REPUBLIC OF THE PHILIPPINES

LOCAL GOVERNMENT UNIT OF SANTA CRUZ

PROVINCE OF DAVAO DEL SUR

HARTER

FrosAline Services

Pursuant to Republic Act (R.A.) No. 9485
The Anti-Red Tape Act of 2007

0To i mprove efficiency in th
Government Service t o t




Republic of the Philippines
CIVIL SERVICE
COMMISSION

Para sa taumBAYAN

Republic Act (R.A.) No. 9485 or the "Anti-Red Tape Act of 2007" , declared the policy of the
State to promote integrity, accountability, proper management of public affairs and

public property as well as to establish effective practices aimed at the prevention of graft

and corruption in government. Such was created to improve efficiency in the delivery
of government service to the public.

Thus, the Local Government Unit (LGU) of Santa Cruz (constituting a task
force as per Executive Order No. 005, Series of 2009) created an official
document, a service standard, or a pledge, that communicates, in simple
terms, information on the services provided by the government to its citizens.

meErC gt 1 zenos




VISION

A center of globally -competitive Agri -industries and Mount Apo watershed
conservation and management with empowered, God -loving citizenry and
strong governance.

MISSION

The Local Government of Santa Cruz shall uphold equality, respect for human
rights and public accountability in facilitating holistic development of its
constituents through proper management of its resources and responsible

partnership with all stakeholders.




PERFORMANCE PLEDGE

. We, the employees of the Local Government Unit of
Santa Cruz, commit to uphold:

ervice with a smile.
ransparency in all public transactions.

ttentiveness in addressing clientos
by authorized personnel with  proper
identification.

ourtesy and commitment to excellence
in public service.

apid response to inquiries, compliments,
complaints and feedbacks.

nbiased accommodation of clients
regardless of political affiliation, economic
status, religious belief, gender and race.

NC OO >—-HW»

ero wastage of resources.

These we pledge because the people of Santa Cruz deserves



FEEDBACK AND REDRESS MECHANISM

HOW HAVE WE SERVED YOU

Please let us know by doing any of the following:

Accomplish our Feedback Form available in the
Public Assistance Desk and put it in the drop box
located at the same desk.

Approach our Officer of the Day at the
Public Assistance Desk and relay concerns.

Your Compliments, Complaints or Suggestions
will be treated promptly and with utmost
confidentiality.

Thank You Very Much!
For helping us continuously improve our Servls.
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LIST OF
FRONTLINE SERV



IMPLEMENTING OR¥¢|d8: N |

Cl PA

L MAYOROS OFFI

CE

TYPE OF FRONTLINE SERVIC

FEES FORMS/REQUIREME

PROCESSING TI
der Normal Circumst

M

\Gr

E
JnCéDS?RSON IN CHA

1. | SSUANCE OF MAYORGQ

2. ISSUANCE OF CERTIFICATIONS (SERVICE REGCERI)CER]
BALANCES)

EMPLOYMENT, CERTIFICATE OF LEAVES
3. ISSUANCE OF BUSINESS PERMIT

4. ISSUANCE OF TRICYCLE FRANCHISE

5. ISSUANCE OF TRISICAD PERMIT

6. DROPPING OF FRANCHISE

7. RETIREMENT OF BUSINESS PERMIT

8. ISSUANCE OF CERTIFICATION OF BUSI||

NESS REGORDS

S |Pd&IR3 00T
Abroaé® 100.00

1. Barangay Clearance
2. Police Clearance

[IFIC RT&Of0 actual service
(if LSB volunteer)

As provided in thhe 1. Application Form
Municipal Tax Cpde. Barangay Clearance
3. Police Clearance

P 300.00 Registr
P 500.00 Perm|t 2. Barangay Clearance
3. Police Clearance
4. Mayor ds ¢
5. OR & CR of Motor Veh
6. Assets & Liabilities
7. Income Tax Return
8 . Vot er ds
9. Residence Certificate
10. Photo ID (2x2)

A

Registration P 2(00.00 Application Form
Permit P 250.00 2. Police Inspection Form
Sticker P 100.0p 3. Insurance Certificate
Plate P 120.00

P 100.00 1. Previous Franchise

P 50.00 1. Application Form
2. Previous Business Per

3. Barangay Certificate

1. Request Form

htidh Application Form (NotariZ&@ininutes (excluding ac

10 Minutes

20 Minutes

40 Minutes (excluding ac
MHO, BFP and BIR

Sangguniang Bayan an
Cl ear ance
cle

\Nf fi davit or

25 Minutes
(excluding action from th

25 Minutes
(excluding action from th

20 Minutes
mit(excluding action from th

25 Minutes
(excluding action from th

Administrative Aide

Human Resource Mg
HRM Assistant

ion of the
Licensing Officer

License Inspectof

ion ofltleensing Officer,

0 MMOkense Inspectof

Licensing Officer

e MMIgense Inspectof

Licensing Officer

e MMIgense Inspectof

Licensing Officer

e MMOgense Inspectof

Licensing Officer

e MMOgense Inspectof

LIST OF FRONTLI
CI' TI ZEN

RGE

t. Office

E SERVICES

CHA



TYPE OF FRONTLINE SERVIC

FEES

FORMS/REQUIREME

PROCESSING TI

ME
N(-[J%der Normal CircumstJncéDs?RSON IN' CHA

RGE

9. ISSUANCE OF SPECIAL PERMIT

10. ISSUANCE OF CERTIFICATE OF TAX E

11. ISSUANCE OF MT. APO TREKKING PER

12. ISSUANCE OF BUNRAHEE RENSE\AGRE
CEMENTING ORQUNMBBGRIAL

As provide in th
Municipal Tax C

EMRTOGNfor Small
P 5,000 for Large

MIT P 50.00
EMiches Lease Agr¢
P 1,500.00
Cementing of Td
P 500.00
Ground Burial
P 100.00

P 3,000 for Mediufn Sxaleticles of Incorporation

b 1. Request Form
Dde

Schl®roject Study

SGISEC/DTI Registration
4. Real Property Tax Cleg
5. Vicinity Map of Building
6. Lease Contract or Land
7. Sketch Plan of Building
8. Certificate of Occupang
9. Environmental Impact §
10. Authority to File Applig

berbe@emetery Clearance
2. Death Certificate
mb

15 Minutes
(excluding action from

10 Days and 25 Minu

rance

Title

Y
btatement

ation

11. 2x2 Picture of the Mamager

35 Minutes

22 Minutes

MMO)License Inspectof

feSenior Tourism Optn

Licensing Officer

5. Office

Tourism Operations [Officer

Planning Officer

HHRO Il

LIST OF FRONTLINE %‘F,_RVICES
CI' TI ZEN CHA



IMPLEMENTING OFECEONOMIC ENTERPRISE MANAGEMENT OFFICE

TYPE OF FRONTLINE SERVICE

FEES

FORMS/REQUIREME

PROCESSING TIM
N(-[J%der Normal Circumst

E
JnCéDS?RSON IN CHARGE

1. ISSUANCE OF LEASE CONTRACT (MARKET STAL{-)

2. MEAT INSPECTION

3. CATERING SERVICES

ANTE MORTEM 1. Barangay Certification
Large cate100.0Q (For large animals only i.q.
horse, carabao, etc.)

HogP 60.00
Goat/Shee0.00
Other® 40.00

POST MORTHM
Large cat®el.00/kilo

HogP 0.75/kilo

Goat/She®.50/kilo

Other® 0.30/kilo

1. Business Permit
2. Transfer Fee

(not necessary if renewal

3. Waiver of Right

(not necessary if renewal
4. OR of Stall Rental

5. Lease Contract

Per Billing Statemperftor government:

Approved Purchase Ordey with
attached Obligation Requ

Purchase Request

For NGAs:
Purchase Order

For Private Sector:
Contract

1 Day and 15 Minutgs

42 Minutes
cow,

1 Hour and 41 Minutgs

est and

Market Superviso
Administrative Aid

oD

Meat Inspector

Administrative Aide

LIST OF FRONTLINE ZERVICES
CI'TI ZEN®S CHA



IMPLEMENTING ORIEENICIPAL CIVIL REGISTRY OFFICE

TYPE OF FRONTLINE SERVIC

FEES

FORMS/REQUIREME

PROCESSING TI
der Normal Circumst

\Gr

ME
Jncé:’S?RSON IN CHA

RGE

1. REGISTRATION OF LIVE BIRTH

2. REGISTRATION OF DEATH

3. ISSUANCE OF CERTIFIED COPY OF RE(Q

4. APPLICATION FOR MARRIAGE LICENSE

5. REGISTRATION OF MARRIAGE CERTIFI(

6. LEGITIMATION

7. REQUEST FOR NSO COPY OF BIRTH, M
AND CENOMAR

On timP 20.00
Delayer 50.00

On timE 20.00
Delayel 50.00

P 100.00 for Tra
Work Abroad

P 225.00 if both p
resides in the muni
P 325.00 if party i
resident in the mun
P 2,075.00 if part
foreigner

CATEN Tinfe 20.00
Late Registra®iaib.(

P 200.00

b |STERIEDDD@CUMBNTS

If delayed registration:

2. Negative Certification f
and two (2) of the followin
Baptismal Certification

School Record
Marriage Certificate
Voterd6s Red
Barangay Certification

If delayed registration:

2. Barangay Certification
3. Negative Certification f

el/

ArtiesFP/PMC Certificate
cip2liBirth Certificate

5 NBNCENOMAR from NSO
cipality

y is

1. Marriage Certificate
0

1. Affidavit of Legitimation
2. Marriage Contract of pg
3. CENOMAR of parents

\RRINGEHNEBACEH
P 14000SO

P 19500ENOM

%

RTNSOAREQuUest Form

om NSO
J- . ;
37 Minutes (excluding

period of 10 working d

or d

29 Minutes (excluding {
period of 10 working d

25 Minutes

38 Minutes (excluding
period of 10 calendar

12 Minutes

30 Minutes
\rents
rom NSO

1 Day and 10 Minute

On time Registration|:
1. Affidavit of 2 disinteresfed person28 Minutes

Delayed Registratior]:

On time Registration|:
1. Affidavit of 2 disinterested person28 Minutes

om NB®layed Registration:

Municipal Civil Reg
Administrative Aid

osting
y's)

Municipal Civil Reg
Administrative Aid

osting
py's)

Municipal Civil Reg
Administrative Aid

ostignicipal Civil Reg
aysAdministrative Aide

Administrative Aid

Municipal Civil Reg
Administrative Aidg

s  Administrative Aidg

e

e

Sstrar

strar

strar

strar
VI

strar
VI

Vi

LIST OF FRONTLINE gRVICES

CI' TI ZEN

CHA



TYPE OF FRONTLINE SERVIC

FEES

FORMS/REQUIREME

PROCESSING TI
der Normal Circumst

\Gr

ME
Jncé:’S?RSON IN CHA

RGE

8. CORRECTION OF CLERICAL ERROR (R

9. CHANGE OF FIRST NAME ( R.A. 9048)

10. AUTHORITY TO USE THE SURNAME O

A. 9043R A DOUR2
P 1,000.B0ing Fe
P 100 {®ervice Fd

P 500 igrant Fe

For RA 10172
P 3,000.B0ing Fe
P 500 (Fervice F¢
P 1,000.dMigrant F

P 3,00Biling fee

P 50ervice Fe¢
P 1,000.00 Migramt ReeNBI Clearance

THE FAZBIEBXR.A.

) 1. NSO copy of the docun
e to be corrected.

e 2. Community Tax Certifig
e 3. Supporting documents

If correction involves surn

1. COLB of Father

e 2. Marriage Certificate of

be 3. COLB of siblings (at lea
4. Or any other document

v

Father.

If correction involves midg
1. COLB of Mother

2. Marriage Certificate of
3. COLB of siblings (at led
4. Or any other document]

Mother.

1. NSO copy of the docun
b to be corrected
3. Police Clearance
4. Certificate of employmd
affidavit of-amployment
Supporting documents:
1. Marriage Certificate
2. Baptismal Certificate
3. Voterds
4. Employment Record
5. Birth Certificate of child

i

9p5Affidavit of AUSF

hents Days, 1 Hour and 40

ate

pame:

Parents
1St 2)
5 to

support the correct surnafne of

le name:

barents
1St 2)
5 to

support the correct surnafne of

hents Days, | Hour and 40 N
(excluding posting peri
10 calendar days, publi
and action cOCRG)
nt or

Recor d
ren

30 Minutes

Minldemicipal Civil Reg
Registration Office

linltaenicipal Civil Reg
bd oRegistration Office
Cation

Municipal Civil Reg
Administrative Aidg

strar
1]

strar
]

strar
VI

LIST OF FRONTLINE %RVICES

CI' TI ZEN

CHA



IMPLEMENTING ORIEENICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICE

TYPE OF FRONTLINE SERVIC

FEES

FORMS/REQUIREME

PROCESSING TI

\Gr

th
der Normal Circumst ncéangSON IN CHA

RGE

1. EMERGENCY SHELTER
AID TO INDIVIDUALS IN CRISIS SITUATION

SERVICES FOR SOCIALLY DISADVANTAGE

2. PREARRIAGE COUNSELING
3. ISSUANCE OF SENIOR CITIZENS ID

4. TEMPORARY RESIDENTH CEAREERND [

5. ISSUANCE OF CERTIFICATE OF INDIGE]

D PERSONS (SSD,

P 100.00
P 100.00

DROP --

NCY

ASSI-STANGEOrESASA) ,
(AICS) AND SOCIA

L 1. Barangay Certification
P) 2. Picture and BFP

PAU

Certification (Fire Victim

For Pauper 04
1. Barangay Certification
2. Death Certificate (3 cof
3. Certificate of No Land
Holding (2 copies)

For AICS/SSDP:
1. Barangay Certification

1. Application Form

1. Community Tax (Cedul

2. 2pcs. 1x1 1D picture

3. Birth Certificate or
Baptismal Certificate

4. Any valid 1D (Postal ID,
Driverds Li

For Children in Conflict with the@ &lours and 25 Minutes

1. Birth Certificate
2. Barangay Cetrtification

For VAN
1. Marriage Certificate
2. Medical Certificate

For all other cases:
1. Barangay Certification

1. Barangay Certificate

P E RLGHSur &3S MiAuis
3 cofarshuding processing

Buri al
3 copies)
ies)

A) 11 Minutes

cense, Vot er

30 Minutes

4 Hours and 34 Minutes

bs (P BSWD Officer

[imeyocial Welfare Offi
Social Welfare Assi
Community Affairs

Social Worker

Social Worker
Social Worker Assi

0s | D)

MSWD Officer
Social Welfare Offi
Social Welfare Assi
Community Affairs

Social Worker
PrograrClnarge

Cer,
Stant
Dfficer

stant

Cer,
Stant
Dfficer

LIST OF FRONTLINE $RVICES

CI' TI ZEN

CHA



PROCESSING TIM

E
JnCéDS?RSON IN CHA

TYPE OF FRONTLINE SERVICE FEES FORMS/REQUIREMH N(-[J%der Normal Circumst
6. SELF EMPLOYMENT ASSISTANCE - 1. Barangay Certificate 5 Hours and 26 Minufes Community Affairs
2. Budgetary Requiremenfts  (excluding processing fime$ocial Worker As
7. PERMIT TO TRAVEL (LOCAL) OF MINORS TRAVEERINT® UNHSCQORiItE T ertificate 40 Minutes Social Worker

BY PARENTS

2. Barangay Certification

RGE

Dfficer

sigtant

LIST OF FRONTLINE
CI' TI ZEN

R
$

VICES
CHA



IMPLEMENTING ORICENICIPAL HEALTH OFFICE

= PROCESSING Tll\dE
TYPE OF FRONTLINE SERVICE FEES FORMS/REQUIREMH N(-[J%der Normal Circumst ncé:’S?RSON IN CHARGE
1. PATIENT CONSULTATION - 1. Referral form from the 17 Minutes Physician
Rural Health Midwife Rural Health Midwjife
2. ISSUANCE OF MEBLESAMEBRIFICATE| P 50.00 Médigal | 1. Referral from Barangay Chairmar25 Minutes Physician
P 50.00 Medical CertiicBelice Request or DSWD Referral Rural Health Midwjife
3. ISSUANCE OF HEALTH CERTIFICATION P 50.00 1. Laboratory Results as follows: 10 Minutes Sanitation Inspectpr
Stool, Urine, Sputumdam , X
4. SIGNING OF DEATH CERTIFICATE AS TQ CAUSE-OF DEATH 1. RHM Certificate 11 Minutes Physician
2. Death Certificate with JCR O.R. Midwife
5. ROUTINE LABORATORY EXAM (URINALY SI&JrirtaGARBBIS0$PWTLAWoratory Request Fofm 1 Hour and 28 Minutg¢s  Medical Technologist
EXAM AND HEMOGLOBIN DETERMINATIONS) Fecalyss40 .00
Sputwi 40.00
HgbP 20.00
6. SPECIAL LABORATORY EXAMINATION (PRESgNANGPEHES ) (BLQ@Doratory Request Fofm 19 Minutes Medical Technologist
TYPING AND FBS) Blood Tes#hg0 .00
FBS? 40.00
7. TOOTH EXTRACTION P 50.00 per Todth 35 Minutes Dentist/ Dental Aide
8. ORAL PROPHYLAXIS AND TOOTH FILLING P 100.00 per Topth -- 2 Hours and 9 Minut¢s  Dentist/ Dental Aide
9. ISSUANCE OF SANITARY PERMIT - 1. Application for Businesp Pdfmigw: 1 Day and 18 MjnuteSanitation Inspectpr
2. Laboratory Results If renewal: 19 Minutep
10. IMMUNIZATION (BARANGAY HEALTH S[TATION) -- 1. ECCD Card 15 Minutes Rural Health Midwjife
11. PRETAL (BARANGAY HEALTH STATION) - 1. Pink Card 20 Minutes Rural Health Midwjife
2. Maternal and Child Form
12. FAMILY PLANNING (BARANGAY HEALTH STATIGN) 1. Family Planning Form 35 Minutes Rural Health Midwjife
13. CONSULTATION (BARANGAY HEALTH|STATION} 1. ECCD Cafilyfeafs old 15 Minutes Rural Health Midwjife

LIST OF FRONTLINE @RVICES

CI' TI ZEN

CHA



IMPLEMENTING ORIEENICIPAL TREASURY OFFICE

TYPE OF FRONTLINE SERVIC

FEES

FORMS/REQUIREME

PROCESSING TIM
N(-[J%der Normal Circumst

E
JnCéDS?RSON IN CHA

RGE

1. ISSUANCE OF COMMUNITY TAX CERTIHICATHn@Vid)al:
Basic tax P 5.0

For every P 1,000
Gross Income=P 1
not to exceed P 5,

Basic tax P 500
For every P 5,000
Assessed Value d

Property =P 2.0

For every P 5,000

Receipts derived
Business =P 2.(

2. ISSUANCE OF CERTHPRLAJEENCNQREALTY TAM 50.00

EAL GRGPASREYSE
of the Property

3. ISSUANCE OF OFFICIAL RECEIPT FOR H

Juridical Persong:

1. Previous CTC/Data Fo
D

.00 of
00 but
000.00
00

00 OF
f Real
D
bf Gross

from
0

1. Latest O.R. of Realty T

AXARANRKENDIR. of Realty T

m 3 Minutes and 30 Sec

AX 14 Minutes

X 10 Minutes

bnEkevenue Collection

Clerk 111

Revenue Collection Clerk Il

Revenue Collection Clerk Il

4. RELEASE OF CHECKS TO CREDITORS AND OTHER CLAIMANT Community Tax Certifiqgate (CTCP Minutes Local Revenue Coll. Pfficer |
or any valid Identification Card

LIST OF FRONTLINE $ERVICES

Cl Tl ZEN gquHA




IMPLEMENTING ORICENICIPAL ENGINEERING OFFICE

TYPE OF FRONTLINE SERVICE

FORMS/REQUIREME

der Normal Circumst

NTS PROCESSING T'“{JECADS?RSON IN CHARGE

1. ISSUANCE OF ANCILLARY (ELECTRICAL) PERdMbVided unde
Municipal Tax C

2. ISSUANCE OF BUILDING PERMIT

3. ISSUANCE OF CERTIFICATE OF OCCUPANA&Yprovided undey tizPWH FORM R@B2003
Municipal Tax C

As provided unde
Municipal Tax C

rifVH ANCILLARY FORH

For Landowner:

3. Latest Community Tax
4., Fire Certificate
For Nbandowner:

the house & landowner
should be stated)
2. Affidavit of Undertaking
3. Latest Community tax
4. Fire Certificate

r tikBC FORMMO. B

bd@uilding Requirements:

1. TCT, Deed of Absolute
or Lease Contract

2. Tax Declaration

3. Real Property Tax Rec

4. Bldg. Plans, Specificati
and Bill of Materials

5. Sketch Plan

6. Zoning Clearance

8. Fire Safety Evaluation

bdé. Certificate of Completig
2. As built plans
3. Construction Log Book
4. Fire Safety Insp. Certifi

bd&lectrical Permit Requirerpent

1. Brgy. Certification (Holise and
ownership should be stated)
2. Electrical Plan (4 copiep)

1. Brgy. Certification (Owmership of

7. Const. Safety and Health Program

Df the lot

pipt
bn

Clearance
Within 30 Days
n upon submittal of
Certificate of Complet

Cate

NOWZDOR 15 Days upon pgymemunicipal Enginegr

Within 15 Days upon pgymerNlunicipal Engineer

Engineer |

Engineer 11l
Engineer |

Municipal Enginegr
Engineer lllI/Enginger |
on

LIST OF FRONTLI qu_RVICES
CI' TI ZEN CHA



IMPLEMENTING ORIGE:N | Cl PAL ASSESSOROS OFFI CE

TYPE OF FRONTLINE SERVICE FEES FORMS/REQUIREMENTSS di?ﬁgﬁgfg’;‘g;'sﬂﬁc RERSON IN CHARGE

1. REQUEST FOR TRANSFER/SUBDIVISION/REVISIGN/ASSESMENR&ENBst Form/Checkligt 2 Days and 15 Minutes  Municipal Assesspr
APPRAISAL OF REAL PROPERTY 2. Certificate of Title (2 copies) (excluding action of the LAO Officer Il
3. Approved Subd. Plan (Rcofteslovi nci al | Assessor dg Of
4. Deed of Conveyance (2 copies)
5. Official Receipt of Real|Property

Taxes (current year)
6. Payment of Transfer Tqx
7. Sworn Statement
8. Inspection Report

2. ISSUANCE OF CERTIFIED TRUE COPY QF TAX BPEDLOSRATION.. Request Form/Checkligt 45 Minutes Assessment Cler
2. Official Receipt of Real|Property

Taxes (current year)
3. Ownerds qopy of Tax Decl arati on

3. ISSUANCE OF CERTIFICATE OF LANDHQLDINGPARDMNO LAND Request Form/Checklidt 1 Day and 40 Minutgs LAO Officer I
HOLDING, CERTIFICATE OF IMPROVEMENTS RAND2ND. IMPR QVEN EAIESyay \(Certfical® s Assessment Cler
burial purpose| 3. Death Certificate

)

LIST OF FRONTLI Egg?VICES
CI' TI ZEN CHA



IMPLEMENTING ORIEENICIPAL AGRICULTURE OFFICE

PROCESSING TIM

E
JnCéDS?RSON IN CHARGE

TYPE OF FRONTLINE SERVICE FEES FORMS/REQUIREMEH N(-[J%der Normal Circumst
1. ISSUANCE OF LIVESTOCK INSPECTION [CERTIFRGATED 1. Barangay Certification/Certificate 16 Minutes Livestock Techniclan
of Ownership (for large animal)
2. CONSULTAVEINQCK, SREREEFDS) -- -- 5 Minutes Livestock Techniclan
3. LIVESTOCK CASTRATION - 1. Castration Form 35 Days Livestock Techniclan
4. ANNRABIES VACCINATION P 50.00 per Do - 10 Minutes Livestock Technic|an
5. VACCINATION, DEWORMINEERVICES -- - 7 Minutes Livestock Technic|an

6. TREAT(@BRNATELD SERVICES)

5 Days and 12 Minut

Livestock Techniclan

LIST OF FRONTLI
CI' TI ZEN

E VICES
;g? CHA



IMPLEMENTING ORICENICIPAL PLANNING AND DEVELOPMENT OFFICE

TYPE OF FRONTLINE SERVIC

= FEES

FORMS/REQUIREME

PROCESSING Tll\dE
ncé:’S?RSON IN CHA

N(-[J%der Normal Circumst

1. ISSUANCE OF ZONING CERTIFICATE

2. ISSUANCE OF LOCATIONAL CLEARANC

3. PROCESSING AND APPROVAL OF PREL
DEVELOPMENT PLAN (PSDP)/DEVELOPME

P 200.00 per Tifle 1. Zoning Certification

= Posted at MPD

IMINRBSILE MRS
NT PERMIT (DP)

2. Application Form

D 1. Zoning Certification
2. Application Form

[ION Application Form

21 Minutes

1 Day, 1 Hour and 13 M

4 Days and 48 Minut
(excluding action of
Sangguniang Bayarf

linute®lanning Officer |

ES

)

Planning Officer |
Draftsman Il

Draftsman |l

Planning Officer |
Draftsman |l

LIST OF FRONTLINE $&R
CI' TI ZEN g

RGE

VICES
CHA



IMPLEMENTING ORICENICIPAL ACCOUNTING OFFICE

TYPE OF FRONTLINE SERVIC

= FEES

FORMS/REQUIREME

PROCESSING Tll\dE
ncé?S?RSON IN CHARGE

N(-[J%der Normal Circumst

1. ISSUANCE OF CERS ITRIOAETOMKE HOM
CERTIFICATIONWN PRBEVIENT)

[E PAY, P 50.00

14 Minutes

Administrative Assisia

LIST OF FRONTLINE
CI' TI ZEN gg?

nt 1l

VICES
CHA



IMPLEMENTING ORICENICIPAL BUDGET OFFICE

TYPE OF FRONTLINE SERVICE FEES FORMS/REQUIREMENTS dF;'fﬁgﬁglséngg'ﬂﬁceP&RSON IN CHARGE
1. PROCESSING OF OBLIGATION REQUES|T -- 1. Obligation Request 10 Minutes Administrative Aide
2. REVIEW OF BARANGAY ANNUAL/SUPPLEMENTALBUDGETS 1. Budget Form 10 Minutes Administrative Aidle

LIST OF FRONTLI Eg@?VICES
CI' TI ZEN CHA



IMPLEMENTING ORBIFE-|CE OF THE SECRETARY TO THE SANGGUNIAN

PROCESSING TIMJE
N(B%der Normal Circumst

TYPE OF FRONTLINE SERVICE FEES FORMS/REQUIREME PI)ERSON IN CHARGE

nces

1. ISSUANCE OF CERTIFIED COPY OF LEGISLATIVVESDOCUMENTSWritten Request 10 Minutes Administrative Officer Il

LIST OF FRONTLI EgﬁRVICES
CI' TI ZEN CHA



MUNICIPAI
MAY ORO S

ANTEAREZI ZEN§ 38 CH



| SSUANCE OF MAYOROS PERMI T

SCHEDULE OF AVAILABILITY: IMPLEMENTING OFMAICEIl CI PAL M A
Mond&yiday, 8:086AMPM ADMINISTRATIVE SEC
WHO MAY AVAIL THE SERVICE:

1. General Public

DURATIQND Minutes

HOW TO AVAIL THE SERVICE:

DURATION OF AC TIMI::IHSON

STEHR APPLICANT/CLIENT SERVICE PROVIDER (Under Normal FEES FORM/REQUIREMEN

Circumstances) CHARG
1 |Presentthe required documents. |Interview client and review submittgd docubtitaites Administrafive 1. Barangay Clearance
Aide 2. Police Clearanceg
Issue order of payment.
2 [Proceed to the Treasury Office for|pssueedfficial Receipt. 1 Minute RCC | LocaP 50.00

Abroaé® 100.90

3 | Present Official Receipt to the CleflPeaymbweniridrrelease the approved ¢learan&eMinutes Administrafive

the release of Clearance. Aide

END OF TRANSACTION

FRONTLINE ﬂ; ES
MUNI Cl PAL MAYORG S



ISSUANCE OF CERTIFEBRMIAE RECORD, CERTIFICATE OF EMPLOYMENT, CERTIFICATE OF LE/

SCHEDULE OF AVAILABILITY:
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:
1. Any requesting party as it pertains to his/her personal records.
2. Other party duly authorized by the employee concern.

DURATICRD Minutes

HOW TO AVAIL THE SERVICE:

IMPLEMENTING OMALOK |
HUMAN RESOURCE MANAGEME

Cl PAL

DURATION OF ACITWHY <\l N
STEHR APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES FORM/REQUIREMEN
Circumstances) B
1 |Fill out Request Slip. Receive and evaluate request and issue O8deliruites HRM Aide 1. Proof of actual s¢rvice
Payment. (if LSB volunteer)
While the client pays the correspongfling feéptMinutes | HRM Assigtant
requested document/s are being piepared.
2 [Proceed to the Treasury Office anfllgsyea®ffieial Receipt. 1 Minute RCC Il P 50.00
Window 3.
3 | Present Official Receipt to HRMOJ Record the O.R. number and print the requesatutes HRM Assigtant
document.
Issue and release the Certification. 1 Minute HRM Offiger

END OF TRANSACTION

MUNI CI PAL

FRONTLINE ES

ﬂEA

OR® S



ISSUANCE OF BUSINESS PERMIT
SCHEDULE OF AVAILABILITY: IMPLEMENTING OFFICE] CI PAL MA
Mond#yiday, 8:06:A0PM BUSINESS PERMIT AND LICENS

WHO MAY AVAIL THE SERVICE:
1. Any interested party or his/her representative who wants to apply for Business Permit.

DURATIGN) Minutes (excluding action of the MHO, BFP and BIR)

HOW TO AVAIL THE SERVICE:

DURATION OF ACTI\&E\/QSON IN

STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES | FORM/REQUIREMEN
Circumstances)
1 | Proceed to the Business Permit afpétoe&lesthg client with vital informatgon on théinutes License Inspegctor/ 1. Application Form
Office , secure and fill up applicatipprimress and its requirements. Licensing Officer 2. Barangay Clearance
make clarificatory inquiries. 3. Police Clearancs

2 | Submit the accomplished applicatidReoemeandd review application and docunteMsiutes License Inspégctor/

other documents to the Business PaAgsitsSdotigermit and other regulatpry fees. Licensing Officer
3 [Proceed to the Treasury Office for| Busilnass favbusiness tax due and gther fe&8 Minutes RCC Il | As provided in
assessment and payment. Receive payments and issue official receipt. the Municipal
Tax Code
4 | Proceed to the Bureau of Fire Projdssioa.Fire Certificate and sign the application-form BFP Personfel in
for recommending approval. Charge
5 | Proceed to the Municipal Health Qffeceviiole information and requirements for the MHO Personpel in
Sanitary Permit. issuance of Sanitary Permit. -- Charge
Issue Sanitary Permit.
6 [Proceed to the BIR office for regisjiatoe andfficial receipt and sign thg applicatien BIR Personngl In
Income Tax assessment and paymimtn for recommending approval. Charge
7 | Proceed to Business Permit SectigRedtivteehe documents and receipts, prep2@adinutes | License Inspgctor/
complied application form and OffidBdReessermit and have it sign by the Mayor or Licensing Officer

his authorized personnel.
Release the Approved Permit.

END OF TRANSACTION

FRONTLINE ﬂ; CES
MUNI Cl PAL MASYORG S



ISSUANCE OF TRICYCLE FRANCHISE

SCHEDULE OF AVAILABILITY:
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:
1. Any interested party or his/her representative who wants to apply for franchisement of tricycle for hire.

DURATIA® minutes (excluding action of the Sangguniang Bayan and MMO)

HOW TO AVAIL THE SERVICE:

IMPLEMENTING OMALOK |

Cl PAL

MA

BUSINESS PERMIT AND LICENS

DURATION OF ACTI\&E@SON IN
STEHR APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES | FORM/REQUIREMEN
Circumstances)
1 | Proceed to the Business Permit afpétoe&lesthg client with vital informatgon on thélinutes License Inspegctor/ 1. Application Form
Office , secure and fill up applicatipprimress andl its requirements. Licensing Officer (Notarized)
make clarificatory inquiries. 2. Barangay Clearance
3. Police Clearancs
4 . Mayor gs
5. OR & CR of Motgr Ver
2 [ Submit the accomplished applicatidRéoemeandd review application and docuneMaates License Inspgctor/ 6. Assets & Liabiliti¢s
other documents to the Business Padwvig&Stuatichent to wait for communjication from SB Licensing Officer 7. Income Tax Retyrn
and that it will be sent to them for thHe schedule 8 Voter Qs
inspection of unit for committee apgdroval. 9. Residence Certif|cate
10. Photo ID (2x2)
Submit application & other documents to the office SB Personngl in
of the Sangguniang Bayan for approval. Charge
3 | Proceed to the Business Permit S¢tdsrefordbeof payment. 1 Minute License Inspégctor/
issuance of order of payment of frinchise Licensing Officer
4 | Proceed to the Treasury Office for|prgoeamts payment and issue an Official Retéiphute RCC I P 300.00 Reg.
P 500.00 Permit
5 [Proceed to the Business Permit S¢PtiepasttMR©P Franchise and forward theZamMetdes | License Inspgctor/
Official Receipt the Mayords Offijce f or a p|pLicemsing Officer
Release Approved Franchise
END OF TRANSACTION
FRONTLINE ﬂ; ES
MUNI CI PAL A Rd® S



ISSUANCE OF TRISICAD PERMIT

SCHEDULE OF AVAILABILITY:
Mond&yiday, 8:086AMPM
WHO MAY AVAIL THE SERVICE:

1. Any interested party or his/her representative who wants to apply for Trisicad Permit.

DURATIA& Minutes (excluding action from the MMO)

HOW TO AVAIL THE SERVICE:

IMPLEMENTING OMALOK |

Cl PAL

MA

BUSINESS PERMIT AND LICENS

DURATION OF ACTI%EYQSON IN
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES | FORM/REQUIREMEN
Circumstances)

1 | Proceed to the Business Permit afpétoe&lesthg client with vital informagon on théinutes License Inspegctor/ 1. Application Form
Office , secure and fill up applicatipprimress and its requirements. Licensing Officer 2. Police Inspection| Forn
make clarificatory inquiries. 3. Insurance Certificate

2 | Submit the accomplished applicatidReéoemeandd review application and docunzmgiutes License Inspegctor/
other documents to the Business Pesnit Seddioaf payment. Licensing Officer

3 | Proceed to the Treasury Office for|paoemt.payments and issue official receipfl. Minute RCC Il |Reg. P 200.p0

Permit P 250.00
Sticker P 100.00
Plate P 120J00
4 | Proceed to the Business Permit S¢Btiepasdth tie Trisicad Permit and farward 2@ amges | License Inspéctor/
Official Receipt to the Mayoro6s dffice f or| Leegnging Officarl
Release Approve Permit.
END OF TRANSACTION
FRONTLINE ﬂ; ES
MUNI CI PAL AYOROG S



DROPPING OF FRANCHISE

SCHEDULE OF AVAILABILITY: IMPLEMENTING OMAWCE:I Cl1 PAL MA

Mond&yiday, 8:06:AMPM BUSINESS PERMIT AND LICENS
WHO MAY AVAIL THE SERVICE:

1. Owners of registered tricycle for hire who would like to drop/cancel the franchise.

DURATIA& Minutes (excluding action from the MMO)

HOW TO AVAIL THE SERVICE:

DURATION OF ACTI\@E\"QSON IN

STEHR APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES | FORM/REQUIREMEN
Circumstances)
1 |Proceed to the Business Permit an®esmmmssgpproved existing franchige. 4 Minutes License Inspgctor/ 1. Previous Franchise
Office, submit previous franchise. Licensing Officer
Issue Order of Payment for dropping of franchise.
2 | Proceed to the Treasury Office for|paoemt.payments and issue official receipfl. Minute RCC I P 100.00

3 | Proceed to the Business Permit S¢Blieparé tine Dropping of MTOP Franchis@@mdinutes | License Inspéctor/
Official Receipt forward the samel to t he Malicansing ©fficexf fi cle for its
approval.

Release Dropped Franchise.

END OF TRANSACTION

FRONTLINE ﬂ; MCES
MUNI CI PAL MAYORG6 S



RETIREMENT OF BUSINESS PERMIT

SCHEDULE OF AVAILABILITY:
Mond&yiday, 8:086AMPM
WHO MAY AVAIL THE SERVICE:

1. Owners of registered business who would like to retire the business permit.

DURATIA2Q Minutes (excluding action fr

HOW TO AVAIL THE SERVICE:

om the MMO)

IMPLEMENTING OMALOK |

Cl PAL

MA

BUSINESS PERMIT AND LICENS

DURATION OF ACTI\&E@SON IN
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES | FORM/REQUIREMEN
Circumstances)

1 |Proceed to the Business Permit ap&eamnssgrevious approved Busingss PertiMinutes License Inspegctor/ 1. Applicaton Form
Office, submit previous approved Business Permit Licensing Officer 2. Previous Business Per
and fill up the Application Form. 3. Barangay Certifigate

2 | Proceed to the Treasury Office for|paoemt payment, issue Official Regeipt antl Fangtd RCC I P 50.00

Business Records.
Sign and recommends approval In the application
form for retirement.
3 | Proceed to the Business Permit S¢Bliepasiithibeetirement of business permit &hdvinutes | License Inspgctor/
Official Receipt and signed applicgfiooformar d t o t he Mayor ds Of]fLicengng Officer a p p|r ov a |

Release approved retired Business

END OF TRANSACTION

FRONTLINE ﬂ; ES
MUNI CI PAL AYORG S



ISSUANCE OF CERTIFICATION OF BUSINESS RECORDS

SCHEDULE OF AVAILABILITY: IMPLEMENTING ORACEI CI1 PAL MA
Mond#&yiday, 8:06AMPM BUSINESS PERMIT AND LICENS
WHO MAY AVAIL THE SERVICE:

1. Any individual who would like to ask for certification pertaining to business records.

DURATIQME Minutes

HOW TO AVAIL THE SERVICE:

DURATION OF ACTI%EYQSON IN
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES | FORM/REQUIREMEN
Circumstances)

1 | Proceed to the Business Permit af&easvsifiipdequest form. 4 Minutes License Inspegctor/ 1. Request Form

Office, fill up the request form. Issue order of payment. Licensing Officer
2 | Proceed to the Treasury Office for|paoemt.payment and issue an Offitial Reckiptinute RCC 1l P 50.00
3 | Proceed to the Business Permit S¢Bliepaséatiterelease the certification. 10 Minutes | License Inspégctor/

Official Receipt. Licensing Officer

END OF TRANSACTION

FRONTLINE ﬂ; ES
MUNI Cl PAL MANORG S



ISSUANCE OF SPECIAL PERMIT

SCHEDULE OF AVAILABILITY:
Mond&yiday, 8:086AMPM

IMPLEMENTING OMAWCE:I Cl1 PAL MA
BUSINESS PERMIT AND LICENS

WHO MAY AVAIL THE SERVICE:
1. Any individual or party who would like to ask for permit to conduct special activities.

DURATIA Minutes (excluding action from MMO)

HOW TO AVAIL THE SERVICE:

DURATION OF ACTI\&E@SON IN
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES | FORM/REQUIREMMEN
Circumstances)
1 | Proceed to the Business Permit pRdddtentiiegl up request form and inferview £lMimutes License Inspegctor/ 1. Request Form
Office, fill up the request form. |[Ask additional documents if needed fpr the purpose. Licensing Officer
Issue order of payment.
2 | Proceed to the Treasury Office fpRpagimemayment and issue an Official ReceipMinute RCC Illl | As provide ip the
Municipal Tax
Code
3 | Proceed to the Business Permit SeatjaresitBpecial Permit & forward the samd @oMireutes | License Inspgctor/
the Official Receipt. Mayor ds Office fqr appr ov g lLicensing Officer
Release the approved Special Permit.
END OF TRANSACTION
FRONTLINE ES

MUNI CI PAL

ﬂEA

OR® S



ISSUANCE OF CERTIFICATE OF TAX EXEMPTION

SCHEDULE OF AVAILABILITY: IMPLEMENTING ORACEI CI1 PAL MA
Mond&yiday, 8:06:AMPM INVESTMENT PROMOTION (PAIC) AND
WHO MAY AVAIL THE SERVICE:

1. Any requesting party as it pertains to his/her personal records.

2. Other party duly authorized by the employee concern.

DURATIAN Days and 30 Minutes

HOW TO AVAIL THE SERVICE:

DURATION OF ACTTI
STER APPLICANT/CLIENT SERVICE PROVIDER |  (Under Normal %E\EESGNE'N

Circumstances)

FEES FORM/REQUIREMENT

1 |Inquire about how to avail Tax Remortvibe Name of the company/client 5 Minutes Tourism Opergtions
Provide Application Form and Chgcklist of Officer
Requirements.

. Project Study

. Articles of Incorporation
. SEC/DTI Registration

. Real Property Tax Cleafance
. Vicinity Map of Building
. Lease Contract or Land Title
. Sketch Plan of Building
. Certificate of Occupancy
. Environmental Impact Staten
10. Authority to File Appligation

11. 2x2 Picture of the Marjager

O©COoOO~NOUITAWNPEF

2 | Fill up Application Form. Check up the filled up Application| Form dadMinute Senior Tourism
issue an order of payment. Optns. Officer
3 | Proceed to the Treasury OfficHdsue Official Receipt. 1 Minute RCC Il |P 1,000 for Small Scale
payment of filing fee. P 3,000 for Medium Scale
P 5,000 for Large Scale
4 | Submit requirements. Review the requirements and prepare 10 Days Senior Tourism
recommendations for tax incentivgs. Optns. Officer

Submit the recommendation with [attached
documents to the Office of the Mayor for
appropriate action.

5 [Present the Official Receipt anRetzaseditiecCertificate of Tax Exgmptiort Minutes Senior Tourism
Certificate of Tax Exemption. Optns. Offiger

END OF TRANSACTION

FRONTLINE ﬂ; ES
MUNI Cl PAL MASNORG S



ISSUANCE OF MT. APO TREKKING PERMIT

SCHEDULE OF AVAILABILITY:
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:

1. Any individual/group who wants to cl

DURATI®% Minutes

HOW TO AVAIL THE SERVICE:

imb Mt. Apo.

IMPLEMENTING OMALOK |

Cl

PAL

MA

INVESTMENT PROMOTION (PAIC) AND

DURATION OF ACITMSPR soN IN
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES | FORM/REQUIREMEN
Circumstances)
1 |Inquire about how to obtain Mt. Afdd°Toekdeqmoma letter of intent and applicatidhMinutes Planning Off|cer
Permit. for Climberods Pelrmit to ble fillgegd up |[by the cll]i el
2 |Fillup Letter of Intent and Applicafi@hfeck the filled up Letter of Intent and 5 Minute Planning Offlcer
Cli mberds permifApplication for Climber|6s Per{mit.
Issue Order of Payment.
3 | Proceed to the Treasury Office for|pesureedfficial Receipt. 1 Minute RCC I P 500.00
4 | Present O.R. and sign the TrekkingF@enardRbmpermit to the Office of Mayor férMinutes Planning Off|cer
Approval.
5 |Inquire Technical Details about climbimgiacicbriefing and release Trekk|ng PertitMinutes Planning Off|cer
receive the Trekking Permit.
END OF TRANSACTION
FRONTLINEﬂE ES
MUNI CI PAL AYOROG S



ISSUANCE OF BURIALIRERM) T ease Agreement, Cementing of Tomb, Ground Burial)

SCHEDULE OF AVAILABILITY:
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:
1. General Public

DURATI22 Minutes

HOW TO AVAIL THE SERVICE:

IMPLEMENTING OMALOK |

Cl PAL MA

HOUSING AND HOMESITE REGUL/

DURATION OF AC

[MSERsON IN

FORM/REQUIREMEN

STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES
Circumstances)
1 |Proceed to cemetery and ask for BuntahGéatheadient, issue burial clegrance aridinutes Cemetery
advice the client to proceed to the Housing and Caretaker
Homesite Regulation Office.
2 | Present required documents. Check available documents and peterminiithige HHRO Il 1. Cemetery Cleargnce
type of burial. 2. Death Certificate
3 | Proceed to the Treasury Office for|pesureedfficial Receipt and sign pernjit. 1 Minute RCC lll/ Munjcipiathes Lease
Treasurer| Agreement
P 1,500.0p
Cementing of
Tomb
P 500.00
Ground Burial
P 100.00
4 | Proceed to Municipal Health Officg Sign the Burial Permit. 6 Minutes Municipal Hgalth
Officer
5 |Proceed to Muni tReqeigelthe BLaial Bermit and kafefitisign&dNdinties Clerk
Mayor or by the authorized personnel.
6 | Go back to Housing Office with the Bignethpesffidiial receipt and release the pe2riinutes HHRO Il

END OF TRANSACTION

FRONTLINE ﬂ;
MUNI CI PAL MNA

ES
OR® S



ECONOMIC ENTER
MANAGEMENT OF

ANTEAREZI ZEN$B] CH



ISSUANCE OF LEASE GUINRRECTSTALL)

SCHEDULE OF AVAILABILITY:
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:
1. Stallholders/ Vendors

DURATIANDay and 15 Minutes

HOW TO AVAIL THE SERVICE:

IMPLEMENTING OERIOROMIC ENTERPRISE MANAGI

OPERATION OF

MAR

DURATION OF AC

MMERsoN

newal

newal

STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARG :I FEES FORM/REQUIREMEN
Circumstances) B
1 |[Present the required documents. |Fill up and print the lease Contract Form. 10 Minutes Market 1. Business Permit
Supervisqr 2. Transfer Fee
(not necessary if re
Facilitates processing of the Lease [ContractlabDdy Administrafive 3. Waiver of Right
have it notarized. Aide (not necessatry if re
4. OR of Stall Rental
5. Lease Contract
2 | Receive copy of the Lease ContrapRelease to the stallholder a copy of|the Leds#linute Administrafive
Contract. Aide

END OF TRANSACTION

FRONTLINE $
ECONOMIC ENTERPRISE MANAGHM

ES
OFFICE



MEAT INSPECTION

SCHEDULE OF AVAILABILITY:
Everyday, 3:@00NPM

WHO MAY AVAIL THE SERVICE:
1. General Public

DURATIGR Minutes

HOW TO AVAIL THE SERVICE:

IMPLEMENTING OERIOROMIC ENTERPRISE MANAGI
OPERATION OF SLAUGHTE

DURATION OF ACJr
STEA APPLICANT/CLIENT SERVICE PROVIDER |  (Under Normal W('?EESGN:'N FEES REF%'TF'{V'QMEP -
Circumstances) B Q
1 |Go to the Municipal Slaughterhoug€mudet Aante Mortem inspection. 5 Minutes Meat Inspgctor 1. Brgy. Certificatign
Sitio, Brgy. Tuban with the animal fto be (For large animalsfonly
slaughtered. i.e. cow, horse, cafabao
2 | Pay the corresponding fee. Issue Official Receipt. 1 Minute MTO ANTE MORTEM
Representatizege catBel00J00
HogP 60.00
Goat/Shee 0.0
Other® 40.00
3 After the animal has been slaughtefed, cof@udirautes | Meat Inspdctor
Post Mortem inspection (marking amd weighing).
Issue Meat Inspection Certificate. 5 Minutes Meat Inspdctor
4 | Pay the corresponding fee. Issue Official Receipt. 1 Minute MTO POST MORTEM
Representatiaege catiel.00/Kilo
HogP 0.75/kilo
Goat/Shee®.50/Kilo
Other® 0.30/kilp
END OF TRANSACTION
FRONTLINE $ ES
ECONOMIC ENTERPRISE MANAGHM OFFICE



CATERING SERVICES

SCHEDULE OF AVAILABILITY:
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:
1. General Public

DURATIANHour and 41 Minutes

HOW TO AVAIL THE SERVICE:

IMPLEMENTING OERIOROMIC ENTERPRISE MANAGI

OPERATION OF MUNICIPAL TRAIN

DURATION OF ACTM::IHSON IN
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES FORM/REQUIREMEN
Circumstances) B
1 |Inquire on availability of the venuroatiedhformation to the customer rggarding3hdinutes | Administrafive For government:
catering services and hall rental.inquiries. Aide Approved Purchase Orde
with attached Obliggation
2 | Make reservation. For Private Sectors: 15 Minutes MTC Sta| Request and Purchpse
Accept reservation and issue contract|with the menu. Request
For Government: For NGAs:
Accept reservation and present the m¢nu. Purchase Order
For Private Sector:
Contract
3 Serve food on the scheduled date. 1 Hour MTC Sta
4 | Ask for Billing Statement. Provide Billing Statement. 10 Minutes MTC Sta
5 | Proceed to the Treasury Office ftsquey@Hitial Receipt. 1 Minute RCC Il | Per Billing Statrment
END OF TRANSACTION
FRONTLINE ES

ECONOMIC ENTERPRISE MANAG*/I OFFICE



MUNICIPAL CI\
REGISTRY OFF

ANTEAREZ I ZEN$ 85 CH



REGISTRATION OF LIVE BIRTH

SCHEDULE OF AVAILABILITY: IMPLEMENTING OMUGIECIPAL CIVIL REGISTRY
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:

1. Midwife, Trained Hilot, Parents and concerned individual (if late registration)

DURATIONN time RegistraBadinutes
Delayed Regisfraildviinutes (excluding posting period of 10 working days)

HOW TO AVAIL THE SERVICE:

DURATION OF ACJr
STEA APPLICANT/CLIENT SERVICE PROVIDER (Under Normal W(II:::IEASR?GN:IN FEES REF%'TF'{V'QMEP -
Circumstances) B Q
1 | Fill up Data Information Sheet| Type data to the COLB Form. 14 Minutes Admin. Aide If delayed registration:
1. Affidavit of two

If delayed registration, verify records in|jthe 10 Minutes Admin. Aige disinterested pergon

computer and registry book if available|or not. 2. Negative Certifi¢ation
from NSO and two of

Issue order of payment. 1 Minutes Admin. Aide the following:

Baptismal Certificgtion
School Record

2 | Proceed to the Treasury Officq fesypapifaihl Receipt. 1 Minute RCC | OntimE 20.0 )Marriage Certificate
DelayeB 50.00\, ot er 6s Rec

Barangay Certification

3 [Present Official Receipt. Review and sign the COLB. 4 Minutes Admin. Aige
Assign Registry Number to the COLB gnd reg@tiinutese
Civil Registry Book, enter O.R. in the Idg book and re-

|l ease ownerds copy of livelbirth certiflicate.
If delayed registration:
Enter O.R. in the log book 1 Minute
Type notice of posting and issue claim|slip 2 Minutes
Post notice at the bulletin board 2 Minutes
4 | Claim Birth Certificate. Review & sign approved COLB. 4 Minutes MCR
Assign Register Number to the COLB and regBtetinutine Admin. Aigde
Civil Registry Boopk and release |the ownlerds copy t
client.

END OF TRANSACTION

FRONTLINE *WES
MUNICIPAL CIVIL REGIST FICE



REGISTRATION OF DEATH

SCHEDULE OF AVAILABILITY:
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:
1. Concerned individual

IMPLEMENTING OMUGIECIPAL CIVIL REGISTRY

DURATIO®N time RegistraBoxinutes
Delayed Regisfrafddviinutes (excluding posting period of 10 working days)

HOW TO AVAIL THE SERVICE:

DURATION OF ACJr
STEA APPLICANT/CLIENT SERVICE PROVIDER |  (Under Normal W('?EESGN:'N FEES REF%'TF'{V'QMEP -
Circumstances) B Q
1 | Fill up Data Information Sheet. Verify records and type data on the Certificatd Minutes Clerk If delayed registration:
of Death. 1. Affidavit of two
disinterested perpon
2 [ Sign the information portion of the|dsstc@eler of Payment. 1 Minute Clerk g E@r?[%%ycceergg %a;ité?]r
(also sign at the back of the certifitate of death, if 'fron?the NSO [
delayed registration)
3 | Proceed to the Treasury Office for|pesureedfficial Receipt. 1 Minute RCC | OntimE 20.00
Delayeg 50.0(
4 | Present Official Receipt. Enter O.R. in the log book. 1 Minute Clerk
5 |Proceed to MHO for the signature |dhtbevideaiittiormant and sign the cettificate5 Minutes Physiciar
Officer. Advise client to have the embalmer|sign at the
back of the certificate, if embalmed,(No need for
delayed registration).
6 |Go back to MCR and submit the ceR#iciate@.and sign the certificate. 4 Minutes MCR
Assign registry number and registel in the bdboates Clerk
and provide ownelrds copy |of thje certificate.
7 | Claim the approved Death Certificaliedelayed registration:
Review and sign the certificate. 4 Minutes MCR
Register in the Registry Book and provide &ligtnutes Clerk
ownerds copy of |[the certi|ficatl.
END OF TRANSACTION

FRONTLINE *%IZES
MUNICIPAL CIVIL REGIST FICE



ISSUANCE OF CERTIFIED COPY OF REGISTERED DOCUMENTS

SCHEDULE OF AVAILABILITY: IMPLEMENTING OMUGIECIIPAL CIVIL REGISTR®
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:

1. General Public

DURATIO? Minutes

HOW TO AVAIL THE SERVICE:

DURATION OF ACITWHN SN
STEHR APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARG

Circumstances)

N FORM/
FEES REQUIREMENT

1 | Fill up Data Information Sheet. Verify the requested document to the compatdtinutes Admin. Aige
(CRIS) or the Registry Books.
Generate copy from the computer dr photocopy
from the original document.
Check the veracity of the data contained in the

document.
Issue Order of Payment.
2 [Proceed to the Treasury Office for|pssueedfficial Receipt. 1 Minute RCC IlII| P 50.00 for Lqcal
P 100.00 for Travel/
Work abroag
3 | Present Official Receipt. Sign/certify and seal the transcript gr the 2 Minutes MCR
generated copy.
Release certified copy of document Admin. Aige

END OF TRANSACTION

FRONTLINE *%ES
MUNICIPAL CIVIL REGIST ICE



APPLICATION FOR MARRIAGE LICENSE

SCHEDULE OF AVAILABILITY: IMPLEMENTING ORRUGIECIIPAL CIVIL REGISTR
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:

1. Contracting Parties

DURATIA8 Minutes (excluding posting period of 10 calendar days)

HOW TO AVAIL THE SERVICE:

DURATION OF ACJr
STEA APPLICANT/CLIENT SERVICE PROVIDER (Under Normal W('?EESGN:'N FEES REF%'TF'{V'QMEP -
Circumstances) B Q
1 | Submit the required documentglnterview the client. 30 Minutes | Admin. Aide VI 1. FP/PMC Certifiqate
Type/prepare the application for marriage license forms. 2. Birth Certificate
3. CENOMAR fronp NSC
2 | Sign the application forms. Issue Order of Payment. 1 Minute Admin. Aide VI
3 | Proceed to the treasury Office [ftaspey@ifictal Receipt. 1 Minute RCC P 225.00
If both parties r¢sides
in the municipality
P 325.00
If party isnhorn
resident in the
municipality
P 2,075.00
If party is foreigner
4 | Present Official Receipt. Prepare and issue notice of posting as well as4dgligutes Admin. Aide VI
claim slip.
Post notice of marriage application to the bulletin board.
5 |Claim the Marriage License. |[lssue Marriage License. 2 Minutes MCR P 2.00
END OF TRANSACTION

FRONTLINE *%g:ES
MUNICIPAL CIVIL REGIST FICE



REGISTRATION OF MARRIAGE CERTIFICATE

SCHEDULE OF AVAILABILITY: IMPLEMENTING ORUGIECIIPAL CIVIL REGISTRY
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:

1. Solemnizing Officers

DURATIAI2 Minutes

HOW TO AVAIL THE SERVICE:

DURATION OF AC|r
STEA APPLICANT/CLIENT SERVICE PROVIDER (Under Normal W('?EESGN:'N FEES REF%'TF'{V'QMEP -
Circumstances) B Q
1. Marriage Certifi¢ate
1 | Submit the Certificate of Marriagetoew the completeness and legibility|of entriz§/imtives Admin. Aide
registration. certificate. Issue Order of Payment.
2 | Proceed to the treasury Office [ftssp@y@kictal Receipt. 1 Minute RCC IIl | On Time Regisfration:
P 20.00
Late Registratjon:
P 75.00
3 | Present Official Receipt and wgkriterttiee O.R. number in the logbook. 1 Minute Admin. Aide
release of the Marriage Certifidate.
Receive and sign Certificate of Marriage, assignVayisey
number and providF the client a|lownerds| copy.
END OF TRANSACTION

FRONTLINE *%@ZES
MUNICIPAL CIVIL REGIST FICE



LEGITIMATION

SCHEDULE OF AVAILABILITY:
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:
1. Parents of the illegitimate child.

DURATI®O Minutes

HOW TO AVAIL THE SERVICE:

IMPLEMENTING OMUGIECIIPAL CIVIL REGISTR

DURATION OF ACITWHY <\ | |N
STEHR APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES FORM/REQUIREMENT
Circumstances) B
1 |Present the required supportinpRcemanis.register the document in the bookL6fMigates | Admin. Aide VI 1. Affidavit of Legitimatjon
instrument. 2. Marriage Contract ofl parer
3. CENOMAR of parens fror
Effect the legitimation by making amendged Birtli Eftifictes.
Issue Order of Payment.
2 | Proceed to the treasury Office [ftsspey@igictal Receipt. 1 Minute RCC I P 200.00
3 [Present Official Receipt and wpkritertkiee O.R. number in the logbook. 1 Minute Admin. Aide VI
release of the amended Birth (ertificate
Certify the amended birth certificate. 2 Minutes MCR
Issue copy of amended birth certificate|to the clidninute Admin. Aide VI
END OF TRANSACTION

FRONTLINE * CES
MUNICIPAL CIVIL REGIST ICE



REQUEST FOR NSO COPY OF BIRTH, MARRIAGE, DEATH CERTIFICATE AND CENOMAR

SCHEDULE OF AVAILABILITY: IMPLEMENTING OMUGIECIIPAL CIVIL REGISTR®
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:

1. General Public

DURATIANDay and 10 Minutes

HOW TO AVAIL THE SERVICE:

DURATION OF ACJr
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal W('?EESGN:'N FEES REF%'TF'{V'QMEP -
Circumstances) B Q

1 |Fill up Data Information Sheet,| Check the completeness and correctngss of tHe Miritie=s Admin. Aide VI 1. NSO Request Fprm

Issue Order of Payment.
2 |Proceed to the treasury Office [ftaspey@iictal Receipt. 1 Minute RCC Il | P 100 (8ervice [ee

P 14000SO
P 195 0Q0ENOMAR

3 [Present Official Receipt. Enter the O.R. number in the logbook gnd issuzMinutes Admin. Aide VI

claim slip.
4 | Claim NSO Copy Release NSO Copy. 2 Minutes Admin. Aide VI

END OF TRANSACTION

FRONTLINE *%ES
MUNICIPAL CIVIL REGIST ICE



CORRECTION OF CLERICRLAARBELIR.A. 10172)

SCHEDULE OF AVAILABILITY:
Mond&yiday, 8:086AMPM
WHO MAY AVAIL THE SERVICE:

1. Those with clerical errors in the birth, marriage and death certificate.

DURATIG\Days, 1 Hour and 40 Minutes

HOW TO AVAIL THE SERVICE:

IMPLEMENTING OMUGIECIIPAL CIVIL REGISTR

DURATION OF ACTII_-)EQ@ON IN
STEHR APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES FORM/REQUIREMEN"
Circumstances)
1 |Present supporting documentg.Evaluate the supporting documents. 10 Minutes Registration 1. NSO copy of the dlocur
Accomplish the petition for correction|of clericaMimotes Officer Il to be corrected
Issue Order of Payment. 2. Community Tax Qert.
2 | Proceed to the treasury Office [ftssp@y@kictal Receipt. 1 Minute RCC lll| For RA 9048 3. Supporting docunjents
P 1,000.B0ing F4 L
P 100.GBervice F%ﬁ‘r’]gﬁﬁo” involves
E Ofiolgﬂglr?gt Fef COLB of father
P 3.000.80ing Fd&" Marriage Cert. of Paren
JUV-EUING P& oo of siblings(at lea:
P 500.(ervice Fg
EX Or any other docyment:
P1,000-0digrant F 8
§ pport the correct qurnan
3 [Present Official Receipt. Enter O.R. number in the log book. 1 Minute Registration of father
Type and issue notice of posting as well as @ditmslips Officer Il
Post notice at the bulletin board. 2 Minutes If correction involves
Issue notice of Publication (for RA 10172). middle name:
Render decision on the petition. Within 5 working days pifter pStiRg 1. COLB of mother
Mail approved petiticD @REIO affirm pr 15 Minutes MCR 2. Marriage Cert. of paren
i mpugn MCROs decifsion 3. COLB of siblings(pt lea:
If petition is affirmed: 4. Or any other docyment:
Register the affirm petition and make|Cert. &GiMihiytes Registration support the correct qurnar
Effect correction and prepare amend¢d document. Officer 1l of mother
Issue order of payment.
4 | Present O.R. and release the appovvee copy of approved petition angl amendedioops Registration
petition and corrected copy of gotctiheeldcument. Officer 1l
END OF TRANSACTION
FRONTLINE *%ES
MUNICIPAL CIVIL REGIST ICE



CHANGE OF FIRST RAMED48 )

SCHEDULE OF AVAILABILITY:
Mond&yiday, 8:086AMPM
WHO MAY AVAIL THE SERVICE:

1. Those erroneous first name in the Certificate of Live Birth

DURATIG\Days, | Hour and 40 Minutes
(excluding posting period of 10 calendar days, publiC@iBGand action of NSO

HOW TO AVAIL THE SERVICE:

IMPLEMENTING OMUGIECIIPAL CIVIL REGISTR

DURATION OF AC[TIRERSON
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal IN FEES FORM/REQUIREMEN
Circumstances)| CHARQE
1 |Present supporting documentg.Evaluate the supporting documents. A¢complidh kieutes | Registragon 1. NSO copy of the
petition for change first name. Issue ordler of payment. Officer il document to be corfectec
2. NBI Clearance
3. Police Clearancs
2 Proceed to the treasury Office [ftaspay@iiotal Receipt. 1 Minute RCC I} P 3,000-B0ing fge; cert. of employment or
P 500 (fervice Fagidavit of-aoploymept
P1,000-0digrant fF8epporting documents:
1. Marriage Certificat
2. Baptismal Certifi¢cate
3. Votergs
4. Employment Regord
5. Birth Cert. of children
3 | Present Official Receipt. Enter O.R. number in the log book. 1 Minute Registratjon 1. Transmittal Lettey
Type and issue notice of posting as wejl as clébnvigtiptes Officer Il 2. Record Sheet
Post notice at the bulletin board. 2 Minutes 3. Certificate of Pogting
Render decision on the petition. Within 5 working days pfter fgtiStivg 4. Petition and Supportin
Mail approved petitic@ @REIO affirm orlimpugh5 Minutes MCR documents
MCR&6s deci si on 5. Affidavit of Publigation
If petition is affirmed:
Register the affirm petition and make Jert. of G0diiyputes | Registratjon
Effect the change of name and prepard amended Officer 1|l
document. Issue order of payment.
4 | Present Official receipt and relgBséeth®@.R. Number in the log book. 1 Minute Registratjon
approved Petition and Correct¢@maviyeofopy of the approved petition gnd the amended Officer Il
document. copy of the document.

END OF TRANSACTION

MUNICIPAL CIVIL REGIST

FRONTLINE

Fuess



AUTHORITY TO USE THE SURNAME BGFATREFATHER

SCHEDULE OF AVAILABILITY: IMPLEMENTING ORRUGIECIIPAL CIVIL REGISTR
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:
1. Father of the illegitimate child

DURATI®O Minutes

HOW TO AVAIL THE SERVICE:

DURATION OF ACJr
(Under Normal WEEASR?GN
Circumstances)

1 |Present the required supportinpRcemanis.register the document in the bookl6fMinutes | Admin. Aide VI
Legal Instrument.

STEF APPLICANT/CLIENT SERVICE PROVIDER N FEES FORM/

REQUIREMENT

1. Affidavit of AUS

T

Effect the AUSF by making amended bjirth cert#&iddieutes MCR
2 | Proceed to the treasury Office [ftsspey@iictal Receipt. 1 Minute RCC I P 200.00
3 | Present Official Receipt and wkriterteR. number in the log book. 1 Minute Admin. Aide VI
release of the amended Birth Qertificate.
Certify the amended Birth Certificate of|the clienMinutes MCR
Issue copy of the amended Birth Certificate to th®licliget. MCR

END OF TRANSACTION

FRONTLINE *%g:ES
MUNICIPAL CIVIL REGIST FICE



MUNICIPAI
SOCIAL WELFARE
DEVELOPMENT Ol

ANTEAREZ I ZEN§ 46 CH



EMERGENCY SHELTER ASSI

ST

ANCE

(ESA),

PAUPEROS BU
AND SOCIAL SERVICES FOR SOCIALLY DISADVANTAGED PERSONS (SSDP)

SCHEDULE OF AVAILABILITY:
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:

1. Disaster Victims (NatuMbadail Man
2. Persons in Crisis Situation (Death & SicknesSoRetondyademt&iewly resettled squattersratyd Cultural Commu

3. Evacuees

HOW TO AVAIL THE SERVICE:

4. Rebel Returnees

IMPLEMENTING OMUGIECIPAL SOCIAL WELFARE AND DEVE

6. Persons in Extremely Difficult Circumstances
DURATIANHour and 35 Minutes (excluding procésSitrgrinhee) Persons

DURATION OF AC

MVIBERSON IN

STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES | FORM/REQUIREMEN
Circumstances)
1 | Apply/Seek financial assistance. |Record the name of the client, addrgss andtiybeutés Officer of the PayNo Feeg For ESA:
the assistance asked. Required1. Barangay Certifigation
Give check list of required documents. (3 copies)
Refer to Social Worker ordhaygeam |n 2. Picture and BFP
Certification (Fire |Victin
2 | Present to the Social Worker his/hdnggtiwatiorciect to establish his/her ¢ligibiliB0 Minutes MSWDO;IEWO For Pauper o
the need for specific assistance. |Check all the documents required igsue action slip. SWOSWA, 1. Barangay Certifigation
CAOI,DCWII,IDCWI (3 copies)
2. Death Certificate
Prepare all the supporting papers fqr reviewladdur MSWDO;IEWO (3 copies)
signature of MSWDO. SWOSWA, 3. Certificate of No LL.and
CAOI,DCWII,IDbCWI Holding (2 copies
Submit the filkedpplication form (BAF200) f&rMinutes DCW For AICS/SSDP:
Mayords signaturje. 1. Barangay Certifigation
Submit the application with all the sppportiBgMinutes Mayor ds| Of fijce, MB O,

papers and documents for processi

ng.

MAO, MTO

END OF TRANSACTION

FRONTLINE

E

S

MUNICIPAL SOCIAL WELFARE AND DEVE%PC ENT OFF



PRBMARRIAGE COUNSELING

SCHEDULE OF AVAILABILITY: IMPLEMENTING OMUGIECIPAL SOCIAL WELFARE AND DEVE
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:

1. Engaged couples applying for Marriage License.

DURATICNHours and 34 Minutes

HOW TO AVAIL THE SERVICE:

DURATION OF ACTI\ﬁE\éSON N
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES | FORM/REQUIREMEN
Circumstances)
1 |Apply for-Mariage Counseling. | Give PMC Application Form. 3 Minutes Officer of thg Day
Refer to Social Worker.
2 | Filup the Application Form. Receive theditleédpplication Form. 20 Minutes Social Worker 1. Application Form
Establish his/her eligibility.
Advise clients to go to PMC hall.
3 | Attend the PMC session. ConductiRagriage Counseling. 4 Hours Social Worker
Issue Order of payment. 2 Minutes
Prepare thevRameiage Counseling Ceftificated Minutes
for signature.
4 | Proceed to the Treasury Office for|pesueedfficial Receipt. 1 Minute RCC 1l P 100.00
5 | Present the Official Receipt. Enter the O.R. Number and release the Pr& Minutes Social Worker
Marriage Counseling Certificate.
END OF TRANSACTION

FRONTLINE %%ES
MUNICIPAL SOCIAL WELFARE AND DEVEJOPMENT OFF



ISSUANCE OF SENIOR CI

TIZENS 1D

SCHEDULE OF AVAILABILITY:

IMPLEMENTING OMUGIECIPAL SOCIAL WELFARE AND DEVE

Mond&yiday, 8:086AMPM OFFI CE FOR THE S
WHO MAY AVAIL THE SERVICE:
1. Persons aging 60 years old and above and residents of Sta. Cruz, Davao del Sur.
DURATIAN: Minutes
HOW TO AVAIL THE SERVICE:
DURATION OF ACINWEKRsoN IN
STEHR APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES | FORM/REQUIREMEN
Circumstances)
1 [Inquire and Apply for a Senior (ilzerstDr d t he cl i ent|0s SHMmies aln3bcishWaodiere s s . 1. Community Tax (Cedu
Give checklist of requirements or docyments. Social Worker 2. 2pcs. 1x1 ID picthre
Interview the client to establish his/hef eligibility. Assistant 3. Birth Certificate qr
Check available document brought by|the client. Baptismal Certifichte
Issue an Order of Payment. 4. Any valid 1D (Postal ID
Prepare the Senior Citizens ID. Driverds |[Li ¢
2 | Proceed to the Treasury Office ftsquey@Hitial Receipt. 1 Minute RCC 1l P 100.00
3 | Present O.R. and sign the SenipEtitizessolid.the O.R. Number in the Registrabidifidens. Social Worker/
Facilitate the signing of the Senior Citizens ID by the Social Worker
MSWDO and the Mayor. Assistant

Receive the Senior Citizens ID.

Release the ID card and issue the twg
(for grocery and for medicines).
Present to the client the Benefits and |
under R.A. 9257.

purchase booklet

brivileges

END OF TRANSACTION

FRONTLINE

% ES
MUNICIPAL SOCIAL WELFARE AND DEVELORMENT OFF



TEMPORARY RESIDENTIAL CARN ARNTHROP

SCHEDULE OF AVAILABILITY:
Mond&yiday, 8:086AMPM
WHO MAY AVAIL THE SERVICE:

IMPLEMENTING OMUGIECIPAL SOCIAL WELFARE AND DEVE

1. Children in Conflict with the Law (CICL), Victims of Child abuse. Victims of Viole®gg Against Women & their Children (VAW

abandoned, neglected, orphaned children, foundling, Rebel Returnees and stranded families.

DURATIANHours and 25 Minutes

HOW TO AVAIL THE SERVICE:

DURATION OF ACTI\IQE\éSON N
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal FEES | FORM/REQUIREMEN
. CHARGH
Circumstances)
1 |WCPD, PNP, Social Worker fropRetteed name of client and address. 5 Minutes CAO | | No Fees ReqtioecChildren in Conflict w
Municipalities, Barangay OfficiglC&eauthavailable documents brought by client or the Law (CICL):
concern citizens refer the childrpreferomgparty. 1. Birth Certificate
foundling, rebel returnees and dthatedeiéw client to establish his/her eligibility. 1 Hour SWO II,SWA 2. Barangay Certifigation
families and present his/her sity®Riefeneleztgs for medical check up and prepat® thignutes DCW |
Certificate of Indigency. For Violence Against
Women & their Children
(VAD) y
1. Marriage Certificate
2. Medical Certificaje
For all other cases:
1. Barangay Certifigation
2 | Submit himself/herself for check@peck up the clients and issue Medical Certifidatéour MHO
3 | Return to the MSWD/TemporaryBRiegjdbat@ient back to the Temporary Residéftiinutes DCW |
Care and {Dr@enter.
Extend/Provide available services to his/her like lftmd, DCW Il
clothingos, et c.
Conducting counseling 1 Hour MSWDO
Prepare process recording
Conduct home visit/collateral contact 2 Hours SWO |

END OF TRANSACTION

FRONTLINE %
MUNICIPAL SOCIAL WELFARE AND DEVE

ES
NT OFF



ISSUANCE OF CERTIFICATE OF INDIGENCY

SCHEDULE OF AVAILABILITY:
Mond&yiday, 8:086AMPM
WHO MAY AVAIL THE SERVICE:

IMPLEMENTING OMUGIECIPAL SOCIAL WELFARE AND DEVE

1. Filipino citizen, a resident of Sta. Cruz, Davao del Sur, who is either jobless, underemployment/with limited income,
with income but within the poverty threshold and with limited access to resources.

DURATIAB® Minutes

HOW TO AVAIL THE SERVICE:

DURATION OF ACTI\ﬁE\éSON N
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES | FORM/REQUIREMEN
Circumstances)
1 | Ask for a Certificate of IndigencpRecord the name of client, address and purpdsklinutes Officer of thgq DiayFees Reqtir8arangay Certifig
Check available document brought by|the client.
Refer to the Social Worker estiarggran) In
2 | Present to the Social Worker-or| Rrizgvéewlolient to establish his/her eligibility. 10 Minutes Social WorKer/
Charge the purpose your requept. Program Ir
Charge
Prepare the certil|fi cldMautek o|r SOBBSWIIHEH s sijgnatur e.
Program In]
Charge
Release the Certificate of Indigency. 3 Minutes Social WorKer/
Program In]
Charge
END OF TRANSACTION

MUNICIPAL SOCIAL WELFARE AND DEVE%

FRONTLINE CES

ate

NT OFF



SELF EMPLOYMENT ASS

ISTANCE

SCHEDULE OF AVAILABILITY:
Mond&yiday, 8:086AMPM
WHO MAY AVAIL THE SERVICE:

IMPLEMENTING OMUGIECIPAL SOCIAL WELFARE AND DEVE

1. Family heads, Women, Person with DisdbditgpEjdertys @i existing livelihood/income
generating projects and need additional capital assistance.

DURATIGNHours and 26 Minutes (excluding processing time)

HOW TO AVAIL THE SERVICE:

DURATION OF ACTI\ﬁE\éSON N
STEHR APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES | FORM/REQUIREMEN
Circumstances)
1 | Apply/Seek livelihood assistandeRecord the name of client, address and type 8fMinutes Officer of thg DiayFees Reqtir8arangay Certifigate
assistance asked. 2. Budgetary Requifemer
Refer to Progi@marnge.
2 [Present the proposed project n¢duenyieapttad client to establish his/her eligibiliy Biinutes Community
assistance. the assistance applied. Affairs Offiger
Set scheduled of home visit.
3 | Receive worker at home, introdpCeryduct home visit and do collateral dontacts2 Hours Community
family members and present th¢Aadwiged client to prepare budgetary rgquirements. Affairs Officers
situation. Administer Certificate of Eligibility & explain to his/her
the agreement to rollback.
Prepare supporting papers for review and sigriatdoe rsf Community
the MSWDO. Affairs Officers
Submit the filled up Certificate of Eligibility forstiinutes DCW
Mayords signatur ef.
Submit the application with all supportjng papidiantes SWA
documents for processing.
END OF TRANSACTION
FRONTLINE % ES
MUNICIPAL SOCIAL WELFARE AND DEVE NT OFF



PERMIT TO TRAVEL (LOCAL) OF MINORS TRAVELING UNESCORTED BY PARENTS

SCHEDULE OF AVAILABILITY:
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:
1. Minors (below 18 years old) who wish to travel within the Philippines unescorted by natural parents

DURATICND) Minutes

HOW TO AVAIL THE SERVICE:

IMPLEMENTING OMUGIECIPAL SOCIAL WELFARE AND DEVE

DURATION OF ACTI\ﬁE\éSON N
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal FEES | FORM/REQUIREMEN
. CHARGH
Circumstances)
1 | Ask for Permit to Travel. Record the name of client, address and purp@8eMinutes | Officer of thg Day 1. Birth Certificate
Give checklist of requirements or docyments. 2. Barangay Certifigation
Refer to the Social Worker arharggran) in
Interview the client to establish his/hef eligibility.
Check all the documents required.
Issue Order of Payment.
Prepare the Per mi|t tXMihutesa v|e $ocidl WarkerMSWDOIBs signatfur e
2 | Proceed to the Treasury Office ftsquey@Hitial Receipt. 1 Minute RCC 1l P 50.00
3 | Present the Official Receipt and Reddat the O.R. number in the document. 2 Minutes Social Worker
release of the Permit to Travel.
Release the Permit to Travel.

END OF TRANSACTION

MUNICIPAL SOCIAL WELFARE AND DEVE%

FRONTLINE

ES
NT OFF



MUNICIPAI
HEALTH OFF

ANTEAREZ | ZEN$ B4 Ct



PATIENT CONSULTATION

SCHEDULE OF AVAILABILITY:
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:
1. General Public

DURATIAIN: Minutes

IMPLEMENTING OMUGIECIPAL HEALTH OF

HOW TO AVAIL THE SERVICE:
DURATION OF ACTM::IHSON IN
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES FORM/REQUIREMEN
Circumstances) B
1 | Get a priority number and register |[dbiverR sty Number. 1 Minute Front Degk
then waits for his/her number to b¢ called. In Charge
2 | Tells chief complaints. Make patient record, get data, vital igns add\viefate RHM
to the physician.
3 | Go to the Doctor and present the REfamchldtqrimySical examination of the patiedl) deutes Physiciar 1. Referral form from the
tell his physical complaint. treatment and write order in patient|record. Rural Health Midwife
4 | Bring patient record to the frontdgsR.ar ry out doctor|ds DMimtesr ,| aRHM gi ve me|di ci ne anjd
home instruction to the patient.
END OF TRANSACTION
FRONTLINE %IF__%%ES
MUNICIPAL HEALTH E



ISSUANCE OF MEDICALIMBEBICOERTIFICATE
SCHEDULE OF AVAILABILITY: IMPLEMENTING ORRIGIECIPAL HEALTH OF

Mond&yiday, 8:086AMPM
WHO MAY AVAIL THE SERVICE:
1. General Public

DURATIO? Minutes

HOW TO AVAIL THE SERVICE:

DURATION OF ACTIMI::QSON IN
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES FORM/REQUIREMEN
Circumstances) B
1 |Register at front desk and tell purgddekef padient record, gets data, vita] signs a&ndinutes RHM 1. Referral from Bafanga
gives priority number and tell patiert to wait till Chairman
his number be called. 2. Police Request dr DS\
Referral
2 | Go to the Doctor, tell physical comAdiendrtie patient, give treatment ahd givelhdlinutes Physiciaf 1. SSS Form
request for certificate. draft Medical Certificate/ Medico Lepal.
3 | Brings draft of Medical Certificate {RéeeM@thidedraft and carry out order. 4 Minutes RHM
Issue an Order of Payment and prepare the
Medical/ Médigal Certificate.
4 | Proceed to the Treasury Office anflissing @fécial Receipt. 1 Minute RCC Il | P 50.00 Médigal
Order of Payment. P 50.00 Med|cal
Certificate
5 | Present the Official Receipt to the [fReteleskhe Official Receipt and relpase the Minutes RHM
Medical/Mddigal Certificate.
END OF TRANSACTION

FRONTLINE %%ES
MUNICIPAL HEALTH ICE



ISSUANCE OF HEALTH CERTIFICATION

SCHEDULE OF AVAILABILITY: IMPLEMENTING OMUGIECIPAL HEALTH OF
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:

1. General Public

DURATIQND Minutes

HOW TO AVAIL THE SERVICE:
DURATION OF ACITWHY <\l N
STEHR APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES FORM/REQUIREMEN
Circumstances) B
1 |Reqgister at front desk and tell purgdstepfigigithe client. 3 Minutes Sanitatiof
Inspectol
2 | Proceed to the Sanitation InspectqrEvaluate the completeness of the requirenteMinutes Sanitatiom 1. Laboratory Resufts as
give an Order of Payment and preppre the Health Inspectol follows: Stool, Uripe,
Certificate. Sputum Examang X
3 | Proceed to the Treasury Office for|pesueefficial Receipt. 1 Minute RCC P 50.00
4 | Present the Official Receipt to the |RettitierOR, record the OR Number and relddasutiee Sanitatiom
Inspector. Health Certificate to the client. Inspectol
END OF TRANSACTION

FRONTLINE %IF:%/FZES
MUNICIPAL HEALTH ICE



SIGNING OF DEATH CERTIFICATE AS TO CAUSE OF DEATH

SCHEDULE OF AVAILABILITY: IMPLEMENTING OMUGIECIPAL HEALTH OF
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:

1. General Public

DURATIAN: Minutes

HOW TO AVAIL THE SERVICE:

DURATION OF ACTM::IHSON IN
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES FORM/REQUIREMEN
Circumstances) B

1 |Register at the front desk and get pRe@sityr the purpose of visit, give priority nBifalireutes Midwife 1. RHM Certificate

number. and advice the client to wait for his pumber to be 2. Death Certificate{with

called. LCR Official Recdipt

2 | Bring the Death Certificate for signameeviesththe informant and sign thg Death5 Minutes Physiciaf

Medical Doctor. Certificate Form.
3 | Go to the front desk and give to M|dmsfeutttehe client to return the Death CertifRMenutes Midwife

Death Certificate and Certification{ Form to LCR after signing from the embalmer.

END OF TRANSACTION

FRONTLINE %%ES
MUNICIPAL HEALTH E



ROUTINE LABORATORYHIXAMY SIS, FECALYSIS, SPUTUM EXAM AND HEMOGLOBIN DETERMINAT

SCHEDULE OF AVAILABILITY: IMPLEMENTING OMUGIECIPAL HEALTH OF
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:

1. General Public

DURATIANHour and 28 Minutes

HOW TO AVAIL THE SERVICE:

DURATION OF ACTM::IHSON IN
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES FORM/REQUIREMEN
Circumstances) B
1 |Register at the front desk, tell the phigksewstomer record, get data, giye labofatdigutes RHM 1. Laboratory Request F
visits and get a priority number for]lpaiooitgtoymber and issue an Order jof Payment.
Examination. Tell customer to wait until his/her nymber is called

by the laboratory staff.

2 | Go to the laboratory and submit thipAdmeartiesn dastomer, receive the specldrarafps) Minutds Medical

analysis. examination and record results. Fecalysl® Minutes Technologist
Sputum E2ihMinutes
Hgb5 Minutes

3 | Proceed to the Treasury Office angligsasedffibial Receipt. 1 Minute RCC Il | Urinalysi 50.00

Order of Payment. Fecalyss40 .40

Sputwia 40.00
HgbP 20.00

4 | Present the Official Receipt to the |&mm@itarythe O.R. and release the Igboratof/ Misuliss Medical

(Results availabje Technologist

after 1 Hour)

END OF TRANSACTION

FRONTLINE %IF—'%%ES
MUNICIPAL HEALTH E



SPECIAL LABORATORY EXARREGNANCY TEST, BLOOD TYPING AND FBS)

SCHEDULE OF AVAILABILITY: IMPLEMENTING OMUGIECIPAL HEALTH OF
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:

1. General Public

DURATIQ® Minutes

HOW TO AVAIL THE SERVICE:

DURATION OF AC TIMI::IHSON

STEHR APPLICANT/CLIENT SERVICE PROVIDER (Under Normal FEES FORM/REQUIREMEN

Circumstances) CHARG
1 |Register at the front desk, tell the phigksewstomer records, get data and give5 Minutes Midwife 1. Laboratory Request F
visits and get a priority number for]| Lattmnettomy priority number.
Examination. Issue Order of Payment.

2 | Go to the laboratory and submit thipAdmewrtiesn dastomer, receive the spdeisgpmafary-TesVinutes Medical

analysis. examination and record results. Blood TydifgMinutesTechnologist
FBS0 Minutes
3 | Proceed to the Treasury Office anligsaseffibial Receipt. 1 Minute RCC I PTP 100.00
Order of Payment. BTP 40 .00
FBS? 40.00
4 | Present the Official Receipt to the |&mm@itarythe O.R. and release the Igboratoy Minuliss Medical
Technologist

END OF TRANSACTION

FRONTLINE% ES
MUNICIPAL HEALTH bFRICE



TOOTH EXTRACTION

SCHEDULE OF AVAILABILITY: IMPLEMENTING OMUGIECIPAL HEALTH OF

Monday and Fridays12:00 KON
WHO MAY AVAIL THE SERVICE:
1. General Public

DURATI®% Minutes

HOW TO AVAIL THE SERVICE:

DURATION OF ACTM::IHSON IN
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES FORM/REQUIREMEN
Circumstances) B
1 |Register at the front desk. Make patient record, take Blood Prgssure (BMjrartds Midwife/Nyrse
assess medical and dental history.
Issue Order of Payment.
2 [Proceed to the Treasury Office for|pssueedfficial Receipt. 1 Minute RCC Il P 50.00/tooth
3 | Present the Official Receipt to frortRieckive the OR and advice client tg wait till Mdimite:s Midwife/Nyrse
is called.
4 | Go to the Dentist. Perform tooth extraction and give pfescrip06r¥iinutes Dentist

home instruction.

5 |Go to the Dent a]|Reckivepemstriptiod.e sk anf g i5Wiautes h p Dental Aige
prescription. Give medicine.
Give home instruction.

END OF TRANSACTION

FRONTLINE %%ES
MUNICIPAL HEALTH DFFICE



ORAL PROPHYLAXIS AND TOOTH FILLING

SCHEDULE OF AVAILABILITY: IMPLEMENTING ORMUGIECIPAL HEALTH OF
Monday and Friday51000PRM

WHO MAY AVAIL THE SERVICE:
1. General Public

DURATIONHours and 9 Minutes

HOW TO AVAIL THE SERVICE:

DURATION OF ACTM::IHSON IN
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES FORM/REQUIREMEN
Circumstances) B

1 |Register at front desk and tell purgjddakef piient dental records. 5 Minutes Dental Aige

Give patient priority number.

Issue Order of Payment.
2 [Proceed to the Treasury Office for|pssueedfficial Receipt. 1 Minute RCC III| P 100.00/togth
3 | Present the Official Receipt to frortRieskive and record OR Number. 3 Minutes Dental Aige
4 | Go to the clinic for treatment. Conduct oral prophylaxis and tooth ffilling. 2 Hours Dentist

Post instruction to the patient.

END OF TRANSACTION

FRONTLINE% ES
MUNICIPAL HEALTH bFRICE



ISSUANCE OF SANITARY PERMIT

SCHEDULE OF AVAILABILITY: IMPLEMENTING OMUGIECIPAL HEALTH OF
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:

1. General Public

DURATIAGNnew: 1 Day and 18 Minutes
If renewal: 19 Minutes

HOW TO AVAIL THE SERVICE:

DURATION OF ACTM::IR{SON IN
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES | FORM/REQUIREMEN
Circumstances) B
1 |Go to the front desk and submif Refer clients to the Sanitation Inspector. 1 Minute RHM/ Front 1. Application for
requirements. Desk in Chiarge Business Permit
2. Laboratory Results
2 Proceed to the Environmental Sanitdéonew client 15 Minutes Sanitatiof
Section and submit the requireq documents. Inspectol
For renewal:
MHO approves the application as per reqults bixhg fiepontece|pt
For new establishment:
1. Issue claim slip 1 Minute
2. Conduct inspection & prepare inspectipn reportlabdy
recommend approval of the application.
II. Approve sanitary permit 1 Minute
3 | Receive the Sanitary Permit. |Release the Sanitary Permit. 1 Minute Sanitatiom
Inspectol
END OF TRANSACTION

FRONTLINE% ES
MUNICIPAL HEALTH bFRICE



IMMUNIZATION

SCHEDULE OF AVAILABILITY:
Wednesday only,-B2000ANOON

IMPLEMENTING OMUGIECIPAL HEALTH OF
BARANGAY HEALTH CE

WHO MAY AVAIL THE SERVICE:
1. Children 2 months up to 9 months

DURATIQME Minutes

HOW TO AVAIL THE SERVICE:

DURATION OF AC

MMERsoN

N

STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARG :I FEES FORM/REQUIREMEN
Circumstances) B
1 |Register at the front desk, submit BF€DCamd gattemperature of the ipfant. 10 Minutes Trained BHWo Fees RequireBCCD Card

get a priority number.

Record the data in the ECCD Card
mother to wait for her number to be

and tell the
called.

Mother brings infant to the Midwifd

Record data from the ECCD Card t

Explains to the mother regarding th
the child will received.

Perform immunization
Give home instruction.
he mot h

Remi nds t

b TCL. 5 Minutes

b immunization

er of her

RHM

chil

t

visit.

END OF TRANSACTION

FRONTLINE ES
MUNICIPAL HEALTH%IQ%E



PREIATAL

SCHEDULE OF AVAILABILITY:
Tuesday and Thursda$2 00INGNDN
WHO MAY AVAIL THE SERVICE:

1. All pregnant Women

DURATIOD Minutes

HOW TO AVAIL THE SERVICE:

IMPLEMENTING OMUGIECIPAL HEALTH OF
BARANGAY HEALTH CE

DURATION OF ACTM::IHSON IN
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES FORM/REQUIREMEN
Circumstances) B
1 |Register at the front desk and givg Rexcpinckvegight, get Blood Pressure [(BP) ardNBfutes Trained BHWo Fees RequireRink Card

(for revisit patient/client).

client to wait for her turn.

Proceed to the Midwife.

Record data from the pink card.
Conductmatal procedure.

Give the client Tetanus Toxoid imm
Give necessary advices.

Remind the client of hgr Viditay

15 Minutes

Linization.

RHM

1. Maternal and Ch|ld Fo

END OF TRANSACTION

FRONTLINE %
MUNICIPAL HEALTH

ES
FFICE



FAMILY PLANNING

SCHEDULE OF AVAILABILITY: IMPLEMENTING OMUGIECIPAL HEALTH OF

Mond&yiday, 8:06:AMPM BARANGAY HEALTH CE
WHO MAY AVAIL THE SERVICE:

1. All Women of reproductive age

DURATI®% Minutes

HOW TO AVAIL THE SERVICE:

DURATION OF AC TIMI::IHSON

STEHR APPLICANT/CLIENT SERVICE PROVIDER (Under Normal N

FEES FORM/REQUIREMEN

Circumstances) CHARG
1 | Tell his/her purpose of visits. Get Family Planning Record (for vidit) and éwinutes Trained BHWo Fees RequireBamily Planning Form
Family Planning Form for new clien.
Record data, get vital signs and tellthe client to
wait for her name to be called.
2 | Proceed to the Midwife. Explain to the client about the methpds. 30 Minutes RHM

Entertain complaints.

Provide the clients the methods. e.g. IUD insertion,
DMPA injectable, oral pills, etc.

END OF TRANSACTION

FRONTLINE% ES
MUNICIPAL HEALTH bFRICE



CONSULTATION

SCHEDULE OF AVAILABILITY: IMPLEMENTING OMUGIECIPAL HEALTH OF
Monday, 10:@00ANPM and Friday18:00 NRION BARANGAY HEALTH CE
WHO MAY AVAIL THE SERVICE:

1. General Public

DURATIQME Minutes

HOW TO AVAIL THE SERVICE:

DURATION OF AC TWEI%SON
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGI
Circumstances)

N FEES FORM/REQUIREMENT

1 |Register, tell purpose of visit and Get jpmidikitgtual Treatment Record Fgrms, pétiglinutes Trained BHWo Fees ReqlireBCCD Cafilyfeals
number. record and vital sign and advise patient to wait for
his/her number to be called.

d

2 Proceed to the Midwife and tell fliMla&edbdber assessment/evaluation. 10 Minutes RHM
his/her complaints.
Gives initial/appropriate treatment fpr
manageable cases.

Give home instruction.
Give referral to cases which needs medical attention.

Remind the client of hisierisiiow

END OF TRANSACTION

FRONTLINE % ES
MUNICIPAL HEALTH bFRICE



MUNICIPAI
TREASURY OF|

SANTEdRE| ZEN$ B8 C



ISSUANCE OF COMMUNITY TAX CHRTJIFICATE

SCHEDULE OF AVAILABILITY: WHO MAY AVAIL THE SERVICE: IMPLEMENTING OMUGIECIPAL TREASURY (
Mond#&yiday, 8:06AMPM Any individual or corporation who:

1. Receives any license, certificate or permit from any public authority

2. Pays any tax or fee
DURATIGB\Minutes and 30 SecagqidReceives any salary or wage from any person or corporation

4. Transact other official business

HOW TO AVAIL THE SERVICE:

DURATION OF ACTIMI::QSON IN
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES FORM/REQUIREMEN
Circumstances) B
Individual:

1 |Filup the Data Form available at th®rovide the Data Form-tplsy filecclient. 30 Seconds RCC Il | Basic tax P §.00Previous CTC/Data Fc
Windows 3 or 4.

For every P 1,000.00

of Gross Income =
P 1.00 but not to

2 | Submit the accomplished form, pals¢sae and release the Community Tlask CeBtifitatees RCC I exceed P 5,000.00

corresponding fee, and wait for the issuance of

Community Task Certificate (CTC]. Juridical Persons:

Basic tax P 500.00

For every P 5,(000.00
assessed valye of
Real Property =

P 2.00

For every P 5]000
gross receipls
derived from

Business =
P 2.00

END OF TRANSACTION

FRONTLINE#E ES
MUNICIPAL TREASURY ORFICE



ISSUANCE OF CERTIFICADEIOQUWEMREALTY TAX)

SCHEDULE OF AVAILABILITY:
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:
1. Owners of land and buildings, whether individual or corporatidde ivitgrena\Cisrtiigate dfitNon
certain transactions (e.g. transfer of real property), to prove that taxes have been paid and updated.

DURATIANM: Minutes

HOW TO AVAIL THE SERVICE:

IMPLEMENTING OMUGIECIPAL TREASURY (

DURATION OF AC

MMERsoN

FORM/

I
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal i FEES
Circumstances) CHARGE REQUIREMENT
1 | Present latest Official Receipt at W|nsgswesQfficiat Receipt 1 Minute RCC I P 50.00 [1. Latest Official Receip
Pay the corresponding fee. (if the client has no previous official|receipt) of Realty Tax

Verify the Real Property Tax Card gf the OfviMinutes RCC I

Prepare the Certificalzetihtjloency. 10 Minutes RCC
2 | Receive the original and duplicate ¢&iBleask slyg Certificate. 1 Minute RCC I

the triplicate copy.

END OF TRANSACTION

MUNICIPAL TREASUR

FRONTLINE a; ES
OFFICE



ISSUANCE OF OFFICIAL RECEIPT FOR REAL PROPERTY TAX PAYMENT

SCHEDULE OF AVAILABILITY: IMPLEMENTING ORMUGIECIPAL TREASURY (
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:

1. Owners of land and buildings

DURATIQND Minutes

HOW TO AVAIL THE SERVICE:

DURATION OF AC TIMI::IHSON

STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARG
Circumstances)

N FORM/
FEES REQUIREMENT

5 Minutes per RCC Il | 2% of the Ass¢dseatest Official Receip
Tax Declaratior] Value of thg of Realty Tax
Property

1 | Present latest Official Receipt at W|rClompLited trebtax due.

2 | Pay the Realty Tax due and wait fof Igeue @fiitiadlease the Official Receipt. 5 Minutes per RCC I
Receipt. Tax Declaratiof

END OF TRANSACTION

FRONTLINE#E CES
MUNICIPAL TREASURY OFFICE



RELEASE OF CHECKS TO CREDITORS AND OTHER CLAIMANT

SCHEDULE OF AVAILABILITY: IMPLEMENTING OFRIGIECIPAL TREASURY (
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:

1. Any individual who has a claim with the Local Government Unit.

DURATICNMinutes

HOW TO AVAIL THE SERVICE:

DURATION OF ACITWHY <\l N
STEHR APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES FORM/REQUIREMEN
Circumstances) B
1 |Proceed to the Person In Charge.| Asks for any valid identification. 2 Minutes LRCO I 1. Community Tax
Certificate (CTC) of any
valid Identification ¢ard
2 [Present the Community Tax Certif|¢é¢deasarifie check and have the DisburserBeviinutes LRCO I
valid Identification Card and sign th€¢oucher sign by the claimant.
Disbursement Voucher.

END OF TRANSACTION

FRONTLINE#E ES
MUNICIPAL TREASURY OFfAICE



MUNICIPAI
ENGINEERING OF

ANTEAREZI ZEN$ B3 CH



ISSUANCE OF ANCILLARY (ELECTRICAL) PERMIT

SCHEDULE OF AVAILABILITY:
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:
1. All applicants.

DURATIONithin 15 Days upon payment

HOW TO AVAIL THE SERVICE

IMPLEMENTING OMUGIECIPAL ENGINEERING

DURATION OF ACTWEI%SON I
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal K FORM/REQUIREMENT
Circumstances) i
1 |Get Application Forms and rep@Gireneamg.of the Application Form gnd mal&Minutes [ 1. DPWH ANCILLARY FOR
clarification, if necessary. NO. 20IRE
2 | Submit the Application Form addRévweew and Evaluate 2 Minutes [ Electrical Permit Requireme
necessary documents. a. Proper accomplishment of the fofm. For Landowner:
b. Electrical plans signed and sealed by a duly 1. Brgy. Certifigadiase gnd
licensed Professional Electrical Epgineer. ownership should be stated)
c. Proof of ownership and other nedessary 2. Electrical Plan (4 cqpies)
Documents. 3. Latest Community tax
4. Fire Certificate
2. Issue Order of Payment 2 Minutes I
; — ; : 1 For Nbandowner:
3 | Proceed to the Treasury OfficHdsue Official Receipt. 1 Minute Fees as provifigd rgy. Certifit@tioarship
payment. under the Munitip@le house & landowndr of th
lot should be stated) _
4 |Present the Official Receipt. |Attached the O.R. together with the|datEieytsupon paymevitinicipal 2. Affidavit of Undertaking
for approval. 3. Lgtest Cqmmunlty thx
Final Evaluation and Approval. 4. Fire Certificate
Notify client for the release of the approved permit
5 [Receive the copy of the apprqWelddsetribal approved permit. 5 Minutes [
Permit.
END OF TRANSACTION
FRONTLINE %?/AEES
MUNICIPAL ENGINEERIN® OFFICE



ISSUANCE OF BUILDING PERMIT

SCHEDULE OF AVAILABILITY:
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:
1. Any person desiring to obtain a building permit.

DURATIONithin 15 Days upon payment

HOW TO AVAIL THE SERVICE:

IMPLEMENTING OMUGIECIPAL ENGINEERING

DURATION OF ACTIMI:II'QSON IN
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES FORM/REQUIREMEN
Circumstances) B
1 |Get Application Form and regu@ereeagy of the Application Form and make 3 Minutes Engineer |/ 1. NBC Form(o. B
clarification, if necessary. Engineer |lI
2 | Submit the Application Form addRéveew and Evaluate 1 Hour Engineer |/ Building Requiremgnts:
necessary documents. a. Proper accomplishment of the form. Engineer |lI 1. TCT, Deed of Absolute
b. Buildings Plan, Bill of Materials and Specification Lease Contract
c. Proof of ownership and other necessary documents 2. Tax Declaration
3. Real Prop. Tax Receip
2. Issue Order of Payment 3 Minutes Engineer |/ 4. Bldg. Plans, Spetificat
Engineer |lI and Bill of Materigls
; — ; . . Sketch Plan
3 | Proceed to the Treasury OfficHdsue Official Receipt. 1 Minute RCC Il | Fees as provj@e -
payment under the Munigi'p pning Clearance
' Tax Code | 7 Eonstruction Safety an
Health program
4 | Present the Official Receipt. [Attached the O.R. together with the docim&nt®ays upon paymevitinicipal 8. Fire Safety Evalyation
for approval. Engineel Clearance
Final Evaluation and Approval.
Notify client for the release of the approyed permit Note:
All documents must be
signed and sealed by the
Designers (Profess|onal)
5 | Receive the copy of the apprq\RrReleagaitbd approved permit. 5 Minutes Engineer |/
permits. Furni shed copy of |the appr ovbngnegr|r mi t tlo t he Ass|es:
Office and Bureau of Fire Protection.
END OF TRANSACTION
FRONTLINE

Fyee

MUNICIPAL ENGINEERIN

S
E



ISSUANCE OF CERTIFICATE OF OCCUPANCY

SCHEDULE OF AVAILABILITY:
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:
1. Building Owners

DURATIONithin 30 Days upon submittal of Certificate of Completion

HOW TO AVAIL THE SERVICE:

IMPLEMENTING OMUGIECIPAL ENGINEERING

DURATION OF A(

;PE‘RSON

STER APPLICANT/CLIENT SERVICE PROVIDER ITY (Under Norm _I FEES FORM/REQUIREMENT
- CHARGE
Circumstances)
1 [Provide Certificate of Completion [F&irra.copy of the Certificate of Conpletion3linutes Engineer|l/ 1. DPWH FORM
Engineer |l NO. 2dIEB
2 | Submit duly notarized Certificate pRE€vimplationconduct site inspection. 1 Day Engineer|l/ 1. Certificate of Completion
as built plans, construction log boplssuel Gider of Payment. 1 Minute Engineer |l 2. As built plans
Safety Inspection Certificate. 3. Construction Log Bopk
4. Fire Safety Insp. Cefificat
3 |Proceed to the Treasury Office fo[ Isaymé@fficial Receipt. 1 Minute RCC IllI| Fees as proded
under the Muricipal
Tax Code
4 [Present the O.R. for record purpos&tached O.R. together with the acfowijhen80 fitays after Menicipal
Final review and evaluation. inspection or submittaEn§inee
Certificate of Completion
pursuant to P.D. L1096
5 |Receive the copy of the approved BSsuéieait @fiease the approved Cqrtificateldflinute Engineer|l/
Occupancy. Occupancy. Engineer Il

END OF TRANSACTION

FRONTLINE %%ES
ICE

MUNICIPAL ENGINEERIN



MUNICIPAI
ASSESSOR

ANTEAREZI ZEN§E7 CH



REQUEST FOR TRANSFER/SUBDIVISION/REVISION/ASSESMENT AND APPRAISAL OF REAL PRO|
SCHEDULE OF AVAILABILITY: IMPLEMENTING OFFWOE] CI PAL AS:

Mond&yiday, 8:086AMPM
WHO MAY AVAIL THE SERVICE:
1. General Public

DURATION: Days and 15 Minutes (excluding action of the Provincial

HOW TO AVAIL THE SERVICE:

DURATION OF ACTIHEIR{SON IN
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES FORM/REQUIREMEN
Circumstances) B
1 |Proceed to the Information CountdrAfiegs tthe document submitted. 10 Minutes Officer of the 1. Request Form/Checkli
Request Form and present requirddndocurttentsient of the schedule of [nspection. Day 2. Certificate of Titlg
Issue Claim Slip. (2 photo copies)
3. Approved Subd. Plan
(2 photo copies)
4. Deed of Conveyance
(2 photocopies)
5. O.R. of Real Property
Taxes (current yepr)
6. Payment of Trangfer T
7. Sworn Statemen
8. Inspection Repoft
2 Conduct Ocular Inspection. 1 Day LAOO I
3 | Present Official Receipt to the CleflPeapbweathiorequested documents and recothiband LAOO Il
the release of Clearance. it for approval Jat the Pr|oMiuinicigagf al Assfessords Of fi
Assesso
4 |Present the cl| a|Relselaispe aanpdp rcolvaeidm oowsniiautésss | cOffippypffoeff Tax [Decl ar atijon
newly approved Tax Declaration. |and Notice of Assessment. Day T
END OF TRANSACTION

FRONTLINE%E ES
MUNI ClI PAL A3SESSOR



ISSUANCE OF CERTIFIED TRUE COPY OF TAX DECLARATION

SCHEDULE OF AVAILABILITY: IMPLEMENTING OMAICEI CI PAL AS!
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:

1. General Public

DURATICGMN: Minutes

HOW TO AVAIL THE SERVICE:

DURATION OF ACTWEI%SON IN
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES FORM/REQUIREMEN
Circumstances) B
1 | Proceed to the Information Countdrafiiegs tie document submitted whether ifl1 Minutes Officer of the 1. Request Form/Checkli
Request Form and present requirggapaiemeotsaxes is updated. Day 2. O.R. of Real Property
Taxes (current yepr)
Issue Order of Payment with Tax Dgclaration 3. Owner 9|s
Number and Assessed Value. Declaration
2 | Proceed to the Treasury Office for|pesureefficial Receipt. 1 Minute RCC P 50.00
3 | Present the Official Receipt. Receive the Official Receipt. 30 Minutes Officer of the
Day
Prepare the requested document. Assessmént
Clerk
4 | Receive Certified True Copy of TapR2edataimhRelease the Tax Declafation. 3 Minutes Officer of the
Day
END OF TRANSACTION

FRONTLINE%E ES
MUNI Cl PAL A3SESSOR



ISSUANCE OF CERTIFICATE OF LANDHOLDING, AND NO LANDHOLDING, CERTIFICATE OF IMPRC

SCHEDULE OF AVAILABILITY: IMPLEMENTING OMAICEI CI PAL AS!
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:

1. General Public

DURATIANDay at@IMinutes

HOW TO AVAIL THE SERVICE:

DURATION OF AC TIMI::IHSON

STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARG
Circumstances)

FEES FORM/REQUIREMEN

1 | Proceed to the Information Countdrafiiegs tie submitted documents and issué afinutes Officer of the 1. Request Form/Checkli
Request Form and present requirgdddeunfdpayment. Day 2. Barangay Certifigate
3. Death Certificate

In case of Certificate of Improvement and 1 Day LAOO I

No improvement, conduct ocular ingpection.
2 | Proceed to the Treasury Office for|pesureefficial Receipt. 1 Minute RCC P 50.00

P 20.04d for pauper
burial purpoge

3 | Present the Official Receipt. Receive the Official Receipt. 30 Minutes Assessmént

Prepare the requested document. Clerk

4 | Receive Certified True Copy of TapR2edataimhRelease the Tax Declafation. 3 Minutes Officer of the
Day

END OF TRANSACTION

FRONTLINE%E ES
MUNI Cl PAL AdSESSOR



MUNICIPAI
AGRICULTURE OF

ANTEAREZI ZEN$ 8] CH



ISSUANCE OF LIVESTOCK INSPECTION CERTIFICATE

SCHEDULE OF AVAILABILITY: IMPLEMENTING OMUGIEZIPAL AGRICULTURE
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:

1. General Public

DURATIQMG Minutes

HOW TO AVAIL THE SERVICE:

DURATION OF ACTIHEQSON IN
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES FORM/REQUIREMEN
Circumstances) B
1 | Present the subject animal for insjéatéviewdhe client and inspect the anittaMinutes per afjimalvestock 1. Barangay Certifigation
provide information. Technicign Certificate of Owngrshir
(for large animal)
2 [Proceed to the Treasury Office for|pssueedfficial Receipt. 1 Minute RCC Il P 50.00
3 | Presentthe O.R. to Livestock TechRigpare and issue Livestock Inspedtion Cestifitaiees Livestock
Technicign
END OF TRANSACTION

FRONTLINE i@gES
MUNICIPAL AGRICULTU ICE



CONSULTATIORESTOCK,ISRBERIES; RBO

SCHEDULE OF AVAILABILITY:
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:
1. General Public

IMPLEMENTING OMUGIECIPAL AGRICULTURE

DURATICNMinutes

HOW TO AVAIL THE SERVICE:

DURATION OF ACITWHY <\l N
STEHR APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES FORM/REQUIREMEN
Circumstances) B
1 |Reqgister at the Front Desk. Makes a record of the basic informgtion of Zhilinutes Officer of theNo Fees Reqtired
client and the animal. Day
Refer the client to the Agricultural Technician.
2 | State your concern. Interview the client and provide releivant sdbulitimstes Agriculturgl
Technicign
END OF TRANSACTION

FRONTLINE i@gES
MUNICIPAL AGRICULTU ICE



LIVESTOCK CASTRATION

SCHEDULE OF AVAILABILITY: IMPLEMENTING OMUGIEZIPAL AGRICULTURE
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:

1. General Public

DURATICBE Days

HOW TO AVAIL THE SERVICE:
DURATION OF ACTM::IHSON IN
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES FORM/REQUIREMEN

Circumstances) B

1 | Prepare medicines and other matg@dsduct castration. 3 Minutes per pigletLivestock No Fees Reqpire@astration Form
1 Hour per boaf Technicign
Y Hour per bull

Interview the client and record information.2 Minutes
2 | Observe, provide good manageméMakel fobiops, if necessary. 35 Days Livestock
condition of castrated animal. Technicign
END OF TRANSACTION

FRONTLINE i@QEES
MUNICIPAL AGRICULTU FFICE



ANTIRABIES VACCINATION

SCHEDULE OF AVAILABILITY: IMPLEMENTING OMUGIEZIPAL AGRICULTURE
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:

1. General Public

DURATIQND Minutes

HOW TO AVAIL THE SERVICE:
DURATION OF ACTM::IHSON IN
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES FORM/REQUIREMEN
Circumstances) B
1 |Register at the Front Desk. Make a record of the owner and thg animaBfinutes Officer of the
vaccination. Day
Issue order of payment.
2 | Proceed to the Treasury Office for|pesureefficial Receipt. 1 Minute RCC P 50.00/Dog
3 | Present the Official Receipt. Receive and record the O.R. numbgr. 3 Minutes Livestock
Technicign
Perform vaccination.
4 | Sign Animal Vaccination Form. Give additional information on responsible 8ddinutes Livestock
ownership and the next vaccination|schedule. Technicign
END OF TRANSACTION

FRONTLINE i%ES
MUNICIPAL AGRICULTU ICE



VACCINATION, DEWJRNFiEd Services)

SCHEDULE OF AVAILABILITY: IMPLEMENTING OMUGIEZIPAL AGRICULTURE
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:

1. General Public

DURATIONMinutes

HOW TO AVAIL THE SERVICE:

DURATION OF AC TMI::IHSON

STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARG :IN FEES FORM/REQUIREMEN
Circumstances) B
1 |Provide medicines (if MAGRO haq Adravagédriéhe medicines. 5 Minutes per an{malivestock
medicine) and information. Technicign

Record basic information. 2 Minutes

END OF TRANSACTION

FRONTLINE i@gES
MUNICIPAL AGRICULTU ICE



TREATMEQM Field Services)

SCHEDULE OF AVAILABILITY: IMPLEMENTING OMUGIEZIPAL AGRICULTURE
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:

1. General Public

DURATIG\Days and 12 Minutes

HOW TO AVAIL THE SERVICE:

DURATION OF ACTM::IHSON
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARG
Circumstances)

N FEES FORM/REQUIREMEN

1 | Present subject sick animals for difQiaasisese, provide inputs and recomméntflinutes per anjmalivestoc No Fees Reqtired

Medicines. Technicign
2 | Provide medicines (if MAGRO haq Admaiidtdrienedicines. 5 Minutes per anjmalivestock
medicine). Technicign
Record treatment. 2 Minutes
3 | Observe, provide good care and ma&izprmecand makedsl(dwmeeded) to|the 35 Days Livestock
and report condition of the treated|ardgatat animals. Technicign

END OF TRANSACTION

FRONTLINE ingCES
MUNICIPAL AGRICULTU FICE



MUNICIPAL PLANN
AND DEVELOPMENT (
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ISSUANCE OF ZONING CERTIFICATE

SCHEDULE OF AVAILABILITY:

Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:

1. Filipino Citizens of legal age.

2. Landowners or their duly authorized representative(s)

IMPLEMENTING OMUGIECIPAL PLANNING AND DEVELO

DURATION: Minutes
HOW TO AVAIL THE SERVICE:

DURATION OF ACITWHN <N |IN
STEH APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES FORM/REQUIREMEN
Circumstances) B
1 |Proceed to the Z@tiaggk, inquire ardtgetiew the client, provide copy of{the Applidiiates Draftsman I/ 1. Zoning Certificatijon
an Application Form. Form and issue checklist of requirenents. Planning 2. Application Form
Officer |
2 [ Submit the accomplished Applicat|gksBesmapitinopriateness, completerjess an8 Mihditys Draftsman( I/ As indicated in the gheck
the requirements. of the documents submitted. Planning of requirements prgvided
Issue Order of Payment. Officer | by the OMPDC.
Proceed to the Treasury Office for|pesueedfficial Receipt. 1 Minute RCC P 200.00/Title
4 | Present Official Receipt to iGbatghiRgpteive the OR, prepare the Zoning Certifi€aiantbs Draftsman I/
and wait for the release of the Zonihgvesittgigatd by the MPDC and Mayor. Planning
Release the document. Officer |

END OF TRANSACTION

FRONTLINE *%ES
MUNICIPAL PLANNING AND DEVELO OFFICE



ISSUANCE OF LOCATIONAL CLEARANCE

SCHEDULE OF AVAILABILITY:
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:
1. Filipino Citizens of legal age.
2. Landowners or their duly authorized representative(s)

DURATIANDay, 1Hour and 13 Minutes

HOW TO AVAIL THE SERVICE:

IMPLEMENTING OMUGIECIPAL PLANNING AND DEVELO

DURATION OF ACITWHN <N |IN
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal B FEES FORM/REQUIREMEN
: CHARGE
Circumstances)
1 |[Proceed to Zofhgriye, inquire and| geerview the client, provide copy of|the Applidatiates Draftsman(II/ 1. Location Clearar|ce
Application Form. Form and issue checklist of requirenents. Planning 2. Application Form
Officer |
2 [ Submit the accomplished Applicat|gksEesmapipnopriateness, completerjess argDvslidities Draftsman( I/ As indicated in the gheck
the requirements. of the documents submitted. Planning of requirements prgvided
Issue Order of Payment. Officer | by the OMPDC.
3 | Proceed to the Treasury Office for|pesueefficial Receipt. 1 Minute RCC Il | Posted at the MPDO
4 | Present Official Receipt to {6batgdiRgteive the OR and issue Claim Sl|p. 1 Minute Draftsman I/
Planning
Conduct site inspection and evaluation. 1 Day Officer |
Prepare Inspection and Evaluation Report3tbMiatdes
the said document to the Zoning Officer (MPDC) for
review.
Prepare the Locational Clearance gnd havEstMinutes
signed by the MPDC and Mayor.
5 [Claim the Locational Clearance or| Redetete Locational Clearance to the applicamilinute Draftsman|II/
specified in the Claim Slip. Planning
Officer |

END OF TRANSACTION

FRONTLINE

frotees
MUNICIPAL PLANNING AND DEVELO OFFICE



PROCESSING AND APPROVAL OF PRELIMINARY SUBDIVISION DEVELOPMENT PLAN (PSDP)/DE\

SCHEDULE OF AVAILABILITY: IMPLEMENTING ORRIGIECIPAL PLANNING AND DEVELO
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:

1. Filipino Citizens of legal age.

2. Landowners or their duly authorized representative(s)

DURATIGNDays, 1 Hour and 3 Minutes (excluding action from the Sangguniang Bayan)

HOW TO AVAIL THE SERVICE:

DURATION OF ACTI\&E\/QSON IN

STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal FEES | FORM/REQUIREMEN

Circumstances) CHARGE
1 |Proceed to Zo@hgriye, inquire and| ¢erview the client, provide copy of{the Applidiiates Draftsman I}/ 1. Application Form
Application Form. Form and issue checklist of requirenents. Planning Offiger |
2 [ Submit the accomplished Applicat|gksEesmapipnopriateness, completerjess argDvslidities Draftsman I}/ As indicated in the ¢heck
the requirements. of the documents submitted. Planning Officer | of requirements prgvided
Issue Order of Payment.
3 | Proceed to the Treasury Office for|pesureedfficial Receipt. 1 Minute RCC I Posted at the
MPDO
4 | Present Official Receipt to {GbatgdiRgteive the O.R. and issue Claim $lip. 1 Minute Draftsman I}/
Conduct site inspection and evaluafe as to 1 Day Planning Officer |

conformance with the Zoning Ordinaance (for PSDP)/
Design Standards (for DP).
Prepare Inspection and Evaluation Report2fbMiatdes
the said document to the Municipal [Technical
Committee to Process and Review Application for
Subdivision Plan (MTCPRASP).
Review and issue Resolution (for PEDP ApfliDatjsn) MTCPRAYP
and forward said documents to the Sangguniang
Bayan (SB) for approval.
Approve PSD through a resolution @and Kéawxiandrthef two|@angguniang [Bayan

same to the Zoning Office. Committee Hearings
Prepare PSDP/DP and have it signg¢d by thé Mayates Draftsman I}/
and MPDC. Planning Officer |
5 |Claim the PSDP/PD on the date spRaledsattieePSDP/DP to the applicant. 1 Minute Draftsman I}/
Claim Slip. Planning Officer |

END OF TRANSACTION

FRONTLINE $| CES
MUNICIPAL PLANNING AND DEVELO OFFICE



MUNICIPAI
ACCOUNTING OF

SANTEdRUE| ZEN$ Q2 Ct



ISSUANCE OF CERTIRAGATGONET TAKE HOME PAY¥, EERVIEIMATADMENT)

SCHEDULE OF AVAILABILITY:
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:
1. Employees of LGU Santa Cruz

DURATIANM: Minutes

HOW TO AVAIL THE SERVICE:

IMPLEMENTING OMUGIECIPAL ACCOUNTING

DURATION OF ACITWHN s\l N
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES FORM/REQUIREMEN
Circumstances) B
1 |Ask for Order of Payment. Interview the client and issue Order|of Paygkhhutes Administrafive
Assistant |l
Verify the applicants record and prepare the
Certification.
2 | Proceed to the Treasury Office for|pesueefficial Receipt. 1 Minute RCC P 50.00
3 | Present the Official Receipt and wpRdonptdeghe O.R. Number and have [the cer&fidétiotes Administrafive
certification to be released. signed by the authorized personnel Assistant |l

Release the certification.

END OF TRANSACTION

FRONTLINE %%ES
MUNICIPAL ACCOUNTIN ICE



MUNICIPAI
BUDGET OFF

ANTEAREZ I ZEN$ Q4 Ct



PROCESSING OF OBLIGATION REQUEST

SCHEDULE OF AVAILABILITY: IMPLEMENTING ORMUGIECIPAL BUDGET Ol
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:

1. Claimant/Office

DURATIGNMinutes

HOW TO AVAIL THE SERVICE:
DURATION OF ACITWHN <N |IN
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES FORM/REQUIREMEN
Circumstances) B
1 | Submit Obligation Request. Receive the Obligation Request duly signed bijrthees Administrafive 1. Obligation Request
Department Head/Authorized Reprgsentative who Aide
has direct control and supervision gver the
appropriations.
Verify as to the existence of appropyiations/ Administrafive
allotment that has been legally made for the Aide
purpose.
Record/Enter in the Registry of Appropriations, Administrafive
Allotment and Obligation (RAAO). Aide
Assign number for each Obligation Request. Administrafive
Aide
Have Obligation Request signed/cettified by MBO. Administrafive
Aide
Retain one (1) copy and forward ORligation Request Administrafive
with supporting documents to the Arcounting Office Aide
duly acknowledge/received.
END OF TRANSACTION

FRONTLINE SE%ES
MUNICIPAL BUDGET E



REVIEW OF BARANGAY ANNUAL/SUPPLEMENTAL BUDGETS

SCHEDULE OF AVAILABILITY: IMPLEMENTING OMUGIECIPAL BUDGET Ol
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:

1. Office Clerk

DURATIGNMinutes

HOW TO AVAIL THE SERVICE:

DURATION OF ACITWHN <N |IN
STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARGE FEES FORM/REQUIREMEN
Circumstances) B
1 | Submit Barangay Annual/SupplendteatBedomiy of the Annual Supplemental 8iigates Administrafive 1. Budget Form
with complete budgetary requirements from Aide
Barangay Captain/Barangay Treasyrer.
Verify if all budgetary requirements | statutory and Administrafive
contractual obligations are provided in the budget. Aide
Make simple mathematical computations and sum-
mingp of the figures reflected in thel budget. Administrafive
Aide
Forward the budget to MBO with computations of
all budgetary requirements. Administrafive
Aide
Prepare endorsement/letter to the §angguniang Administrafive
Bayan and have it signed. Aide
Forward the budget to the Sanggunjang Bayan for Administrafive
legislative review and/or appropriat¢ action duly Aide
acknowledge/receive by the SB Se¢retariat.
END OF TRANSACTION

FRONTLINE SE%ES
MUNICIPAL BUDGET E



OFFICE OF T
SECRETARY TO
SANGGUNIA

ANTEAREZI ZEN$ Q7 CH



ISSUANCE OF CERTIFIED COPY OF LEGISLATIVE DOCUMENTS

SCHEDULE OF AVAILABILITY: IMPLEMENTING OBEHBIEE OF THE SECRETARY TO TH
Mond&yiday, 8:086AMPM

WHO MAY AVAIL THE SERVICE:

1. Any office/individual who will request certified copies of legislative documents.

DURATIQND Minutes

HOW TO AVAIL THE SERVICE:

DURATION OF AC TWEI%SON

STER APPLICANT/CLIENT SERVICE PROVIDER (Under Normal CHARG
Circumstances)

FEES FORM/REQUIREMEN

1 | Submit written request. Logbook entry. 6 Minutes Administrafive 1. Written Request
Officer Il

If record is available, issue Order of Payment.

Photocopy/reproduce the requesteq document

2 | Proceed to the Treasury Office for|pesueefficial Receipt. 1 Minute RCC P 50.00

ive

3 | Present the Official Receipt and wpRdopttehe Official Receipt in the lagbook3 Minutes Administra;
release of the document. Officer 11l
Sign/certify and seal the document.

Release the requested document.

END OF TRANSACTION

FRONTLINE f%ES
OFFICE OF THE SECRETARY TO THE SANGGUNIA
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REPUBLIC OF THE PHILIPPINES
PROVINCE OF DAVAO DEL SUR
MUNICIPALITY OF STA. CRUZ

OFFICE OF THE MAYOR

MESSAGE

My sincere CONGRATULATIONSo the National Government thru the Civil Service Commission for promulgating a laudable
DOiT COAI 11 #EOEUAT 80 #EAOOAO OI AT OE 11 AAIl AT A 1TAOEITT Al ¢ci OAC
Cil OAOT 1 AT 080 ORAOEIAAE DEAEAA EO A 0OAT EA 40000856

AEEO #EOEUAT 80 #EAOOAO Al AAOI U AAEZETAO 110 1171 U OEA OG®BOEIT h |
appropriate rules, procedures and systems required in attaining a proper, effective and efficient operation and administratio
of government.

With the onset of the Local Government Code of 1991, the LGUs, as duly constituted by law and as clothed with three inherent
powers such as the police power, the power of eminent domain and the power of taxation, are mandated to perform twin funcgpn
firstly, to serve as an instrumentality of the State in carrying out its governmental or political functions and secondly, &ot as agency of
the community in administering its own local affairs and acting in its private capacity as a business corporation.

With such fundamental roles, the LGUs with its local autonomy can fully exercise its powers, authorities,
OAODPI T OEAEI EOEAO AT A OAOT OOAAOG ET OEA Ei bl Al AT OA

¢ | £ EOO #EOEU

__ | believed that, with the process of a consultative and participatory planning in the crafting of
I 00O AEOEUAT 80 AEAOOAOh EO EAO OEA AEAOAAOAO
general welfare of our constituents.

AT AAT A Al

| encourage everyone, Officials and Employees, of this LGU of our beloved to@ANTA CRUZ
to support its implementation because it will ensure a condition of life where there is preservation and
enrichment of our culture, where there is health and safety, where the people enjoy the right to a
balanced ecology, where people have great access to geliant scientific and technological
capabilities, where public morals are improve, where there is economic prosperity, peace and order
and where all constituents enjoy the comfort and convenience of a healthy community life.

In unity, letus give ourvery@Gwnt i zends Chart

. ATTY. JOEL RAY L. LOPEZ ——

Municipal Mayor \/——_‘

APPI?&\IIDI]SOO




Republic of the Philippines
Province of Davao del Sur

MUNICIPALITY OF STA. CRUZ

-000

OFFICE OF THE MAYOR

EXECUTIVE ORDER NO. 005
Series of 2009

AN ORDER CREATING A TASK FORCE TO PREPARE

A CITIZEN6S CHARTER I N THE

STA. CRUZ, DAVAO DEL SUR AND DESIGNATION OF
MEMBERS THEREOF.

WHEREAS, it is hereby declared the policy of the
State to promote integrity, accountability, proper
management of public affairs and public property as well as
to establish effective practices aimed at the prevention of
graft and corruption in government;

WHEREAS, towards this end, the State shall
maintain honesty and responsibility among its public
officials and employees, and shall take appropriate
measures to promote transparency in each agency with
regard to the manner of transacting with the public, which
shall encompass a program for the adoption of simplified
procedures that will reduce red tape and expedite
transactions in government.

WHEREAS, Republic Act No. 9485 was created to
improve efficiency in the delivery of government service to
the public by reducing bureaucratic red tape, preventing
graft and corruption, and providing penalties thereof;

WHEREAS, the Civil Service Commission, in
coordination of the Development Academy of the
Philippines, the Office of the Ombudsman and the
Presidential Anti-Graft Commission, shall promulgate the
necessary rules and regulations within ninety days from the
effectivity of R.A.NO. 9485;

WHEREAS, R.A. No. 9485, mandates that each
agency shall prepare an official document, a service
standard, or a pledge, that communicate, in simple terms,
information on the services provided by the government to

its citizens, called CITIZENGS C

WHEREAS, a Citizenbs Charter

of Information billboards, posted at the main entrance of

MU N lofficdesPdt kt! the YnostOcbnspicuous place, and published

materials, written either in English, Filipino, or in the local
dialect;

WHEREAS, R.A. 9485, mandates that each agency
shall constitute a Task For

NOW, THEREFORE, |, JOEL RAY L. LOPEZ,
Municipal Mayor of Sta. Cruz, Davao del Sur, by virtue of
the powers vested in me by law, do hereby Order:

SECTION 1. CREATION. The Task Force to prepare a

Citizenos Charter was created

following:

Chairman - Ms. ADELAIDA S. BADILLA
Municipal Social Welfare and
Development Officer

Co-Chairman - Mr. MARIO M. TIZON
Municipal Civil Registrar

Member - Dr. LOREMIE ANN M. LINDONG
Municipal Health Officer

APPENPI
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- Ms. FLORENCIA A. CABALUNA SECTION 3. EFFECTIVITY. This Order shall take

Municipal Treasurer effect immediately.
- Mr. ROBINSON B. PANUDA DONE this 2nd Day of February, 2009 at Santa
Municipal Accountant Cruz, Davao del Sur.

- Mr. JOSE A. MARTORILLAS
OIC-MAGRO

- Engr. AZUCENA M. BUQUIA
OIC-MEO
Y. JOEL RAY L. LOPEZ
- Engr. RAY R. SEALANA Municipal Mayor
Municipal Assessor

- Ms. AURORA S. HERBITO
Municipal Planning and
Development Coordinator

- Mr. MARCELINO A. BAUYA
Administrative Officer V

- Ms. ANITA S. LUMANOG
Administrative Officer V

- Mr. BENBENUTO L. CASPI JR.
Secretary to the Sanggunian

SECTION 2. FUNCTION. The Task Force has the
following functions:

1. prepare a citizenbs charter

2. conduct consultative formulation and
refinement of the provisions of the Charter

3. formally issue and release the Charter

4. monitor and periodically review its implementation.

APPENPI
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FEEDBACK FORM Control o

B (Pananaw o Puna)

Please let us know how we have served you. You may use this form for compliments, complaints, or si@gesspuding gxche
Ipaalam po ninyo sa amin kung paano namin kayo napaglingkuran. Maaring gamitin ito paamgageplam aekjamng, kahwngkaha

COMPLIMENT | COMPLAINT SUGGESTION
(Papuri) (Reklamo) (Mungkabhi)

Person(s)/Unit/Office concerned or-+hvelved:
(Mga) tao/pangkat/tanggapan na may kinalaman sa papuri, reklamo, o mungkahi

Facts or Details Surrounding the Incident:
Kaganapan o detalying bumabalot sa pangyayari

(Please use additional sheet/s if necessary)
(Mangyaring gumamit ng karagdagang papel kung kinakailangan)

Recommendation(s)/Suggestion(s)/Desired Action from our Office:
Rekomendasyon/Mungkahi/Nais na aksyon mula sa aming tanggapan

(Please use additional sheet/s if necessary)
(Mangyaring gumamit ng karagdagang papel kung kinakailangan)

Nam¢OPTIONAL): Office/Agency
Pangalan Tanggapan/Ahensya
Address

Tirahan

Contact Numfieéany): Email Addre@gany):
Telepono

Signature Date

Lagda Petsa

APPECN|>|3_<03



NO NOON BREAK RULEANH-IXER CAMPAIG

N

CONTACT CENTER NG B

APP%\JID|3_<O4



