. Such ruling
requires or authorizes the carrying out of certain steps by one or more parties to a case.

It shall be the duty of the Clerk of Court to advise the successful petitioner to have

the decree / order

registered

i n

t h e coGrtis/funttionRegvgthine t r ar 6 s

ten (10) days after the decree has become final and executory. This procedure covers the
correction of clerical error, adoption, annulment of marriage, presumptive death, guardianship
and other registrable decrees issued by the honorable court.

Office or Division:

City Civil Registry Office

Classification:

Simple

Type of Transaction:

G2C

Who may avail:

Any interested party covered by Civil Registration Law (Act. No. 3753), its
rules and regulations, memorandum circulars and Data Privacy Act of 2012

(R.A. 10173)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE
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3 Sets of Original Certificate of Finality issued
by the Clerk of Court

Issuing Court

3 Sets of Original Certificate of Authenticity
issued by the Clerk of Court

Issuing Court

3 Sets of CTC of Court Order

Issuing Court

Authorization Letter or Special Power of
Attorney (SPA) provided that all necessary
information are indicated therein (if applicable)
1 1 original copy and 1 machine copy

Authorizing person / Notary Public

Valid ID of the requesting party/authorizing
person and person authorized (if applicable)-
1 machine copy provided that original copy
was presented

Authorizing person and person authorized

AGENCY FEES TO | PROCESSING PERSON
CRIENT STERs ACTIONS BE PAID TIME RESPONSIBLE
1. SUBMISSION AND ASSESSMENT OF DOCUMENTS
1.1 Signs the Visitordé s | 1.1 Interviews and None 3 minutes Jorelen B. Pascua/
Log Book and gets assists client Maricar R. Nening/
gueuing number Evita Christie B.
Macasieb/ Maribeth
C. Berbon
1.2 Submits queuing 1.2 Receives None 5 minutes Jorelen B. Pascua/

number, documents
and requirements

gueuing number
and reviews
documents and
requirements

Maricar R. Nening/
Evita Christie B.
Macasieb/ Maribeth
C. Berbon

2. PAYMENT OF APPLI CABLE

FEES AT THE

CITY TREAS

2.1 Pays prescribed Registration of Court | PHP100.00 City Treasurer®
feesatCi t y Tr e Decree/Order Office Staff
Office

Certificate of PHP50.00

Registration per copy

Certificate of PHP50.00

Authenticity by the per copy

CCR

CTC of Court Decree PHP50.00

per set,

CTC of COLB, PHP35.00

COM/COD (Annotated per copy

& Unannotated)

Documentary Stamp PHP30.00

Tax per document

ICT Fee P20.00 per

O.R.

2.2 Presents Official 2.2 Receives

Receipt and receipt and

photocopies of stamped | processes

documents registration of Court
Order

60 minutes

Lovely D. Milles/
Maricar R. Nening/
Evita Christie B.
Macasieb

3. RELEASING OF THE DOCUMENT
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receipt, receives copy
of duly registered
document and signs log
book

courier receipt and
i ssues the
copy of duly
registered
document and
assists client in
signing log book

3.1 Receives copy for 3.1 Issues copy for None 3 minutes Maricar R. Nening/
PSA-OCRG and mall PSA-OCRG and Evita Christie B.
document ( thru special | gives instruction to Macasieb
courier) client to mail copy

to PSA-Main Office
3.2 Present courier 3.2 Receives None 3 minutes Maricar R. Nening/

Evita Christie B.
Macasieb

1 hour and 14
minutes

11.8 Registration of Affidavit to Use the Surname of the Father (AUSF- R.A.

9255)

This procedure covers illegitimate children to use the surname of the father; if
acknowledged by his/her biological father

Office or Division:

City Civil Registry Office

Classification:

Simple

Type of Transaction:

G2C

Who may avail:

Any interested party covered by Civil Registration Law (Act. No. 3753), its
rules and regulations, memorandum circulars and Data Privacy Act of 2012

(R.A. 10173)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1 original copy

PSA Copy of Certificate of Live Birth of child 1

Philippine Statistics Authority

copies

CTC of Certificate of Live Birth of the child T 4

Local Civil Registry Office

Affidavit of Admission of Paternity (if
applicable) -4 original copies

Notary Public

original copies

Affidavit to Use the Surname of the Father- 4

Notary Public

Sworn Attestation (if the child to register is 7 to
17 years old) 1 4 original copies

Notary Public

copy

Authorization Letter or Special Power of
Attorney (SPA) pending that all necessary
informations are indicated therein (if
applicable) i 1 original copy and 1 machine

Authorizing person / Notary Public

was presented

Valid ID of the requesting party/authorizing
person and person authorized (if applicable)-
1 machine copy provided that original copy

Authorizing person and person authorized

CLIENT STEPS

AGENCY
ACTIONS

PROCESSING
TIME

PERSON
RESPONSIBLE

FEES TO
BE PAID
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1. SUBMISSION AND ASSESSMENT OF DOCUMENTS

1.1 Signs the Visitordé s | 1.1 Interviews and 3 minutes Maricar R. Nening/
Log Book and gets assists client Maribeth C. Berbon
queuing number
1.2 Submits queuing 1.2 Receives None 5 minutes Maricar R. Nening/
number, documents gueuing number, Maribeth C. Berbon
and requirements reviews documents
and requirements
2. PAYMENT OF APPLI CABLE FEES AT CITY TREASUREH
2.1 Payment of Fees at | Registration of PHP100.00 City Treasurer®
City Tr easullegalnstrument Office Staff
Certification PHP50.00
per copy
CTC of Legal PHP50.00
Instrument per copy
CTC of COLB PHP35.00
(Annotated & per copy
Unannotated)
Documentary PHP30.00
Stamp Tax
ICT Fee PHP20.00
2.2 Presents Official 2.2 Receives 60 minutes Lovely D. Milles/
Receipt and receipt and Jorelen B. Pascua/
photocopies of stamped | processes Maricar R. Nening/
documents registration of Court Evita Christie B.
Order Macasieb/ Maribeth
C. Berbon
3. RELEASING OF THE DOCUMENT
3.1 Receives copy for 3.1 Issues copy for None 3 minutes Jorelen B. Pascua/
PSA-OCRG and mall PSA-OCRG and Maricar R. Nening/
document ( thru special | gives instruction to Evita Christie B.
courier) client to mail copy Macasieb/ Maribeth
to PSA-Main Office C. Berbon
3.2 Present courier 3.2 Receives None 3 minutes Jorelen B. Pascua/
receipt, receives copy courier receipt and Maricar R. Nening/
of duly registered i ssues t he Evita Christie B.
document and signs log | copy of duly Macasieb/ Maribeth
book registered C. Berbon
document and
assists client in
signing log book
1 hour and 14
minutes

11.9 Registration of Legitimation

A process which provides the illegitimate children to be legitimated by virtue of subsequent

marriage of parents

Office or Division:

City Civil Registry Office

Classification:

Simple
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Type of Transaction:

G2C

Who may avail:

Any interested party covered by Civil Registration Law (Act. No. 3753), its
rules and regulations, memorandum circulars and Data Privacy Act of 2012

(R.A. 10173)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

PSA Copy of Certificate of Live Birth of child 1

1 original copy

Philippine Statistics Authority

Joint Affidavit of Legitimation i 3 original

copies

Notary Public

PSA Copy of Certificate of Marriage (COM) -1

original copy

Philippine Statistics Authority

CTC of Certificate of Marriage (COM) -5

copies

Local Civil Registry Office

CTC of Certificate of Live Birth of child to be

legitimated

Local Civil Registry Office

Certificate of No Marriage/CENOMAR (CRS

Form No. 4) -

Philippine Statistics Authority (PSA)

Affidavit of Admission of Paternity (if
applicable) -3 original copies

Notary Public

Certificate of Death (if parent is deceased)- 1

original/CTC

Office

Philippine Statistics Authority/ Local Civil Registry

Authorization Letter or Special Power of
Attorney (SPA) pending that all necessary
information are indicated therein (if applicable)
i 1 original copy and 1 machine copy

Authorizing person / Notary Public

AGENCY FEES TO | PROCESSING PERSON
CRIENT STIERE ACTIONS BE PAID TIME RESPONSIBLE
1. SUBMISSION AND ASSESSMENT OF DOCUMENTS
1.1 Signs the Visitordé s | 1.1 Interviews and 3 minutes Maribeth C. Berbon/
Log Book and gets assists client Maricar R. Nening/
gueuing number Evita Christie B.
Macasieb/ Jorelen B.
Pascua
1.2 Submits queuing 1.2 Receives None 5 minutes Maribeth C. Berbon/
number, documents gueuing number, Maricar R. Nening/
and requirements reviews documents Evita Christie B.
and requirements Macasieb/ Jorelen B.
Pascua
2. PAYMENT OF APPLI CABLE FEES AT CITY TREASURE
2.1 Payment of Fees at | Registration of PHP100.00 City Treasurer®
City Tr easur er (Legalinstrument Office Staff
e L PHP50.00
Certification
per copy
CTC of Legal PHP50.00
Instrument per copy
CTC of COLB PHP35.00
(Annotated & per copy
Unannotated)
Documentary Stamp
Tax PHP30.00
ICT Fee PHP20.00
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2.2. Presents Official 2.2 Receives None 60 minutes Lovely D. Milles/
Receipt receipt, processes Maribeth C. Berbon/
registration of AUSF Maricar R. Nening/
Evita Christie B.
Macasieb/ Jorelen B.

Pascua
3. RELEASING OF THE DOCUMENT
3.1 Receives copy for 3.1 Issues copy for None 3 minutes Maribeth C. Berbon/
PSA-OCRG and maill PSA-OCRG and Maricar R. Nening/
document ( thru special | gives instruction to Evita Christie B.
courier) client to mail copy Macasieb/ Jorelen B.
to PSA-Main Office Pascua
3.2 Present courier 3.2 Receives None 3 minutes Maribeth C. Berbon/
receipt, receives copy courier receipt and Maricar R. Nening/
of duly registered i ssues t he Evita Christie B.
document and signs log | copy of duly Macasieb/ Jorelen B.
book registered Pascua

document and
assists client in
signing log book

1 hour and 14
TOTAL minutes

11.10 Supplemental Report

Supplemental Report is used to supply of entries / information in the Certificate of Live Birth,
Certificate of Marriage, Certificate of Death, and Certificate of Fetal Death, which were
inadvertently omitted when the civil registry document was registered.

Office or Division: City Civil Registry Office
Classification: Simple
Type of Transaction: G2C
Who may avail: Any interested party covered by Civil Registration Law (Act. No. 3753), its
rules and regulations, memorandum circulars and Data Privacy Act of 2012
(R.A.10173)
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

PSA Copy of Certificate of Live Birth/
Death/Fetal Death/Marriage i 1 original copy
Local Copy of Certificate of Live Birth/
Death/Fetal Death/Marriage i 1 original copy
Affidavit of Supplemental Reporti 3 original

Philippine Statistics Authority

Local Civil Registry Office

Notary Public

copies

Baptismal Certificate -1 original copy Issuing Church
CTC of School Record i 1 copy School Attended
Voter® Certification i 1 original copy COMELEC
Other supporting documents stating the name,

date, place of birth and sex of the document Issuing agency

owner, if applicable
Authorization Letter or Special Power of
Attorney (SPA) provided that all necessary

Authorizing person / Notary Public
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information are indicated therein (if applicable)

i 1 original copy

Valid ID of the requesting party/authorizing
person and person authorized (if applicable)-
1 machine copy provided that original copy

was presented

Authorizing person and person authorized

AGENCY FEES TO | PROCESSING PERSON

CLIEN STERe ACTIONS BE PAID TIME RESPONSIBLE

1. SUBMISSION AND ASSESSMENT OF DOCUMENTS
1.1 Signs the Visitordé s | 1.1 Interviews and 3 minutes Evita Christie B.
Log Book and gets assists client Macasieb/ Maricar R.
gqueuing number Nening/ Jorelen B.

Pascua/ Jonard R.
Ochoa

1.2 Submits queuing 1.2 Receives None 5 minutes Evita Christie B.

number, documents
and requirements

gueuing number,
reviews documents
and requirements

Macasieb/ Maricar R.
Nening/ Jorelen B.
Pascua/ Jonard R.

Ochoa

2. PAYMENT OF A

PPLI CABLE

FEES AT CITY T

REASURERG®G S

2.1 Payment of Fees at | CTC of PHP35.00 City Treasurer®
City Tr easul Supplemental per copy Office Staff
Report
CTC of COLB PHP35.00
(Annotated and per copy
Unannotated)
Documentary
Stamp Tax PHP30.00
ICT Fee PHP20.00
2.2. Presents Official 2.2 Receives None 45 minutes Lovely D. Milles/
Receipt and signs the receipt, processes Evita Christie B.
document registration of AUSF Macasieb/ Maricar R.
Nening/ Jorelen B.
Pascua/ Jonard R.
Ochoa
3. RELEASING OF THE DOCUMENT
3.1 Receives copy for 3.1 Issues copy for None 3 minutes Evita Christie B.
PSA-OCRG and malil PSA-OCRG and Macasieb/ Maricar R.
document ( thru special | gives instruction to Nening/ Jorelen B.
courier) client to mail copy Pascua/ Jonard R.
to PSA-Main Office Ochoa
3.2 Present courier 3.2 Receives None 3 minutes Evita Christie B.
receipt, receives copy courier receipt and Macasieb/ Maricar R.
of duly registered i ssues t he Nening/ Jorelen B.
document and signs log | copy of duly Pascua/ Jonard R.
book registered Ochoa
document and
assists client in
signing log book
TOTAL 59 mins.
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11.11 Application for Petition for Correction of Clerical Error in the Certificate
of Birth, Death/ Fetal Death and Marriage pursuant to R.A. 9048

Clients may file petition at the office of the city or municipal civil registrar to correct
a clerical or typographical error in an entry without need of a judicial order pursuant to R.A.

9048.

Office or Division:

City Civil Registry Office

Classification: Highly Technical

Type of Transaction: G2C

Who may avail:

(R.A. 10173)

Any interested party covered by Civil Registration Law (Act. No. 3753), its
rules and regulations, memorandum circulars and Data Privacy Act of 2012

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

PSA Copy of affected COLB, COM or COD- 1
original copy

Philippine Statistics Authority

CTC of COLB, COM and COD to be
corrected- 1 copy

Local Civil Registry Office

Community Tax Certificate / any government
issued ID of Petitioner- 1 copy

Barangay/Municipal/City Treasurer / Issuing agency

Special Power of Attorney (SPA) provided that
all necessary information are indicated therein
(if applicable) i 1 original copy

Notary Public

Note: Client must submit at least two
supporting documents for every entry
sought to be corrected such as:

Baptismal Certificate 1 1 original copy

Issuing Church

Certificate of Marriage of document owner (if
married) -1 copy

Local Civil Registry Office/ Philippine Statistics
Authority (PSA)

CTC of School Record -1 copy

School Attended

Voter& Certification i 1 original copy

Commission on Elections (COMELEC)

SSS / GSI'S |/ Phil
Record- 1 copy

Heal {

Issuing Agency

Employment Service Record i 1 original copy | Employer
CTC of Land Title or Tax Declaration- 1 copy | Assessor& Office
AGENCY FEES TO | PROCESSING PERSON
SRISHUSUEES ACTIONS BE PAID TIME RESPONSIBLE
1. SUBMISSION AND ASSESSMENT OF DOCUMENTS
1.1 Signs the Visitord s | 1.1 Interviews and None 3 minutes Maricar R. Nening/
Log Book and gets assists client Evita Christie B.
gueuing number Macasieb/ Jorelen B.
Pascua/ Jonard R.
Ochoa
1.2 Submits queuing 1.2 Receives None 5 minutes Maricar R. Nening/
number, documents gueuing number, Evita Christie B.
and requirements reviews documents Macasieb/ Jorelen B.
and requirements Pascua/ Jonard R.
Ochoa

2. PAYMENT OF FEES AT

CITY TREASUREROGS OFFI CE
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2.1 Payment of Fees at | Filing Fee PHP 5 minutes City Treasurer®
City Treasu 1,000.00 Office Staff
Documentary PHP30.00
Stamp Tax
ICT Fee PHP20.00
2.2 Presents Official 2.2 Receives None 20 minutes Lovely D. Milles/
Receipt, signs petition receipt, processes Maricar R. Nening/
and receives petition, issues Evita Christie B.
Verification Slip. Verification Slip and Macasieb/ Jorelen B.
gives instruction to Pascua/ Jonard R.
client to return after Ochoa
the 10-day
reglementary
posting period.
2.3 Proceed to City Civil | 2.3 Assists, issues None 5 minutes Maricar R. Nening/
Registry Office (CCRO) | Approved Petition Evita Christie B.
after the 10-day and gives Macasieb/ Jorelen B.
reglementary posting instruction Pascua/ Jonard R.
period. Si gns Vi Ochoa
Log Book, presents
verification slip and gets
gueuing number, mails
petition (thru special
courier) to PSA-OCRG
for Affirmation of
Petition.
2.4 Presents courier 2.4 Receives 5 minutes Maricar R. Nening/
Official Receipt, courier Official Evita Christie B.
receives copy of Receipt, issues Macasieb/ Jorelen B.
Approved Petition, Approved Petition Pascua/ Jonard R.
signs log book and is and gives Ochoa
given instruction instruction. (Note:
staff notifies client
(via call and text)
upon receipt of the
Affirmed Petition
from the PSA-
OCRG.)
3. RELEASING OF DOCUMENT
3.1 Proceed to CCRO 3.1 Assists and 5 minutes Maricar R. Nening/
upon receipt of advice client to pay Evita Christie B.
notification, signs necessary fees Macasieb/ Jorelen B.
Visitorés L Pascua/ Jonard R.
presents verification Ochoa
slip, gets queuing
number, presents
notification via text and
pays necessary fees to
City Treasu
NOTE: If the approved | CTC of COLB PHP35.00
petition of the CCRis | /COM /COD and per copy
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AFFIRMED by the COFD(Annotated
CRG (Civil Registrar and Unannotated)
General), client pays CTC of Petition PHP50.00
the applicable fees and Affirmation per copy
upon issuance of Certificate of PHP50.00
Certificate of Finality | Finality per copy
and supporting Documentary PHP30.00
documents Stamp Tax
ICT Fee PHP20.00
per copy
3.2 Presents Official 3.2 Receives 5 minutes Maricar R. Nening/
Receipt, receives the receipt and releases Evita Christie B.
Certificate of Finality the Certificate of Macasieb/ Jorelen B.
and is given instruction | Finality and gives Pascua/ Jonard R.
instruction Ochoa
Total 53 minutes, 10-day posting period of Notice

11.12 Application for Petition for Change of First Name (CFN) Pursuant to R.
A. 9048 and Petition for Correction of Sex/Date of Birth Pursuant to R.A. 10172

Clients may file petition at the office of the city or municipal civil registrar to change name
or nickname given to a person which may consist of one or more names in addition to the middle
and last name pursuant to R.A. 9048. Furthermore, the office of the City Civil registrar may accept
and facilitate petition of or Typographical Errors in the Day and Month in the Date of Birth or Sex
of a Person Appearing in the Civil Register Without Need of a Judicial Order Amending for this
Purpose Republic Act Numbered Ninety Forty-Eight under Clerical law (R.A. 10172).

Office or Division: City Civil Registry Office

Classification: Highly Technical

Type of Transaction: G2C

Who may avail: Any interested party covered by Civil Registration Law (Act. No. 3753), its
rules and regulations, memorandum circulars and Data Privacy Act of 2012
(R.A. 10173)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
PSA copy of affected COLB -1 copy Philippine Statistics Authority
CTC of COLB to be corrected i 1 copy Local Civil Registry Office

Community Tax Certificate / any government

issued ID of Petitioner i 1 copy

Special Power of Attorney (SPA) pending that
all necessary information are indicated therein | Notary Public
(if applicable) 1 1 original copy

Police Clearance and NBI Clearance i 1
original copy

Employment Clearance (if employed) or

Affidavit of Non-employment (if not employed) | Employer/ Notary Public
1 1 original copy
Affidavit of Publication - 1 copy Publisher

FOR PETITION UNDER 10172: CTC of School Attended
Earliest School Record- 1 copy

Barangay/Municipal/City Treasurer / Issuing agency

Police Station/ National Bureau of Investigation
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FOR PETITION UNDER 10172: Baptismal
Certificate- 1 original copy

Issuing Church

FOR PETITION UNDER 10172: Medical
Record of Affidavit of No Medical Record- 1
original copy

Physician

FOR PETITION UNDER 10172 (Correction in
the Entry of Sex): Medical Certificate from
government physician i 1 original copy

City Health Physician/Physician

Note: Client must submit at least two
supporting documents for every entry
sought to be corrected such as:

Baptismal Certificate 1 1 original copy Church

Certificate of Marriage of document owner (if Local Civil Registry Office/ Philippine Statistics
married) -1 copy Authority (PSA)

CTC of School Record -1 copy School Attended

Voter& Certification i 1 original copy COMELEC

SSS / GSI'S / Phil Heal {

Record- 1 copy

Issuing Agency

Employment Service Record i 1 original copy | Employer
CTC of Land Title or Tax Declaration- 1 copy Assessor& Office
AGENCY FEES TO | PROCESSING PERSON
SRISUSUERS ACTIONS BE PAID TIME RESPONSIBLE
1. SUBMISSION AND ASSESSMENT OF DOCUMENTS
1.1 Signs the Visitord s | 1.1 Interviews and None 3 minutes Maricar R. Nening/
Log Book and gets assists client Evita Christie B.
gueuing number Macasieb/ Jorelen B.
Pascua/ Jonard R.
Ochoa
1.2 Submits queuing 1.2 Receives None 5 minutes Maricar R. Nening/
number, documents gueuing number, Evita Christie B.
and requirements reviews documents Macasieb/ Jorelen B.
and requirements Pascua/ Jonard R.
Ochoa
2. PAYMENT OF FEES AT THE CITY TREASURERO®GS OFH
2.1 Payment of Fees at | Filing Fee PHP City Treasurer®
CityTreasurer 3,000.00 Office Staff
Documentary PHP30.00
Stamp Tax
ICT Fee PHP20.00
2.2 Presents Official 2.2 Receives None 20 minutes Lovely D. Milles/
Receipt, signs petition receipt, processes Maricar R. Nening/
and receives petition, issues Evita Christie B.
Verification Slip. Verification Slip and Macasieb/ Jorelen B.
gives instruction to Pascua/ Jonard R.
client to return after Ochoa
the 10-day
reglementary
posting period and
2 consecutive
weeks publication.
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2.3 Proceed to City Civil | 2.3 Assists, issues None 5 minutes Maricar R. Nening/
Registry Office (CCRO) | Approved Petition Evita Christie B.
after the 10-day and gives Macasieb/ Jorelen B.
reglementary posting instruction Pascua/ Jonard R.
period and 2 Ochoa
consecutive weeks
publication. Signs
Visitords L
presents verification slip
and gets queuing
number, mails petition
(thru special courier) to
PSA-OCRG for
Affirmation of Petition.
2.4 Presents courier 2.4 Receives 5 minutes Maricar R. Nening/
Official Receipt, courier Official Evita Christie B.
receives copy of Receipt, issues Macasieb/ Jorelen B.
Approved Petition, Approved Petition Pascua/ Jonard R.
signs log book and is and gives Ochoa /
given instruction instruction. (Note:

staff notifies client

(via call and text)

upon receipt of the

Affirmed Petition

from the PSA-

OCRG.)

3. RELEASING OF DOCUMENT

3.1 Proceed to CCRO 3.1 Assists and 5 minutes Maricar R. Nening/
upon receipt of advice client to pay Evita Christie B.
notification, signs necessary fees Macasieb/ Jorelen B.
Visitords L Pascua/ Jonard R.
presents verification Ochoa
slip, gets queuing
number, presents
notification via text and
pays necessary fees to
City Treasu
NOTE: If the CTC of COLB PHP35.00 5 minutes City Treasurer®
approved petition of (Annotated and Office Staff
the CCRIs Unannotated)
AFFIRMED by the Certificate of PHP50.00
CRG (Civil Registrar Finality per copy
General), client pays | Documentary PHP30.00
the applicable fees Stamp Tax
upon issuance of ICT Fee PHP20.00
Certificate of Finality per copy
and supporting
documents
3.2 Presents Official 3.2 Receives 5 minutes Maricar R. Nening/

Receipt, receives the
Certificate of Finality
and is given instruction

receipt and releases
the Certificate of

Evita Christie B.
Macasieb/ Jorelen B.
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Finality and gives
instruction

Pascua/ Jonard R.
Ochoa

Total

53 minutes, 10-day posting period of Notice

11.13 Offline Request of PSA Copy of Cetificates of Live Birth, Marriage,
Death, Fetal Death and CENOMAR Thru Batch Request Query System
(BREQS)REQUEST QUERY SYSTEM (BREQS)

Offline issuance of the available certification, not available certification of Certificates of
Live Birth, Marriage, Death, Fetal Death and CENOMAR thru Batch Request Query System

(BREQS).

Office or Division:

City Civil Registry Office

Classification:

Highly Technical

Type of Transaction:

G2C

Who may avail:

Any interested party covered by Civil Registration Law (Act. No. 3753), its
rules and regulations, memorandum circulars and Data Privacy Act of 2012

(R.A. 10173)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Duly accomplished application form of
document to be requested

City Civil Registry Office

Valid Identification (ID) of Requesting Party

Issuing Agency

Authorization Letter or Special Power of
Attorney (SPA) provided that all necessary

information (facts of birth) are indicated therein
(if applicable) i 1 original copy and 1 machine

copy

Authorizing person / Notary Public

Valid ID of the requesting party/authorizing
person and person authorized (if applicable)- 1
machine copy provided that original copy was
presented

Authorizing person and Person authorized

AGENCY FEES TO | PROCESSING PERSON
SLIANIT NS Es ACTIONS BE PAID TIME RESPONSIBLE
1. SUBMISSION AND ASSESSMENT OF REQUEST
1.1 Signs the Visitordé s | 1.1 Interviews and None 3 minutes Helen B. Mesa/
Log Book, gets queuing | assists client Gemma R. Ocampo/
number and fill up Jonard R. Ochoa
request form
1.2 Submits queuing 1.2 Receives None 5 minutes Helen B. Mesa/
number and request queuing number Gemma R. Ocampo/
form and check accuracy Jonard R. Ochoa
and completeness
of request form
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2. PAYMENT OF APPLI CABLE FEES AT CITY TREASUR

2.1 Payment at CTO of | Service Fee PHP100 5 minutes City Treasurer®
applicable fees per Office Staff
document
request
ICT Fee PHP20.00
2.2 Presents Official 2.2 Receives 15 minutes Lovely D. Milles/
Receipt and pays receipt, collects Helen B. Mesa/
necessary fees (PSA payment of request Gemma R. Ocampo/
copy of COLB/COM/ for PSA copy of Jonard R. Ochoa
COD/ CENOMAR/ document,
ADMAR) to CCR staff; | processes request
receives and issue
Acknowledgement Slip | acknowledgement
and return after 2 slip
weeks upon request
Note: Payment to be PSA Copy of PHP155.00
collected by the CCR COLB/COM & COD | per copy
will be transmitted by (payment
the PSA as per MOA to PSA),
between CCRO and
PSA
PSA Copy of PHP155.00
COLB/COM & COD | per copy
(payment
to PSA),
Certificate of NO PHP210.00

Marriage Record

(CENOMARY)/
Advisory on
Marriages
(ADMAR)
2. RELEASING OF THE DOCUMENT AFTER PRESCRIBED PERIOD
3.1 Proceeds to CCRO | 3.1 Assists client, None 3 minutes Helen B. Mesa/
after 2 weeks, signs receives gueuing Gemma R. Ocampo/
Visitor ds L {numberand Jonard R. Ochoa
presents Acknowledgement
Acknowledgement Slip, | Slip and releases
gets queuing number, requested
receives request and document
signs at the Log Book
TOTAL 31 minutes
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GENERAL PUBLIC SERVICES

12. City Library Office

External Services
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12.1 Accessing Internet Services

The use of computer/ internet for an hour by library clienteles

Office or Division:

Office of the City Library

Classification:

Simple

Type of Transaction:

G2C-Government to Public

Who may avail:

the reading public

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Computer Logbook

Alaminos City Library

AGENCY FEES TO | PROCESSING PERSON
CRIENT STERs ACTIONS BE PAID TIME RESPONSIBLE
Inquire about
computer availability:
1. Approach the libary 1. The Library Staff None 1 min. Librarian |
in-charge and ask will check if there City Library
about the availability of | are unoccupied
computer. computer stations
Register in the None 1 min.
logbook:
1.1 Register personal
data in the logbook for
record purposes.
Proceed to computer | 2. The staff in- None 1 min. Librarian |
area: charge will assist City Library
2. Use the computer you with regards to
your technical
needs
TOTAL 3 minutes
12.2 Doing Research or Browsing through Library Materials
The use of books through browsing & research works.
Office or Division: Office of the City Library
Classification: Simple
Type of Transaction: G2C-Government to Public
Who may avail: the reading public
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
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Reader's Slip: Alaminos City Library
AGENCY FEES TO | PROCESSING PERSON
SIS SRS ACTIONS BE PAID TIME RESPONSIBLE
1. The Library Staff None 1 min. Administrative Aide
shall provide the City Library
Libarary user with
Reader's Slip
Checking the 1.1 The Library None 3 min. * Reference
availability of Staff will assess the Section*
material/s: need of the Library - Administrative Aide
*Use the card catalog User and point the v
or (Koha OPAC) and location of the
the City Library material if *Circulation Section
Reader 6s | i | necessary & Serials Section*
to help you in looking - Administrative
for the book/s you Assistant VI
need.
*You may also request *Filipiniana &
for more information or Chil drenos
assistance from any of - Librarian 111
the Library Staff
Reader's Slip: 2. The Library Staff None 1 min. Administrative Aide
2. The Library user will | will collect the fully City Library
leave the fully accomplished
accomplished Reader's | Reader's Slip
Slip at the control desk
upon exit
TOTAL 5 minutes

12.3 Borrowing/Checking Out of Book/s or Non-Book Material/s

To avail the use of books and non-book materials outside the library premises

Office or Division:

Office of the City Library

Classification:

Simple

Type of Transaction:

G2C-Government to Public

Who may avail:

the reading public

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Borrower's Slip

Alaminos City Library

Any valid ID

validity of the ID

AGENCY FEES TO | PROCESSING PERSON
SRISHUSUEES ACTIONS BE PAID TIME RESPONSIBLE

1. Present the materials | 1. The Library Staff None 1 min.
you wish to borrow will check the status

and physical

condition of the * Reference

material Section*
2. Present and leave 2. The Library Staff None 1 min. Administrative Aide
Valid ID will check the v
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Borrower's Slip: 3. The Library Staff None 1 min. *Circulation Section
3. The Library user will | will fill up the Book & Serials Section*
fill up t he | Cardandthe Date Administrative
slip in order to borrow Due Slip of the Assistant VI
any book/s to read material
except for materials *Filipiniana &
considered "FOR Chil drenos
ROOM USE ONLY". Librarian Il
3.1 The Library None 1 min.
Staff will scan the
barcode of the book
to update the Koha
ILS
Check out the None
Material:
3.1 The library user can
now borrow the material
until its due date
TOTAL 4 minutes
12.4 Returning Borrowed Book/s or Non-book Material/s
To return the borrowed book/s or non-book material/s.
Office or Division: Office of the City Library
Classification: Simple
Type of Transaction: G2C-Government to Public
Who may avail: the reading public
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
None
AGENCY FEES TO | PROCESSING PERSON
CHIENT STERS ACTIONS BE PAID TIME RESPONSIBLE
1. Present the borrowed | 1. The Library Staff None 1 min.
material/s to the Library | will check the due
Staff date and the
physical condition of
the material
1.1 The Library None 1 min. * Reference
Staff will scan the Section*
barcode of the book - Administrative Aide
to return and update v
the Koha ILS
1.2 The Library None 1 min. *Circulation Section
Staff will return the & Serials Section*
Valid ID of the - Administrative
Library User Assistant VI
*Filipiniana &
Chil drenobs
- Librarian 111
TOTAL 3 minutes
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GENERAL PUBLIC SERVICES

13. City Information Office

External Services
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13.1 Radio Guesting with the City's Weekly Radio Program

This serves as an avenue in discussing current issues and advocacies. It also provides
interaction between the city and the community.

Office or Division: City Information Office
Classification: Simple
Type of Transaction: G2G, G2C,G2B
Who may avail: Local Government Unit, Government Line Agencies, NGOs and other
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Request Letter
AGENCY FEES TO | PROCESSING PERSON
CRIENT STERs ACTIONS BE PAID TIME RESPONSIBLE
1. Client writes a 1. Receives request None 4 minutes Records Officer
request letter letter through the City Information
addressed to the Office | Records Section Office
of the City Mayor and/or
the City Administrator
through the City
Information Officer for
approval.
2. Upon approval of the | 2. Facilitates actual None 1 hour City Government
request, the client shall | radio guesting of Assistant Department
be scheduled for radio | the client Head
guesting. Or
Administrative Officer
v
City Information
Office
2.1 Uploads photos None 20 minutes Administrative
of the conducted Assistant
radio discussion to Or
the LGU Alaminos Administrative Aide
City, Pangasinan City Information
FB Page Office
TOTAL 1hr.and 24
minutes

13.2 Events Documentation
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This service covers all the latest events undertaken by the Local Government Unit,
Government Line Agencies, NGOs and other entities that provide relevant, adequate and timely

information to the general public.

Office or Division: City Information Office
Classification: Simple
Type of Transaction: G2G, G2C,G2B
Who may avail: Local Government Unit, Government Line Agencies, NGOs and other
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Request Letter and Action Slip
AGENCY FEES TO | PROCESSING PERSON
CLIENT TERE ACTIONS BE PAID TIME RESPONSIBLE
1. Client writes a 1. Receives the None 6 minutes Records Officer
request letter to the request letter City Information
Office of the City Mayor | through the Office
and/or the City Records Office
Administrator for
approval and action
slip.
1.1 Upon receipt of None 2 minutes Administrative Aide
the approved Or
request from the Administrative Officer
Records Section, as City Information
per action slip from Office
the Office of the
City Administrator,
the CIO staff shall
calendar to the
schedule of
activities for the
event
documentation.
1.2 The CIO staff None 5 minutes Administrative
shall coordinate Assistant
with the requesting Or
office. Administrative Aide
City Information
Office
1.3 The CIO staff None 2 minutes to 1 Administrative
shall proceed to the hour Assistant
designated depending on Or
documentation area the distance Administrative Aide
City Information
Office
1.4 The CIO staff None 15 minutes to Administrative
shall take photos to whole day Assistant
the designated depending on Or
documentation area event Administrative Aide
City Information
Office
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and 35 mins.

1.5 The CIO staff None 20 minutes Administrative
shall select photos (unloading to Assistant,
to be uploaded to uploading) Administrative Aide
the social media ( Unloading or
LGU Alaminos City, Choosing City Government
Pangasinan and Editing Assistant Department
Alaminos City, Approval Head 1
Pangasinan You uploading City Information
Tube) Office

2. Client may like/share None

the uploaded photos of

the events document

through the said social

media forms.

TOTAL 1 day, 1 hr.

13.3 Preparation of Business Correspondence

This service shall facilitate better flow of internal and external communication in the
organization and in the other government line agencies and entities.

Office or Division:

City Information Office

Classification:

Simple

Type of Transaction:

G2G, G2C,G2B

Who may avail:

Local Government Unit, Government Line Agencies, NGOs and other

of the business
correspondence ,
the CIO staff shall

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
None
AGENCY FEES TO | PROCESSING PERSON
CHIENT STERS ACTIONS BE PAID TIME RESPONSIBLE
1. Client writes a 1. Receives the None 4 minutes Records Officer
request letter to the request letter City Information
Office of the City Mayor | through the Office
and/or the City Records Office
Administrator for
approval and action
slip.
1.1 Upon receipt of None 20-45 minutes | Administrative Aide
approved request depending on Or
from the Records the nature of | Administrative Officer
Section, as per letters City Information
action slip from the Office
Office of the City
Administrator, the
CIO staff shall draft
the business
correspondence.
1.2 Upon approval None 30 minutes City Government

Assistant Department
Head 1,
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finalize it for the Administrative Officer
signature of the City v
Mayor and/or the Or
City Administrator Administrative Officer
Il
City Information
Office
1.3 The CIO staff None 6 minutes C.ity Government
. Assistant Department
shall bring the
approved requested . _Heaq 1 ,
bUSi Administrative Officer
usiness Y,
correspondence at
the Records Section . O_r ,
Administrative Officer
for release I
City Information
Office
2. Client shall get the 2. The Records None 5 minutes Records Officer
requested business Section Staff shall City Information
correspondence. receive and release Office
the approved
requested business
correspondence.
TOTAL 1 hr.and 30
mins.

13.4 Assistance to Job Seekers in Applying Local and Overseas Employment

This service shall help job seekers to find productive and gainful work opportunities both
for local and overseas employment.

Office or Division: City Information Office

Classification: Simple

Type of Transaction: G2C,G2B

Who may avail: Residents of Alaminos City and First District of Pangasinan

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Duly Accomplished biodata/curriculum
vitae/resume
AGENCY FEES TO | PROCESSING PERSON
CHIENT STERS ACTIONS BE PAID TIME RESPONSIBLE
1. Client submits duly 1. Accepts duly None 3 minutes Supervising Labor

accomplished bio-
data/curriculum
vitae/resume for
possible hiring.

accomplished bio- and Employment

data/curriculum Officer

vitae/resume for Or

possible hiring. Administrative Aide

City Information
Office

1.1 Files duly
accomplished bio-
data/curriculum

None 3 minutes Supervising Labor
and Employment
Officer

Or
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vitae/resume for
reference.

Administrative Aide
City Information
Office

1.2 Encodes data of None 5 minutes Supervising Labor
accomplished bio- and Employment
data/curriculum Officer
vitae/resume for Or
possible local and Administrative Aide
overseas employers City Information

Office

TOTAL 11 minutes

External Services
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14.1 Requesting data and other information about the City

The City Planning and Development Office collates and store various information about the
City. Information ranges from socio-economic data, development plans, maps, land use, and other
information which are available to the general public upon request.

Office or Division:

City Planning and Development Office

Classification:

Simple

Type of Transaction:

G2C

Who may avail:

General Public

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

(CPDO-IM-F04)

Duly accomplished Service Request Form

City Planning and Development Office (CPDO)

Approved Letter Request

Requesting Client

(PIS)

Enroliment in the Personal Information System

Management Information Section (MIS)

Data Protection Officer Clearance (For
Demographic Data and Sensitive Information);

City Legal Office

if applicable
AGENCY FEES TO | PROCESSING PERSON
SRISHUSUEES ACTIONS BE PAID TIME RESPONSIBLE
1. Clients secures a 1. Receive the None Mary Luz B.
copy of Letter Request | Approved Letter 5 minutes Braganza/ Recelle N.
received by the Request or Duly Cruz/ Manuel R.
Records Officer. accomplished Hernaez/ Ma. Elena
Service Request M. dela Cruz/ Lorelie
Form P. Pineda/ Sherrie S.
De Sesto
1.2. Staff in-charge Mary Luz B.
verifies if client has 30 minutes Braganza/ Recelle N.
been enrolled in the Cruz/ Manuel R.
PIS system. If Hernaez/ Ma. Elena
he/she is already M. dela Cruz/ Lorelie
enrolled, staff in- P. Pineda/ Sherrie S.
charge will get the De Sesto
client's PIS number.
1.3. Staff in-charge Mary Luz B.
refers the approved 2 minutes Braganza/ Recelle N.
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letter and service
request form of the
client to the City

Cruz/ Manuel R.
Hernaez/ Ma. Elena
M. dela Cruz/ Lorelie

Planning and P. Pineda/ Sherrie S.
Development De Sesto
Coordinator (CPDC)

1.4.The CPDC Engr. Eduardo A.

assesses request
and if available,
coordinates with the
concerned staff for
provision of data,
document or map.

15 minutes

Garcia / Recelle N.
Cruz

|. Core Areas:

1. Financial
Administration and
Sustainability

16 hours

Recelle N. Cruz

2. Disaster
Preparedness

16 hours

Sherrie S. De Sesto

3. Social Protection
and Sensitivity

16 hours

Lorelie P. Pineda

4. Health
Compliance and
Responsiveness

16 hours

Sherrie S. De Sesto

5. Sustainable
Education

16 hours

Recelle N. Cruz

6. Business
Friendliness and
Competitiveness

16 hours

Ma. Elena M. dela
Cruz

7. Safety, Peace
and Order

16 hours

Lorelie P. Pineda

8. Environmental
Management

16 hours

Manuel R. Hernaez

9. Tourism,
Heritage
Development,
Culture and the Arts

16 hours

Mary Luz B.
Braganza

10. Youth
Development

16 hours

Manuel R. Hernaez

II. Development
Sectors:

1. Social Sector

16 hours

Recelle N. Cruz

2. Environment

16 hours

Manuel R. Hernaez

3. Economic Sector

16 hours

4. Infrastructure
Sector

16 hours

Lorelie P. Pineda

5. Institutional
Sector

16 hours

Mary Luz B.
Braganza

6. Maps

a. Simple Maps

1 hour per map
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b. Complex Maps

16 hours per

Ma. Elena M. dela

map Cruz
7. Demographic Sherrie S. De Sesto
Data and Sensitive 4 hours
Information
1.5. The staff in- Recelle N. Cruz/
charge logs the Manuel R. Hernaez/
released data, 2 minutes Ma. Elena M. dela
documents, or Cruz/
maps in the log Lorelie P. Pineda /
sheet. The Client Mary Luz B.
shall sign in the log Braganza/
sheet upon Sherrie S. De Sesto/
receiving the data, James Rupert A.
document or map. Basila
Recelle N. Cruz/
Manuel R. Hernaez/
Ma. Elena M. dela
Cruz/
Lorelie P. Pineda /
Mary Luz B.
Braganza/
Sherrie S. De Sesto/
James Rupert A.
Basila
2. The Client receives 2. Staff in-charge Recelle N. Cruz/
the requested data and | provides client with None 3 minutes Manuel R. Hernaez/
accomplishes the Client | Client Satisfaction Ma. Elena M. dela
Satisfaction Survey Survey Form Cruz/
Form (CAdO-CSS-F05) | (CAdO-CSS-F05). Lorelie P. Pineda /
Mary Luz B.
Braganza/
Sherrie S. De Sesto/
James Rupert A.
Basila
2.1.Staff in-charge Recelle N. Cruz/
collects the Client 2 minutes Manuel R. Hernaez/

Satisfaction Survey
Form (CAdO-CSS-
FO05) for filing.

Ma. Elena M. dela
Cruz/
Lorelie P. Pineda /
Mary Luz B.
Braganza/
Sherrie S. De Sesto/
James Rupert A.
Basila
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GENERAL PUBLIC SERVICES

15. City Management Information System
Section

External Services
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15.1 Enrollment in the Personal Information System

The general public is encouraged to enroll in the Personal Information System (PIS) to
facilitate availment of services being provided by the City. It involves data capture of basic
information of the City's client, including digital photo and biometric which will be stored in the
City's database. This will be done only once upon personal appearance of the client.

Office or Division: Management Information System Section
Classification: Simple
Type of Transaction: G2C-Government to Citizen
Who may avail: All

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
DuIy_a_ccomphshed PIS Capture Form Management Information System Section
(1 original)
Valid ID Card with photo or proof of identity of | Department of Foreign Affairs, Land Transportation
the Client to facilitate verification Office, PhilHealth, Bureau of Internal Revenue, Post
(1 original) Office, Commission on Elections, Professional

Regulation Commission, Office for Senior Citizens
Affairs, Philippine Overseas Employment
Administration, Company

AGENCY FEES TO | PROCESSING PERSON
SLIANIT NS Es ACTIONS BE PAID TIME RESPONSIBLE
1. Requests for a PIS 1. Issues PIS None 1 minute Irene Bustria,
Capture Form Capture Form Emerson Racanday,

Ronie Racraquin, Jay
Arr Bautista,
Josephine Corpuz,
Michael Pagador,
Ronnel Brosola,
Richard Barcelona

2. Fills up the PIS Data | 2. Assists the client None 4 minutes Irene Bustria,
Capture Form in filling up the form Emerson Racanday,
Ronie Racraquin, Jay
Arr Bautista,
Josephine Corpuz,
Michael Pagador,
Ronnel Brosola,
Richard Barcelona

3. Submits duly 3. Encodes data in None 2 minutes Irene Bustria,
accomplished PIS the PIS database Emerson Racanday,
Capture Form Ronie Racraquin, Jay

Arr Bautista,
Josephine Corpuz,
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Michael Pagador,
Ronnel Brosola,
Richard Barcelona

4. Presents valid ID
Card or proof of identity

4. Verifies the valid
ID Card or proof of
identity

None

1 minute Irene Bustria,
Emerson Racanday,
Ronie Racraquin, Jay
Arr Bautista,
Josephine Corpuz,
Michael Pagador,
Ronnel Brosola,

Richard Barcelona

5. Undergo photo and
thumbprint registration

5. Captures photo
and assists
thumbprint
registration

None

Irene Bustria,
Emerson Racanday,
Ronie Racraquin, Jay

Arr Bautista,

Josephine Corpuz,
Michael Pagador,
Ronnel Brosola,

Richard Barcelona

2 minutes

6. Confirms if the
encoded data is correct

6. Reviews and
saves encoded
personal
information

None

Irene Bustria,
Emerson Racanday,
Ronie Racraquin, Jay

Arr Bautista,

Josephine Corpuz,
Michael Pagador,
Ronnel Brosola,

Richard Barcelona

1 minutes

7. Signs in the PIS
Service Logbook

7. Requests the
client to sign in the
PIS Service
Logbook

None

1 minute Irene Bustria,
Emerson Racanday,
Ronie Racraquin, Jay
Arr Bautista,
Josephine Corpuz,
Michael Pagador,
Ronnel Brosola,

Richard Barcelona

TOTAL

12 minutes

15.2 Enrollment in the Personal Information System-by Representation

The general public is encourage to enroll in the PIS to facilitate availment of services being
provided by the City. It involves data capture of basic information of the City's clients, including
digital photo and biometrics which will be stored in the City's database. This will be done only once

and is available to clients that are indisposed.

Office or Division:

Management Information System Section

Classification:

Simple

Type of Transaction:

G2C-Government to Citizen

Who may avail:

All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

141




Duly accomplished PIS Capture Form by the

Client (1 original)

Management Information System Section

Duly accomplished PIS Capture Form by the

Representative (1 original)

Management Information System Section

Valid ID Card with photo or proof of identity of
the Client to facilitate verification (1 original)

Department of Foreign Affairs, Land Transportation
Office, PhilHealth, Bureau of Internal Revenue, Post
Office, Commission on Elections, Professional
Regulation Commission, Office for Senior Citizens
Affairs, Philippine Overseas Employment
Administration, Company

Valid ID Card with photo or proof of identity of
the Representative to facilitate verification

(1 original)

Department of Foreign Affairs, Land Transportation
Office, PhilHealth, Bureau of Internal Revenue, Post
Office, Commission on Elections, Professional
Regulation Commission, Office for Senior Citizens
Affairs, Philippine Overseas Employment
Administration, Company

Colored 2"x2" picture of the Client (1 original)

Photo Studio

Letter of Authorization of the Client to enroll in

the PIS (1 original)

Client

CLIENT STEPS

AGENCY
ACTIONS

PERSON
RESPONSIBLE

FEES TO
BE PAID

PROCESSING
TIME

1. Requests for a PIS
Capture Form

1. Issues PIS
Capture Form

Irene Bustria,
Emerson Racanday,
Ronie Racraquin, Jay

Arr Bautista,

Josephine Corpuz,
Michael Pagador,
Ronnel Brosola,

Richard Barcelona

None 1 minute

2. Fills up the PIS Data
Capture Form

2. Assists the client
in filling up the form

Irene Bustria,
Emerson Racanday,
Ronie Racraquin, Jay

Arr Bautista,

Josephine Corpuz,
Michael Pagador,
Ronnel Brosola,

Richard Barcelona

None 4 minutes

3. Submits duly
accomplished PIS
Capture Form

3. Encodes data in
the PIS database

Irene Bustria,
Emerson Racanday,
Ronie Racraquin, Jay

Arr Bautista,

Josephine Corpuz,
Michael Pagador,
Ronnel Brosola,

Richard Barcelona

None 2 minutes

4, Presents valid ID
Card or proof of identity
and Letter of
Authorization

4. Verifies the valid
ID Card or proof of
identity and Letter
of Authorization

None 1 minute Irene Bustria,
Emerson Racanday,
Ronie Racraquin, Jay
Arr Bautista,
Josephine Corpuz,

Michael Pagador,
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Ronnel Brosola,
Richard Barcelona
5. Undergo photo and 5. Captures photo None 2 minutes Irene Bustria,
thumbprint registration | and assists Emerson Racanday,
thumbprint Ronie Racraquin, Jay
registration Arr Bautista,
Josephine Corpuz,
Michael Pagador,
Ronnel Brosola,
Richard Barcelona
6. Confirms if the 6. Reviews and None 1 minutes Irene Bustria,
encoded data is correct | saves encoded Emerson Racanday,
personal Ronie Racraquin, Jay
information Arr Bautista,
Josephine Corpuz,
Michael Pagador,
Ronnel Brosola,
Richard Barcelona
7. Signs in the PIS 7. Requests the None 1 minute Irene Bustria,
Service Logbook client to sign in the Emerson Racanday,
PIS Service Ronie Racraquin, Jay
Logbook Arr Bautista,
Josephine Corpuz,
Michael Pagador,
Ronnel Brosola,
Richard Barcelona
TOTAL 12 minutes

15.3 Updating Information in the Personal Information System

This service is available to clients who wish to update their information captured in the
Personnel Information System.

Office or Division:

Management Information System Section

Classification:

Simple

Type of Transaction:

G2C-Government to Citizen

Who may avail:

All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Client (1 original)

Duly accomplished PIS Capture Form by the

Management Information System Section

Valid ID Card with photo or proof of identity of
the Client to facilitate verification (1 original)

Department of Foreign Affairs, Land Transportation
Office, PhilHealth, Bureau of Internal Revenue, Post
Office, Commission on Elections, Professional
Regulation Commission, Office for Senior Citizens
Affairs, Philippine Overseas Employment

Administration, Company

Documents required for updating (1 original)

CLIENT STEPS

AGENCY
ACTIONS

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE
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1. Requests for a PIS
Capture Form

1. Issues PIS
Capture Form

None

1 minute

Irene Bustria,
Emerson Racanday,
Ronie Racraquin, Jay

Arr Bautista,

Josephine Corpuz,
Michael Pagador,
Ronnel Brosola,

Richard Barcelona

2. Fills up the PIS Data
Capture Form

2. Assists the client
in filling up the form

None

4 minutes

Irene Bustria,
Emerson Racanday,
Ronie Racraquin, Jay

Arr Bautista,

Josephine Corpuz,
Michael Pagador,
Ronnel Brosola,

Richard Barcelona

3. Submits duly
accomplished PIS
Capture Form

3. Encodes data in
the PIS database

None

1 minutes

Irene Bustria,
Emerson Racanday,
Ronie Racraquin, Jay

Arr Bautista,

Josephine Corpuz,
Michael Pagador,
Ronnel Brosola,

Richard Barcelona

4. Presents valid ID
Card or proof of identity
and documents
required for updating

4. Verifies the valid
ID Card or proof of
identity and Letter

of Authorization

None

1 minute

Irene Bustria,
Emerson Racanday,
Ronie Racraquin, Jay

Arr Bautista,

Josephine Corpuz,
Michael Pagador,
Ronnel Brosola,

Richard Barcelona

5. Undergo photo
registration

5. Captures photo

and assists
thumbprint
registration

None

2 minutes

Irene Bustria,
Emerson Racanday,
Ronie Racraquin, Jay

Arr Bautista,

Josephine Corpuz,
Michael Pagador,
Ronnel Brosola,

Richard Barcelona

6. Confirms if the
encoded data is correct

6. Reviews and
saves encoded
personal
information

None

1 minutes

Irene Bustria,
Emerson Racanday,
Ronie Racraquin, Jay

Arr Bautista,

Josephine Corpuz,
Michael Pagador,
Ronnel Brosola,

Richard Barcelona

7. Signs in the PIS
Service Logbook

7. Requests the

client to sign in the

PIS Service
Logbook

None

1 minute

Irene Bustria,
Emerson Racanday,
Ronie Racraquin, Jay

Arr Bautista,
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Josephine Corpuz,
Michael Pagador,
Ronnel Brosola,

Richard Barcelona

TOTAL

11 minutes

15.4 Updating Information in

Representation

the Personal Information System-by

This service is available to clients who wish to update their information captured in the
Personnel Information System thru the clients representative.

Office or Division:

Management Information System Section

Classification: Simple

Type of Transaction:

G2C-Government to Citizen

Who may avail: All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Duly accomplished PIS Capture Form by the
Client (1 original)

Management Information System Section

Duly accomplished PIS Capture Form by the
Representative (1 original)

Management Information System Section

Valid ID Card with photo or proof of identity of
the Client to facilitate verification (1 original)

Department of Foreign Affairs, Land Transportation
Office, PhilHealth, Bureau of Internal Revenue, Post
Office, Commission on Elections, Professional
Regulation Commission, Office for Senior Citizens
Affairs, Philippine Overseas Employment
Administration, Company

Valid ID Card with photo or proof of identity of
the Representative to facilitate verification
(1 original)

Department of Foreign Affairs, Land Transportation
Office, PhilHealth, Bureau of Internal Revenue, Post
Office, Commission on Elections, Professional
Regulation Commission, Office for Senior Citizens
Affairs, Philippine Overseas Employment
Administration, Company

Documents required for updating
(1 original)

Capture Form Capture Form

Letter of Authorization of the Client to update | Client
information in the PIS (1 original)
AGENCY FEES TO | PROCESSING PERSON
CHIENT STERS ACTIONS BE PAID TIME RESPONSIBLE
1. Requests for a PIS 1. Issues PIS None 1 minute Irene Bustria,

Emerson Racanday,
Ronie Racraquin, Jay
Arr Bautista,
Josephine Corpuz,
Michael Pagador,
Ronnel Brosola,
Richard Barcelona
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2. Fills up the PIS Data
Capture Form

2. Assists the client
in filling up the form

None

4 minutes

Irene Bustria,
Emerson Racanday,
Ronie Racraquin, Jay

Arr Bautista,

Josephine Corpuz,
Michael Pagador,
Ronnel Brosola,

Richard Barcelona

3. Submits duly
accomplished PIS
Capture Form

3. Encodes data in
the PIS database

None

1 minutes

Irene Bustria,
Emerson Racanday,
Ronie Racraquin, Jay

Arr Bautista,

Josephine Corpuz,
Michael Pagador,
Ronnel Brosola,

Richard Barcelona

4. Presents valid ID
Card or proof of
identity, documents
required for updating,
and Letter of
Authorization

4. Verifies the valid
ID Card or proof of
identity, documents
required for
updating, and Letter
of Authorization

None

1 minute

Irene Bustria,
Emerson Racanday,
Ronie Racraquin, Jay

Arr Bautista,

Josephine Corpuz,
Michael Pagador,
Ronnel Brosola,

Richard Barcelona

5. Undergo photo
registration

5. Captures photo

None

1 minutes

Irene Bustria,
Emerson Racanday,
Ronie Racraquin, Jay

Arr Bautista,

Josephine Corpuz,
Michael Pagador,
Ronnel Brosola,

Richard Barcelona

6. Confirms if the
encoded data is correct

6. Reviews and
saves encoded
personal
information

None

1 minutes

Irene Bustria,
Emerson Racanday,
Ronie Racraquin, Jay

Arr Bautista,

Josephine Corpuz,
Michael Pagador,
Ronnel Brosola,

Richard Barcelona

7. Signs in the PIS
Service Logbook

7. Requests the
client to sign in the
PIS Service
Logbook

None

1 minutes

Irene Bustria,
Emerson Racanday,
Ronie Racraquin, Jay

Arr Bautista,

Josephine Corpuz,
Michael Pagador,
Ronnel Brosola,

Richard Barcelona

TOTAL

10 minutes
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GENERAL PUBLIC SERVICES

16. City Accounting Office

Internal Services
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16.1 Voucher Processing

Disbursement Vouchers (DV), Petty Cash Vouchers (PCV), and Liquidation Vouchers (LV)
go through the process of Allotment Obligation, Pre-Audit, and Issuance of Accountant's Advice
of Local Check Disbursement.

Office or Division: Office of the City Accountant
Classification: Simple
Type of Transaction: G2G /G2C
Who may avail: City Employees:(1) In-Charge in Voucher Processing, (2) Payees of
Voucher/ Authorized Representatives
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Duly accomplished DV, PCV, and LV I(:)cf)frlrcnes)of the City Accountant (Soft / Hard Copy of
Duly approved Obligation Request Office of the City Budget Officer
Complete voucher supporting documents (per | Various issuer of Source Documents
COA checklist) Office of the City Accountant (COA Checklist)
Approved D,V & Is_sued Check (for Office of the City Treasurer
Accountant's Advice)
AGENCY FEES TO | PROCESSING PERSON
SRISHUSUEES ACTIONS BE PAID TIME RESPONSIBLE
1. Present Voucher for: | Amount of claims None 2 minutes Administrative
Obligation of Allotment | are charged to Assistant Il (Office
respective allotment Accounts)
releases
2 minutes City Government
Assistant Department
Head-| (Special
Purpose, Development
Funds, & Continuing
Appropriations)
2. Present Voucher for: | Vouchers are None 20min Administrative Officer
Pre-Audit checked as to: (Travelling), V / Accountant Ill
(a)Completeness of 15min (Cash (DV & LV)
supporting Advance),
documents; 60min (Civil
(b)Obligation of Works),
allotment; and 20min(Service
(c)Accuracy of s), 20min
computation of (Financial Administrative Officer
claims Asssitance), IV / Management &
20min Audit Analyst Il
(Gasoline), (PCF & DV-Bills)
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5min (Petty
Cash Voucher)

for: Issuance of
Accountant's Advice of
Local Check

Accountant's Advice

5.2 City Accountant

3.Present Voucher for: | Each DV is None 21015 Administrative
Assignment of number | assigned and minutes Assistant VI /
stamped with (depending on | Computer Operator
specific tracing the number of i
number. All sheets
supporting attached to the
documents are DV)
likewise stamped
with the assigned
DV number
4.Present Voucher for: | City Accountant None 5 minutes City Accountant
Signature of the City signs on Box A of
Accountant the Disbursement
Voucher to certify
as to (1) Allotment
Obligated
(2)Supporting
Documents
Complete
5. Present DV & Check | 5.1 Preparation of None 5.1 5 minutes 5.1 Administrative

Assistant VI /

Computer Operator

Disbursement signs the
Accountant's Advice 5.2 5minutes | 5.2 City Accountant
TOTAL* 92 minutes

*Computed on the longest waiting time

16.2 Issuance of Certificate of Net Take Home Pay

Employees of the City Government are issued Certificate of Net Take Home Pay to form

part of the requirements on their Personal Loan Applications.

Office or Division:

Office of the City Accountant

Classification:

Simple

Type of Transaction:

G2G

Who may avail:

City Government Employees

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Approved Document Request Form

Office of the City Accountant

Official Receipt (Certification Fee)

Office of the City Treasurer

Certificate of Net Take
Home Pay by filling up
the Accounting Office

approves the
Accounting Office
Document Request
Form

AGENCY FEES TO | PROCESSING PERSON
SRS eSS ACTIONS BE PAID TIME RESPONSIBLE
1. Request for 1.1 City Accountant None 1 minute City Accountant
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Document Request
Form

1.2 Retrieval of None 5 minutes Administrative
payroll files for data Assistant VI /
reference Computer Operator
11
2. Pay the certification P70.00
fee to the Office of the (Certification
City Treasurer Fee)
3. Present the Original 3.1 Prepare the None 5 minutes Administrative
Copy of Official Receipt | Certificate of Net Assistant VI /
to the Office of the City | Take Home Pay, Computer Operator
Accountant incorporating the i
number of Official
Receipt on the
Certificate
3.2 City Accountant 2 minutes City Accountant
signs the Certificate
of Net Take Home
Pay
4. Receive the original Issue the original None 1 minute Administrative
copy of the Certificate copy of the Assistant VI /
of Net Take Home Pay | Certificate of Net Computer Operator
Take Home Pay [
TOTAL 14 minutes
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GENERAL PUBLIC SERVICES

16. City Accounting Office

External Services
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16.3 Issuance of BIR Form NO. 2306 and NO.2307

Accredited Suppliers/Contractors of the City Government are issued Certificate of Final Tax
Withheld at Source (BIR Form No0.2306) and Certificate of Creditable Tax Withheld at Source (BIR
Form No.2307) on Income Payments withheld by the City for remittance to the Bureau of Internal

Revenue.

Office or Division:

Office of the City Accountant

Classification:

Simple

Type of Transaction:

G2B

Who may avail:

Accredited Suppliers of Goods, Services, and Contractors

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Photocopy of Disbursement Voucher

Office of the City Treasurer / Office of the City

Accountant
AGENCY FEES TO | PROCESSING PERSON
CRIENT STERs ACTIONS BE PAID TIME RESPONSIBLE
1. Request for BIR 1.1 Prepare BIR None 5 minutes Management & Audit
Form 2306/2307 by Form 2306/2307 in Analyst Il /
filling up the Accounting | triplicate; Administrative Officer
Office Document v
Request Form
1.2 City Accountant None 2 minutes City Accountant
affixes signature on
BIR Form
2306/2307
2. Receive two copies Issue two copies of None 1 minute Management & Audit
of the duly the duly Analyst 11 /
accomplished BIR Form | accomplished BIR Administrative Officer
2306/2307 Form 2306/2307 I\
TOTAL 8 minutes
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GENERAL PUBLIC SERVICES

17. City Treasurer's Office

External Services
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17.1 Collection of Community Tax

This procedure covers the collection of real property tax, business tax, other general
collections, miscellaneous fees, and remittances from economic enterprise, grants and shares
from partnership with national government agencies, community tax certificate in the City of

Alaminos.

Office or Division:

City Treasurer's Office

Classification:

Simple

Type of Transaction:

G2C - Government to Public G2B - Government to Business Entity

Who may avail:

All residents 18 years old and above and all registered business owners or
who owns real properties in the city

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. PIS

Management Information Section Office

2. Presence of the person securing
Community Tax Certificate

3. Community Tax Certificate (Individual) BIR . , ,
Form 0016 (December, 2014) City Treasurer's Office

4. Community Tax Certificate (Corporate) BIR
Form 0017 (December, 2014)

City Treasurer's Office

AGENCY FEES TO | PROCESSING PERSON
CRIENT STIERE ACTIONS BE PAID TIME RESPONSIBLE

1. Alaminos City 1. Search for the None 2 minutes Revenue Collection
residents 18 years old clients PIS Record Clerk | - Window 4
and above request for in the Community Administrative
Community Tax Tax Certificate Assistant VI -
Certificate at Window 4 | System (CTCS) Window 5
or 5. Client will fill up
the Payment Request
Form available at every
counter

1.2 If PIS is not None 10 minutes MIS Office

available, the

cashier will require
the person to apply
for PIS at the MIS

Office
2. Payment of required | 2. Interview client PHP1.00 5 minutes Revenue Collection
CTC fees for the declaration for every Clerk I - Window 4
of gross receipts PHP Administrative
derived from 1,000.00 Assistant VI -
business during the gross Window 5
preceding year and | receipts +
other personal P 5.00
information of the Basic

individual business communit

154



owner and collects
the corresponding
fee

Penalty: 2% penalty
shall be added for
every succeeding
month after February.

y tax + P
20.00 ICT
Fee

2.2 Concerned
employee enters
fixed income of P
5,000.00 for Senior
Citizen Residents
and collects the
corresponding fee
Penalty: 2% penalty
shall be added for
every succeeding
month after February.

PHP5.00 +
PHP5.00
Basic
community
tax +
PHP20.00
ICT Fee

5 minutes

Revenue Collection
Clerk | - Window 4
Administrative
Assistant VI -
Window 5

2.3 Collect basic
community tax from
students 18 years
old and above and
the ICT Fee
Penalty: 2% penalty
shall be added for
every succeeding
month after February.

PHP5.00
Basic
community
tax +
PHP20.00
ICT Fee

5 minutes

Revenue Collection
Clerk | - Window 4
Administrative
Assistant VI -
Window 5

2.4. Issue the
accomplished CTC
(Community Tax
Certificate
(Corporate) BIR
Form 0017
(December, 2014)
or Community Tax
Certificate
(Individual) BIR
Form 0016
(December, 2014)
to the requesting
client and retain the
duplicate and
triplicate copy of the
CTC

None

5 minutes

Revenue Collection
Clerk | - Window 4
Administrative
Assistant VI -
Window 5

3. Client checks for the
information in the CTC
if the cashier entered

the correct information

TOTAL

32 minutes
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17.2 Collection of Business Taxes

All business owners/operators renewing their business permit shall pay their Business

Taxes based on their gross receipts of the preceding year.

Office or Division:

City Treasurer's Office

Classification: Simple

Type of Transaction:

G2B - Government to Business Entity

Who may avail:

All registered business owners in the city

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Payment Order Form for New (system
generated)

City Business Permit and Licensing Office (CBPLO)

2. Payment Order Form for renewal (system
generate) (BPLS Form No: 3-B)

City Treasurer's Office

3. Community Tax Certificate (Individual) BIR
Form 0016 (December, 2014)

City Treasurer's Office

4. Community Tax Certificate (Corporate) BIR
Form 0017 (December, 2014)

City Treasurer's Office

5. Accountable Form No. 51-C (Revised
January, 1992)

City Treasurer's Office

Principal

1. PIS

Management Information Section Office

2. Application form for Business (New /
Renewal)

City Treasurer's Office / Business Permit and
Licensing Office

3. Sanitary Permits / Clearances (Zoning,
RPT, Account Clearances)

City Health Office, City Engineer's Office, City
Treasurer's Office

Representative

1. Special Power of Attorney

Principal / Business Owner

2. ldentification card of the principal / person
being represented

Company ID or any Government Issued ID (BIR,
Post Office, DFA, PSA, SSS, GSIS, Pag-ibig)

3. ldentification card of the representative

Company ID or any Government Issued ID (BIR,
Post Office, DFA, PSA, SSS, GSIS, Pag-ibig)

Application Form to
Assessment Officer for
the assessment of
gross receipts at
Window 1

*make sure to present all
the permits and
clearances together with
the application form)

presence of the
required documents

AGENCY FEES TO | PROCESSING PERSON
SRISHUSUEES ACTIONS BE PAID TIME RESPONSIBLE
1. Present approved 1. Verify the None 5 minutes Supervising Adm.

Officer - Window 1
or
Supervising Adm.
Officer - Window 2
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1.2 Interview the None 10 minutes Supervising Adm.
business owner or Officer - Window 1
its representative on or
the declaration of Supervising Adm.
gross receipts from Officer - Window 2
the preceding year
and enter the
information on the
system which shall
be automatically
computed by the
system in
accordance with the
Local Tax Code the
Municipal Revenue
Code of 1993
1.2 Approval of None 5 minutes City Treasurer
assessment - Gross Assistant City
receipts with Treasurer
discrepancies and
those from top
taxpayers
2. Client confirms the 2. Inform the client None 3 minutes Supervising Adm.
assessment thru on what biometrics Officer - Window 1
biometrics is required by the or
system Supervising Adm.
Officer - Window 2
3. Client proceed to 3. Present to the None 5 minutes LRCO Il - Window 3
window 3 to be client the computed
informed on the tax due | tax due and
and confirm the mode Interview the client
of payment they optto | on the mode of
pay (quarterly, semi- payment they opt to
annual, full payment) pay.
Mode of Payment:
Annually - within the first
(20) days of January
Semi-Annually - January
20 and July 20
Quarterly - January 20,
April 20, July 20 and
October 20
3.1. Print the None 5 minutes LRCO Il - Window 3
Payment Order
Form (BPLS Form
No. 3-B
4. Payment of Required | 4. Check from the 5 minutes Revenue Collection

CTC

POF the gross
receipts derived
from business
during the
preceding year and
other information of

Clerk | - Window 4
or
Administrative
Assistant VI -
Window 5
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the individual
business owner/
corporation

P 2.00 for
every P
5,000.00

gross

receipts +
P 500.00

Basic
community
tax + P
20.00 ICT
Fee
Penalty:
2% penalty
shall be
added for
every
succedding
month after

February.

For Individual

PHP1.00
for every
PHP
1,000.00
gross
receipts +
P 5.00
Basic
community
tax + PHP
20.00 ICT
Fee

For Corporation:

PHP2.00
for every
PHP
5,000.00
gross
receipts +
P 500.00
Basic
community
tax +
PHP20.00
ICT Fee

Penalty: 2% penalty shall be added
for every succeeding month after

February

4.1 Print two (2)
copies of the
Payment Order

None

5 minutes

Revenue Collection
Clerk I - Window 4
Admistrative
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Form and give all
copies to the client.
Only electronic /
soft copy shall be
retained by the

Assistant VI -
Window 5

CTrO.
5. Payment of Business | 5. Examine all the None 5 minutes Revenue Collection
Taxes documents Clerk I - Window 6
presented by the or
business owner / Revenue Collection
representative and Clerk 1l - Window 7
look-up for the
business plate
number in the
system
5.1 Accept the 5 minutes Revenue Collection
payment based on Clerk | - Window 6
the Payment Order Revenue Collection
Form Clerk 1l - Window 7
The business taxes due Penalties: 25% Discounts: Extension of
shall be based on the penalty of each 2% discount | Deadline: The
Local Tax Code of the City | delinquent quarter shall be deadline may be
and the Municipal shall be added to given to the | extendd if the

Revenue Code of 1993
*See attached Schedule
of Fees for Business
Taxes

business tax fee after
20th day of January,
April, July and
October of the current
year and 2% montly
interest

taxpayers if
the
taxpayers
pays in full,
the business
is not

due dates fall on
Saturdays or
Sundays or
holidays on the
next working
day or may be

delinquent extended by the
and due Sangguniang
dates fall on | Panlungsod thru
the same an Ordinance
date
scheduled
by the
CBPLO
5.2 Issue the None 5 minutes Revenue Collection
Official Receipt Clerk | - Window 6
Accountable Form Revenue Collection
No. 51-C (Revised Clerk Il - Window 7
January, 1992) and
retain the duplicate
and triplicate copy
of the Ors and the
Payment Order
Form for New
(system generated)
TOTAL 58 minutes
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17.3 Collection of Real Property Tax

Collection of tax levied on Real Property such as land, building, machinery & other
improvement which are determined on the basis of a fixed proportion of the value of the property.

Office or Division: City Treasurer's Office
Classification: Simple
Type of Transaction: G2B & G2C
Who may avail: All real property tax owners in the City of Alaminos
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. PIS Management Information Section Office
2. Tax Declaration City Assessor's Office
3. Statement of Accounts City Treasurer's Office
4. Old Official Receipt (AF Form No. 56 City Assessor's Office, City Treasurer's Office
Revised 1992)
AGENCY FEES TO | PROCESSING PERSON
CRIENT STIERE ACTIONS BE PAID TIME RESPONSIBLE
1. Client informs the 1. Verifies the None 5 minutes Revenue Collection
revenue collector the record of the Clerk Ill, Window 9
identification of the Real | taxpayers from the and 11
Property to be Taxed Land Tax System
(name of owner and (LTS) of the Real
location of property) Property Tax
Account Register
(RPTAR) if the
subject property has
delinquency.
1.2 Inform the None 3 minutes Revenue Collection
taxpayer if the Clerk 1ll, Window 9
subject property has and 11
delinquencies
2. Client will inform the | 2. Set in the Land None 3 minutes Revenue Collection
revenue collector on the | Tax System (LTS) Clerk 1ll, Window 9
mode of payment of the mode of and 11
their properties payment option of
the taxpayer
The modes of None 3 minutes Supervising Adm.
payment are as Officer - Window 1
follows: or
1st Quarter- January Supervising Adm.
March 31 Officer - Window 2
2nd Quarter-
April to June 30
3rd Quarter-
July to Sept. 30
4th Quarter i
October to Dec. 31
3. Client Pay Real 3. Collect the tax Tax Due = 5 minutes 3. Client Pay Real
Property Taxes due from the tax AV X 1% X Property Taxes
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payer and issue 2 (Basic &

corresponding SEF) + ICT
Official Receipt (AF Fee
Form No. 56 (Php20.00)
Revised 1992) to

the taxpayer and Tax Due =

retain the duplicate | AV x 1% x
and triplicate copy 2 (Basic &
of the OR SEF) +
Interests (if
delinquent)
ICT Fee
(Php20.00)
For advance payment | Tax Due =
paid before the 1stof | AV x 1% X

January in 2 (Basic &
succeeding year shall SEF) less

be entitled to 20%

discount: 20% +
' ICT Fee
(Php20.00)
For prompt payment Tax Due =
made on or before AV X 1% X
31st of March in the 2 (Basic &
current shall be
e_ntitled tp 15% 185%/5)4_'?(8:?'-
discount:
Fee
(Php20.00)

2% penalty shall be charged every month if taxpayer
fails to pay after the deadline

TOTAL | | 19 minutes

17.4 Issuance of Account Clearance

Account Clearance is issued to all business owners / tricycle operators renewing their
business permits / tricycle legalization without outstanding balances.

Office or Division: City Treasurer's Office
Classification: Simple
Type of Transaction: G2B & G2C
Who may avail: All Tricycle operators and business owners
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Accountable Form No. 51-C (Revised
January, 1992)
For Business

City Treasurer's Office

1. PIS Management Information Section Office
2. Renewal - Application Form Business Permit and Licensing Section
3. Retlrement - Application Form for Business Permit and Licensing Section
Retirement

For Tricycle

1. PIS Management Information Section Office
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2. Application Form for Tricycle Legalization

Transportation and Regulation Office

AGENCY FEES TO | PROCESSING PERSON
SIS SRS ACTIONS BE PAID TIME RESPONSIBLE
For Business
1. Client present the 1. Verify the None 2 minutes Revenue Collection
accomplished information Clerk I - Window 4,
application form indicated in the Administrative
required and request for | application form Assistant Il - Window
clearance 5, Revenue
Collection Clerk I -
Window 6 and
Revenue Collection
Clerk 1l - Window 7
1.1 Verify from the None 2 minutes Local Revenue
record if applicant Collection Officer | T
(business) has Mezzanine
outstanding City Treasurer's
obligation Office
2. Clients with 2. Issue Outstanding 2 minutes Revenue Collection
outstanding obligations | corresponding balance + Clerk | - Window 4,
shall pay first their Official Receipt penalties + Administrative
balances to the cashier | Accountable Form interest + Assistant Il - Window
prior to the issuance of | No. 51-C (Revised ICT Fee 5, Revenue
account clearance January, 1992) Php20.00 Collection Clerk | -
upon payment of Window 6 and
dues and retain the Revenue Collection
duplicate and Clerk 1l - Window 7
triplicate copy of the
OR's
3. Client present the 3. Issue account None 2 minutes Local Revenue
OR of payment of clearance to the Collection Officer | -
outstanding balances to | client and record Mezzanine City
the employee in-charge | the clearance Treasurer's Office
of business accounts issued.
3.1 City Treasurer / None 1 minute City Treasurer
Assistant City Assistant City
Treasurer approves Treasurer
the Account
Clearance
For Tricycle Legalization
1. Client present the 1. Verify the None 2 minutes Revenue Collection
accomplished information Clerk | - Window 4,

application form
required and request for
clearance

indicated in the
application form

Administrative
Assistant Il - Window
5, Revenue
Collection Clerk I -
Window 6 and
Revenue Collection
Clerk Il - Window 7
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2. Payment of Fees 2. Issue 2 minutes Revenue Collection
corresponding Clerk | - Window 4,
Official Receipt Administrative
Accountable Form Assistant Il - Window
No. 51-C (Revised 5, Revenue
January, 1992) Collection Clerk I -
upon payment of Window 6 and
dues and retain the Revenue Collection
duplicate and Clerk 1l - Window 7
triplicate copy of the
OR's
Franchise Fee PHP50.00
Tricycle per unit
Mayor's Permit PHP 37.50
Tricycle per unit
Registration/Filing PHP
Fees Tricycle 100.00
per unit
Sticker Tricycle PHP 40.00
per unit
Police Clearance PHP 30.00
Tricycle per unit
Court Clearance PHP 20.00
Tricycle per unit
Health Certificate PHP 20.00
Tricycle Per unit
Supervision PHP 40.00
Tricycle per unit
Documentary PHP 90.00
Stamp per
application
Paring Fee PHP 150
per unit
ICT Fee PHP 20.00
per
application
3. Present the OR and | 3. Concerned None 2 minutes Administrative
complete application employee records Assistant VI -City
form to the in-charge of | all the necessary Treasurer's Office
account clearance for information in the
tricycle for the issuance | log book and
of account clearance accomplish the
account clearance
3.1 Concerned None 1 minute Administrative
employee issue Assistant VI -City
account clearance Treasurer's Office
to the client.
3.3 City Treasurer / None 1 minute City Treasurer
Assistant City Assistant City
Treasurer approves Treasurer

the Account
Clearance
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| | TOTAL | | 17 minutes

17.5 Issuance of Real Property Tax Clearance

Real property clearance is issued to all business owners renewing their permit and all other
person in need of this clearance without RPT Delinquency.

Office or Division: City Treasurer's Office

Classification: Simple

Type of Transaction: G2B & G2C

Who may avail: All real property tax owners in the City of Alaminos
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. PIS Management Information Section Office

2. Tax Declaration City Assessor's Office

3. Accountable Form No. 51-C (Revised

January, 1992) City Treasurer's Office

AGENCY FEES TO BE | PROCESSIN PERSON
SRISUSUERS ACTIONS PAID G TIME RESPONSIBLE
1. Client request for the | 1. Verifies if the None 5 minutes Revenue Collection
account clearance of a | subject real Clerk 1l - Window 9
subject real property property has and 11, Local
delinquency Revenue Collection

Officer IV, Local
Revenue Collection
Officer Il - Land Tax

Section.
1.1 Client present the 1.1 Verify the None 2 minutes Revenue Collection
accomplished information Clerk | - Window 4,
application form indicated in the Administrative
required and request for | application form Assistant Il -
clearance Window 5, Revenue
Collection Clerk | -
Window 6 and

Revenue Collection
Clerk Il - Window 7

1.2 Verify from the None 2 minutes Local Revenue
record if applicant Collection Officer I
(business) has Mezzanine
outstanding City Treasurer's
obligation Office
2. Clients with 2. Issue 2 minutes Revenue Collection
outstanding obligations | corresponding Outstanding Clerk | - Window 4,
shall pay first their Official Receipt balance + Administrative
balances to the cashier | Accountable Form penalties + Assistant Il -
prior to the issuance of | No. 51-C (Revised Interest + Window 5, Revenue
account clearance January, 1992) ICT Fee Collection Clerk | -
upon payment of Php20.00 Window 6 and
dues and retain the Revenue Collection
duplicate and Clerk 1l - Window 7
triplicate copy of the
OR's
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3. Client present the 3. Issue account None 2 minutes Local Revenue
OR of payment of clearance to the Collection Officer | -
outstanding balances to | client and record Mezzanine City
the employee in-charge | the clearance Treasurer's Office
of business accounts issued.
3.1 City Treasurer / None 1 minute City Treasurer
Assistant City Assistant City
Treasurer approves Treasurer
the Account
Clearance
For Tricycle Legalization
1. Client present the 1. Verify the None 2 minutes Revenue Collection
accomplished information Clerk | - Window 4,
application form indicated in the Administrative
required and request for | application form Assistant Il -
clearance Window 5, Revenue
Collection Clerk I -
Window 6 and
Revenue Collection
Clerk Il - Window 7
2. Payment of Fees 2. Issue 2 minutes Revenue Collection
corresponding Clerk I - Window 4,
Official Receipt Administrative
Accountable Form Assistant Il -
No. 51-C (Revised Window 5, Revenue
January, 1992) Collection Clerk I -
upon payment of Window 6 and
dues and retain the Revenue Collection
duplicate and Clerk 1l - Window 7
triplicate copy of the
OR's
Franchise Fee PHP50.00
Tricycle per unit
Mayor's Permit PHP 37.50
Tricycle per unit
Registration/Filing | PHP 100.00
Fees Tricycle per unit
Sticker Tricycle PHP 40.00
per unit
Police Clearance PHP 30.00
Tricycle per unit
Court Clearance PHP 20.00
Tricycle per unit
Health Certificate PHP 20.00
Tricycle Per unit
Supervision PHP 40.00
Tricycle per unit
Documentary PHP 90.00
Stamp per
application
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Paring Fee PHP 150 per
unit
ICT Fee PHP 20.00
per
application

3. Presentthe OR and | 3. Concerned None 2 minutes Administrative
complete application employee records Assistant VI -City
form to the in-charge of | all the necessary Treasurer's Office
account clearance for information in the
tricycle for the issuance | log book and
of account clearance accomplish the

account clearance

3.1 Concerned None 1 minute Administrative

employee issue Assistant VI -City

account clearance Treasurer's Office

to the client.

3.3 City Treasurer / None 1 minute City Treasurer

Assistant City Assistant City

Treasurer approves Treasurer

the Account

Clearance

TOTAL 22 minutes

17.6 Issuance of Ownership of Large Cattle

Account Clearance is issued to all business owners / tricycle operators renewing their
business permits / tricycle legalization without outstanding balances.

Office or Division:

City Treasurer's Office

Classification:

Simple

Type of Transaction:

G2B & G2C

Who may avail:

All owners of Large Cattles

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. PIS

Management Information Section Office

2. Certification from the Barangay Captain of
real ownership of large cattles.

Barangay where the owner resides.

3. Cattle must be branded

City Treasurer's Office

January, 1992)

4. Accountable Form No. 51-C (Revised

City Treasurer's Office

certificate of

AGENCY FEES TO BE | PROCESSIN PERSON
SLIANIT NS Es ACTIONS PAID G TIME RESPONSIBLE

1. Client fills up the 1. Verify the None 5 minutes Administrative
Payment Request Form | authenticity of the Assistant VI,
available at every Brgy. Captain's Revenue Collection
counter and show proof | signature and brand Clerk 1l
of ownership and brand | used City Treasurer's
used. Office

1.2 After None 5 minutes Administrative

verification, prepare Assistant VI,

Revenue Collection
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ownership for
signature of the
owner and the City /

Clerk II -City
Treasurer's Office

Assistant City
Treasurer
2. Payment of Required | 2. Issue - 5 minutes Revenue Collection
Fees corresponding Clerk I - Window 4,
Official Receipt Administrative
Accountable Form Assistant Il - Window
No. 51-C (Revised 5, Revenue
January, 1992) Collection Clerk I -
upon payment of Window 6 and
required fees and Revenue Collection
retain the duplicate Clerk Il - Window 7
and triplicate copy
of the OR's
Livestock PHP2.00 per
Development Fund head
(LDF)
Market Fee PHP1.00 per
head
Documentary PHP30.00
Stamp per issuance
Misc. Fee PHP15.00
per head
ICT Fee PHP20.00
per issuance
3. Client present the 3. Issue account None 2 minutes Local Revenue
OR of payment of clearance to the Collection Officer | -
outstanding balances to | client and record Mezzanine City
the employee in-charge | the clearance Treasurer's Office
of business accounts issued.
TOTAL 17 minutes

17.7 Issuance of Transfer of Ownership of Large Cattle

Registration of ownership of large cattles.

Office or Division:

City Treasurer's Office

Classification:

Simple

Type of Transaction:

G2B & G2C

Who may avail:

All owners of Large Cattles

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. PIS

Management Information Section Office

2. Original copy of the Certificate of Ownership

City Treasurer's Office

3. Presence of the Seller and the Buyer

Payment Request Form
available at every

authenticity of the

AGENCY FEES TO BE | PROCESSIN PERSON
SRS eSS ACTIONS PAID G TIME RESPONSIBLE
1. Client fills up the 1. Verify the None 5 minutes Administrative

Assistant VI,
Revenue Collection

167




counter and request for
transfer of ownership
and present the original
copy of the certificate of
ownership to the
personnel in-charge

documents
presented

Clerk II -City
Treasurer's Office

1.1 Prepare the None 5 minutes Administrative
documents for Assistant VI,
transfer Revenue Collection
Clerk II -City
Treasurer's Office
2. The Buyer and the 2. Issue - - 5 minutes Revenue Collection
Seller sign in the corresponding Clerk | - Window 4,
transfer of ownership Official Receipt Administrative
and pay the required Accountable Form Assistant Il - Window
fees. No. 51-C (Revised 5, Revenue
January, 1992) to Collection Clerk | -
the client upon Window 6 and
payment of required Revenue Collection
fees and retain the Clerk Il - Window 7
duplicate and
triplicate copy of the
OR's
Market Fee | PHP10.00
per head
Documentary | PHP30.00
Stamp | per issuance
Misc. Fee | PHP10.00
per head
ICT Fee PHP20.00
per issuance
2.1 Record in the None 5 minutes Administrative
Registry Book the Assistant VI,
information needed. Revenue Collection
Clerk 1l -City
Treasurer's Office
2.3 City Treasurer / None 5 minutes City Treasurer
Assistant City Assistant City
Treasurer will Treasurer
approve the transfer
of ownership
TOTAL 25 minutes

17.8 Collection of Other Fees & Charges

Registration of ownership of large cattles.

Office or Division:

City Treasurer's Office

Classification:

Simple

Type of Transaction:

G2C - Government to Public
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Who may avail:

| Al

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. PIS

Management Information Section Office

2. Payment Order Form / Slip

Department / Office Concerned

AGENCY FEES TO | PROCESSING PERSON
CLIEN STERe ACTIONS BE PAID TIME RESPONSIBLE
Collection of Fees and Charges
1. Client present the 1. Verifies the None 2 minutes Revenue Collection
Payment Order Form / | client's PIS Clerk | - Window 4,
Slip from the Administrative
Department issuing Assistant Il - Window
service to the Cashier 5, Revenue
of fill up the Payment Collection Clerk I -
Request Form available Window 6 and
at every counters Revenue Collection
Clerk 1l - Window 7
1.2 Request the None 2 minutes Revenue Collection
client to have a PIS Clerk | - Window 4,
in case he/she has Administrative
no record in the Assistant Il - Window
LGU. 5, Revenue
Collection Clerk I -
Window 6 and
Revenue Collection
Clerk Il - Window 7
2. Payment of Required | 2. Issue Based on 5 minutes Revenue Collection
Fees corresponding schedule Clerk I - Window 4,
*Clients must present Official Receipt of Fixed Administrative
Barangay Clearance and | Accountable Form Fees and Assistant Il - Window
Community Tax No. 51-C (Revised Charges 5, Revenue
Clearance (individual)}-BIR | j531,ary, 1992)upon Collection Clerk | -
gorm 16, December, payment of required Wwindow 6 and
014) if the taxpayer or : .
payee needs Police fees.and retain the Revenue Cpllectlon
Clearance duplicate and Clerk Il - Window 7
*Clients must present the | triplicate copy of the
Citation Tickets if the OR's Market Fee
taxpayer is paying for their
violations
* Clients must present
Payment Order Form if
the taxpayer / payee is
paying for other charges
and fees, other economic
enterprise like stall rental
*Clients must present
Contract of Lease is the
taxpayer or payee is
paying for tomb rental
3. Other agencies shall | 3. CTrO staff shall None 1 day City Treasurer

inform the city to collect
/ or have deposited a
grant / donation / or

update the bank
account for deposits
and issue
corresponding

Assistant City
Treasurer
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share from PCSO or
STL

Official Receipt
Accountable Form
No. 51-C (Revised
January, 1992)upon
payment of required
fees and retain the
duplicate and
triplicate copy of the
OR's

3.1 CTrO staff shall
claim the check and
issue corresponding
Official Receipt
Accountable Form
No. 51-C (Revised
January, 1992)upon
payment of required
fees and retain the
duplicate and
triplicate copy of the
OR's

None

1 day

City Treasurer
Assistant City
Treasurer

4. Payment of Cash
Tickets

4. Ticket Collector
shall collect fees
and issue cash
tickets daily to
Ambulant Vendors
(rolling store),
Parking Fees,
Delivery / Trucking
and at Fish port

PHP5.00
per
ambulant
Vendors
PHP10.00
per deliver
truck /
parking

CTrO Staff

TOTAL

2days &9
minutes

17.9 Payment of Approved Vouchers (DVs)

Payment of duly approved expenses of the City Government of Alaminos.

Office or Division:

City Treasurer's Office

Classification:

Simple

Type of Transaction:

G2C, G2B & G2G

Who may avail:

All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Duly approved Vouchers

Accounting Office

2. Official Receipts of Payee

Payee

3. Source of Identification of payee /
authorized representative (Any Valid I.D.)

Company ID or any Government Issued ID (BIR,
Post Office, DFA, PSA, SSS, GSIS, Pag-ibig)

4. Authorization of the Authorized

Representative

Business Owner, Board of Directors of the Business

5. Community Tax Certificate

City Treasurer's Office / Barangay

CLIENT STEPS

AGENCY
ACTIONS

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

170




Request for Collection

1. Client / payee shall
present duly approved
vouchers for payment

City Treasurer /
Assistant City
Treasurer certifies
the availability of
cash on the voucher
for endorsement to
the personnel in
charge in the
preparation of
check.

None

3 minutes

City Treasurer
Assistant City
Treasurer

Preparation of Check

1. CTrO staff shall
encode the
following
information needed
in the check version
2.0.0 (system) for
printing of check

1. Date

2. Check No.

3. Name of Payee
4. Amount to be
paid

5. Bank and
Account No.

6. Nature of
Payment

7. DV Number

8. Signatories
needed

None

5 minutes

Sr. Administrative
Assistant [l Revenue
Collection Clerk I,
Administrative
Assistant VI - City
Treasurer's Office

1.2 CTrO staff shall
record the following
information in the
check register

1. Date

2. Check No.

3. Name of Payee
4. Amount of check

None

5 minutes

Sr. Administrative
Assistant || Revenue
Collection Clerk II,
Administrative
Assistant VI - City
Treasurer's Office

Release of Check

1. Payee shall present
an identification (for
representatives) and
present an Official
Receipt as
acknowledgement of
Collection.

1. The City
Treasurer /
Assistant City
Treasurer will
release the check to
the payee

None

5 minutes

City Treasurer
Assistant City
Treasurer

TOTAL

18 minutes
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17.10 Payment of Approved Petty Cash Vouchers (PCVs)

Duly approved expenses, one thousand pesos (Php 1,000.00) and below are paid out of
the Petty Cash Fund.

Office or Division: City Treasurer's Office
Classification: Simple
Type of Transaction: G2C, G2B & G2G
Who may avail: All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Duly approved Vouchers Accounting Office
2. Official Receipts of Payee Payee
3. Source of Identification of payee / Company ID or any Government Issued ID (BIR,
authorized representative (Any Valid I.D.) Post Office, DFA, PSA, SSS, GSIS, Pag-ibig)
4. Authorization of the Authorized Business Owner, Board of Directors of the Business
Representative
5. Community Tax Certificate City Treasurer's Office / Barangay
AGENCY FEES TO | PROCESSING PERSON
CRIENT STERs ACTIONS BE PAID TIME RESPONSIBLE
Request for Collection
1. Client / payee shall 1. Petty cash None 5 minutes Supervising
present duly approved custodian will pay Administrative Officer
petty cash vouchers the payee. - Window 1
and issue necessary
receipts to the Petty
Cash custodian
TOTAL 5 minutes
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GENERAL PUBLIC SERVICES

18. City Budget Office

Internal Services
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18.1 Allotment Obligation

To account and monitor all obligations incurred against government funds and
appropriations of the City Government of Alaminos.

Office or Division: City Budget Office
Classification: Simple
Type of Transaction: G2G-Government to Government

Who mai avail: Various Deiartments / Offices

1. Payroll purposes

1.1 Payroll ( 3 original ) Accounting
1.2 Obligation Request ( 4 original ) Budget
1.3 Summary of Payroll ( 2 original ) Accounting

1.4 Daily Time Record (for casual and Job
Order employees) ( 1 original )
2. Other financial transactions

2.1 Disbursement / Petty Cash Voucher
(2 original )

2.2 Obligation Request ( 4 original )

2.3 Acceptance and Inspection Report

HRMO

Originating Office

Originating Office

( 4 original )
2.4 Requisition and Issue Slip (4 original) GSO
2.5 Purchase Order ( 4 original )
2.6 Purchase Request ( 4 original ) GSO
2.7 BAC Resolution ( 3 original ) GSO
2.8_N_ot|ce of Award (if applicable) GSO
( 3 original )
3. Travelling

3.1 Disbursement Voucher / Petty Cash
Voucher ( 2 original )
3.2 ltinerary of Travel ( 2 original )

Originating Office

3.3 Obligation Request ( 4 original ) Originating Office
3.4 Travel Order (1 original ) Originating Office
3.5 Communication Letter (1 photocopy) HRMO
3.6 Terminal Report ( 1 original ) Host / Inviting Organization
3.7 Certificate of Appearance (1 original) Originating Office
3.8 Airline / Bus ticket (if applicable ) Airline / Bus Company
AGENCY FEES TO | PROCESSING PERSON
SRS ACTIONS BE PAID TIME RESPONSIBLE
1. Sign in the Incoming | 1. Receive None 1 minute Budget Office Staff

/ Outgoing Logbook to Obligation Request
register Obligation
Request

1.1 Review None 2 minutes Budget Office Staff
authenticity and
completeness of
documents
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1.2 Verify None 1 minute Budget Office Staff
availability of fund
allocation
1.3 Fill out the None 1 minute Budget Office Staff
obligation request
with the control
number, date, office
code, account to be
charged and
amount to be
obligated
1.4 Forward None 1 minute City Budget Officer
complete
documents to
Budget Officer for
approval
1.5 Record the duly None 1 minute Budget Office Staff
signed Obligation
Request to the
departments'
respective Registry
of Allotments,
Obligations and
Balances
1.6 Update soft None 1 minute Budget Office Staff
copy of Statement
of Appropriations,
Allotments and
Obligations
1.7 Register the None 1 minute Budget Office Staff
approved
documents in the
Incoming / Outgoing
Logbook

TOTAL 9 minutes

18.2 Barangay and Sangguniang Kabataan Annual/Supplemental Budget
Review

To review Barangay and Sangguniang Kabataan Annual and Supplemental Budget
Review.

Office or Division: City Budget Office
Classification: Simple
Type of Transaction: G2G-Government to Government
Who may avail: Various Departments / Offices
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Budget Forms
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1.1 Barangay Budget Preparation Form No.
1 (Budget of Expenditures and Sources of
Financing) (1 original, 14 photocopy )

DBM / Budget Office

1.2 Barangay Budget Preparation Form No.
2 (Programmed Appropriation by Projects,
Programs and Activities (PPA), Expense
Class, Object of Expenditure and Expected
Results) (1 original, 14 photocopy)

DBM / Budget Office

1.3 Barangay Budget Preparation Form No.
2A (List of Projects Chargeable Against the
20% Development Fund)

(1 original, 14 photocopy)

DBM / Budget Office

1.4 Barangay Budget Preparation Form No.
3 (Plantilla of Personnel)
(1 original,14 photocopy)

DBM / Budget Office

1.5 Barangay Budget Preparation Form No.
4 (Statement of Indebtedness)
(1 original,14 photocopy )

DBM / Budget Office

1.6 Barangay / SK Appropriation Ordinance
(1 original, 14 photocopy)

Barangay Multi-Purpose Hall

1.7 Budget Message(1 original, 14 photocopy)

Barangay Multi-Purpose Hall

1.8 Annual Investment Plan
(1 original, 14 photocopy)

Barangay Multi-Purpose Hall

1.9 Barangay Expenditure Program
(1 original, 14 photocopy)

Barangay Multi-Purpose Hall

1.10 Functional Statement and General
Obijectives (1 original, 14 photocopy)

Barangay Multi-Purpose Hall

2. Budgetary Requirements

2.1 20% Development Fund
(1 original, 14 photocopy)

Barangay Multi-Purpose Hall

2.2 10% Sangguniang Kabataan Fund
(1 original, 14 photocopy)

Barangay Multi-Purpose Hall

2.3 5% Barangay Disaster Risk Reduction
and Management Fund
(1 original, 14 photocopy)

Barangay Multi-Purpose Hall

2.4 Statutory and Contractual Obligations
(1 original, 14 photocopy)

Barangay Multi-Purpose Hall

2.5 Other Attributions
(1 original, 14 photocopy)

Barangay Multi-Purpose Hall

AGENCY FEES TO | PROCESSING PERSON
SLIANIT NS Es ACTIONS BE PAID TIME RESPONSIBLE
1. Sign in the Receiving | 1. Receive None 5 minutes Budget Office Staff
/ Outgoing Logbook to Barangay Budget
register the request for | documents
Budget Review
1.1 Review all None 4 hours Budget Office Staff

forms attached
2. Provide copies to 2. Prepare None 1 hour Budget Office Staff
concerned departments | endorsement letter
/ offices and forward

together with the
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Budget documents
to the Sanggunian

3. Attend budget 3. Attend Budget None 30 minutes per | City Budget Officer
hearing Hearing barangay and/or Budget Office
Staff
3.1 Keep original None Budget Office Staff
copies of Budget
documents
TOTAL 40 minutes
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GENERAL PUBLIC SERVICES

19. City As s e s sQ@ffrcé s

External Services
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19.1Request for Certified Copy of Tax Declaration (System Generated Only)

This service covered all issuance of certified true copy of tax declaration (active and
encoded in the system only).

Office or Division: City Assessor's Office
Classification: Simple
Type of Transaction: G2C, G2B, G2G
Who may avail: Real Property Owners or authorized representative and Any interested
parties
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Request letter or authorization (1 copy)
Valid ID (1 photocopy)
Accountable Forms no. 51 Office of the City Treasurer
Owner's Copy of Tax declaration - if available
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Request for the 1. Receive the None 1 minute Marlyn Bacon/
service -Certified True | request of Certified Sheila Cruz/ Brenda
Copy True Copy Abarra/ Maricel
(verbal, written & Magno/ Monica
electronic request) Mina/ Reymond
Encarnacion/
Jennylyn Ocampo/
Maricel Dalisay/
Jonel
Carbonel/Dominado
r Ranches
1.1. Search the tax None 10 minutes
declaration in the
system
1.2 Verify file copy None 10 minutes
of tax declaration in
the book
1.3. Print out of None 3 minutes (per
requested tax copy)
declarations
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2. Payment of 2. Inform the client Certified 3 minutes
corresponding fees to pay true copy 1
corresponding fees | 20.00
at the City ICT 7
Treasurer's Office 20.00
DST i
30.00
2.1 Sign the tax None 5 minutes Eduardo A. Aglibot,
declarations and Jr. / Rowena B.
documents Aglibot or Officer-
in- Charge
3. Receive and 3. Release of None 5 minutes Eunice
acknowledge the Certified True Copy Hiponia/Josephine
requested tax upon presentation of Castillo/ Brenda
declarations Official Receipt. Abarra/ Remelinda
Castillo/ Abraham
Bumagat, Jr./
Marlyn Bacon/
Sheila Cruz/
Reselda Domingo/
Maricel Magno/
Monica Mina/ Bryan
Afonuevo/ Merlita
Manganaan
TOTAL 37 minutes

19.2Request for Certified Copy of Tax Declaration and Documents

To build up history of transaction per tax declaration.

Office or Division:

City Assessor's Office

Classification:

Complex

Type of Transaction:

G2C, G2B, G2G

Who may avail:

Real Property Owners or authorized representative and Any interested

parties

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Request letter or authorization (1 copy)

Valid ID (1 photocopy)

Accountable Forms no. 51

Office of the City Treasurer

Owner's Copy of Tax declaration - if available

AGENCY FEES TO | PROCESSING PERSON
SRISHUSUEES ACTIONS BE PAID TIME RESPONSIBLE
1. Request for the 1. Receive request None 1 minute Brenda Abarra/

service -Certified True
Copy and Documents

(verbal, written &
electronic request)

Marlyn Bacon/ Sheila
Cruz/ Maricel
Magno/ Monica Mina/
Reymond
Encarnacion/
Jennylyn Ocampo/
Maricel Dalisay/
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