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Municipal Mayor’s Office (MO) 

Administrative Division 
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Citizen’s Charter 

Internal Services 
 

1. Issuance of Authority to Travel 

This document is being issued to official or employee at least a week before the travel outside the Philippines whether 
on Official Business or for personal reasons. 

Office or Division: Administrative/Records Section 

Classification: Simple  

Type of Transaction: G2G – Government to Government 

Who may avail: Municipal Officials and Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Invitation 1 original copy Inviting party 
Letter request with the Approved Application for 
Vacation Leave, if for personal reasons (4 
Original copies) 

HRMO and requesting party 

Clearance, CSC Form No. 7, S. 2017 (4 Original 
copies) 

HRMO 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit One (1) original 
Letter Request and the 
required documents for 
initial assessment and 
verification 

1.1.  Receive the 
letter request together 
with the requirements 
and check for its 
completeness 

None 15 minutes 
All 

Administrative/Record
s Section Staff 

 
1.2. Forward to the 
LCE for action  None 5 minutes Municipal Mayor 

 
1.3. Prepare the 
Authority to Travel for 
signing of the LCE  

None 
1 day and 20 

minutes 

Administrative Officer 
IV 

Administrative Officer I 

2. Receive the approved 
Authority to Travel 

2. Issue/Release (2) 
two copies of the 
approved Authority to 
Travel 

None 5 minutes All Administrative/ 
Records Section Staff 

TOTAL:  
1 day and 45 

minutes 
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2. Approval of Check for the payment of employee benefits. 

The Municipal Mayor Signs checks and vouchers paid out of the Municipality’s Coffer. 

Office or Division: Administrative/Records Section 

Classification: Simple 

Type of Transaction: G2G - Government to Government 

Who may avail: 
Municipal employees 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Obligation Request Slip signed by the end user 
and the Municipal Budget Officer (3 copies of 
Original document) 

End User/Municipal Budget Office 

Voucher signed by the Municipal Accountant and 
the Municipal Treasurer (2 Original copies) 

Municipal Accounting Office 
Municipal Treasury Office 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit the check 1. Record the check None 5 minutes 
All 

Administrative/Records 
Section Staff 

2. Wait for the approval of 
the check 

2.1 Bring the check to 
the LCE for signing  
2.2 LCE signs the 
check 
2.3 Bring the check to 
the Municipal 
Accounting Office for 
advise and inform the 
client to wait and 
claim the check at the 
MTO. 

None 
1 day and 5 

Minutes 

LCE 
 

Administrative/Records 
Section Staff 

 

TOTAL:  
1 day and 10 

minutes  
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3. Approval of Trip tickets and Travel orders 

The Municipal Mayor or the Acting Municipal Administrator signs/approves Travel Orders of Municipal Officials and 
Employees and Trip Tickets for the use of Municipal Vehicles traveling on Official Business. 

Office or Division: Administrative/Records Section 

Classification: Simple 

Type of Transaction: G2G - Government to Government 

Who may avail: Municipal Officials and Employees of Tuba 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Training/meeting requested by other agencies, 
invitation/document 1 copy 

 

Travel Orders recommended by their immediate 
supervisor/department head (1 Original copy) 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Log and assign control 
number of the travel order 
and trip ticket at the 
designated logbook area 

1. forward the logged 
travel order and trip 
ticket to the 
LCE/AMA  

None 5 minutes 
MO staff 

 

2. Wait the 
approved/disapproved 
document 

2. LCE/AMA 
approves/disapprove
s document 

None 2 Minutes LCE/AMA 
 

3. Receive the document 

Release One (1) 
original copy of 
Travel Order and 
three (3) original 
copies of Trip Ticket 

None 2 minutes MO staff 
 

TOTAL:  9 minutes  
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External Services 

 
 

1. Certification of Documents/Records on File. 

This document issued to requesting parties for legal purposes supported by a written request and approved by the 
Local Chief Executive. 

Office or Division: Administrative/Records Section 

Classification: Simple  

Type of Transaction: 
G2G – Government to Government; G2B - Government to Business 
G2C - Government to Citizen 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Letter request stating its purpose (1 Original 
copy) 

Requesting party 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit letter request 

1.1 Receive, scan, 
record/assign a 
control number to the 
document 

None 10 minutes 

All 
Administrative/Records 

Section Staff 
 

 

1.2. Submit to the 
LCE/Executive 
Assistant II for 
approval/disapproval 

None 5 minutes 

All 
Administrative/Records 

Section Staff 
 

2. Client pays the required 
fees at the Municipal 
Treasury Office (MTO) 

2.1 Accept payment  
and issue OR 

Certification fee Php 
55.00 

5 minutes 
Revenue Collection 

Clerk of 
MTO 

3. Client to present the 
Official Receipt (OR) as 
proof of payment and pay 
the documentary stamp 

3.1 check the OR 
3.2 Prepare the two 
(2) original copies of 
certification  
 

Php 40.00 5 minutes 
Administrative Officer 

IV/Administrative 
Officer I 

4. Wait 
4.Endorsed to the 
LCE for signature None 1 day Municipal Mayor 

5.Client receives One (1) 
copy of document 

5.Release the 
requested sealed 
document with the 
documentary stamp 

None 3 Minutes 

All 
Administrative/Records 

Section Staff 
Mayor’s Office 

TOTAL: Php 95.00 
1 day and 28 

minutes 
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2. Issuance of Occupational/Working Permit. 

This document is issued to requesting parties seeking employment within the Municipality and to every person who 
shall be engaged in the practice of occupation or calling not requiring government examination within the municipality. 

Office or Division: Administrative/Records Section 

Classification: Simple  

Type of Transaction: G2C - Government to Citizen 

Who may avail: Residents  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Accomplished Application Form (2 Original 
copies) 

Mayor’s Office 

Barangay Certification of Residency (1 Original 
copy) 

Respective Barangay Hall 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit letter request and 
required documents 

1.1 Assess/Review 
the documents and 
advise the client to 
pay the required fees 
at the Municipal 
Treasury Office 
 

None 
5 minutes 

 
 

All 
Administrative/Records 

Section Staff 
Mayor’s Office 

2. Client pays the required 
fees at the Municipal 
Treasury Office 

2.1 Accept payment 
and issue Official 
Receipt  

Php 180.00 
 
 

5 minutes 
 
 
 
 

Revenue Collection 
Clerk 
MTO 

3. Client return to the 
Mayor’s Office and present 
the Official Receipt (OR) 
and pay the documentary 
stamp 

3.1 Check the OR 
3.2 Prepare Two (2) 
copies of working 
permit  

Php 40.00 

5 minutes 
 
 
 

Administrative Officer 
IV/Administrative 

Officer I 

4.Wait 4. Forward to the LCE 
for signature 

None 1 Day Municipal Mayor 

5.Client receives one (1) 
original copy of requested 
document 

5.Release the sealed 
requested document  
with documentary 
stamp 

None 3 minutes 

All 
Administrative/Records 

Section Staff 
Mayor’s Office 

TOTAL: Php 220.00 
1 day and 18 

minutes  
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3. Issuance of Certificate of Posting 

Document being requested by clients attesting the posting of documents at the municipality’s posting area. 

Office or Division: Administrative/Records Section 

Classification: Simple  

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

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Letter request stating its purpose (One (1) 
Original copy) 

Requesting party 

Two (2) copies of the document to be posted 
duly received by the Office of the Municipal 
Mayor (1 Original and 1 photocopy) 

Requesting party 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit letter request and 
required documents 

1.1 Assess/Review 
the documents 
 
 

None 
5 minutes 

 
 

All Administrative/ 
Records Section Staff 

Mayor’s Office 

2. Client pays the required 
fees at the Municipal 
Treasury Office 

2.1 Accept payment 
and issue Official 
Receipt  

Php 55.00 
 
 

5 minutes 
 
 
 
 

Revenue Collection 
Clerk 
MTO 

3. Client return to the 
Mayor’s Office and present 
the Official Receipt (OR) 
and pay the documentary 
stamp 

3.1 Check the OR 
3.2 Prepare the 
certificate of posting  

Php 40.00 

5 minutes 
 
 
 

Administrative Officer 
IV/Administrative 

Officer I 

4.Wait 4.Forward to the LCE 
for signature 

None 1 day Municipal Mayor 

5.Client receives the 
document 

5.Release the sealed 
requested document 
with documentary 
stamp 

None 3 Minutes 

All 
Administrative/Record

s Section Staff 
Mayor’s Office 

TOTAL: Php 95.00 
1 day and 18 

minutes  
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4. Issuance of Job Recommendations/Endorsements. 

Document being requested by clients seeking employment or a requirement by other agencies/entities. 

Office or Division: Administrative/Records Section 

Classification: Simple  

Type of Transaction: 
G2C - Government to Citizen 
 

Who may avail: All Residents of Tuba 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Barangay Certification of Residency (One (1) 
Original Copy) 

Barangay concerned 

Police Clearance (One (1) Original Copy) Tuba Municipal Police Station 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit  required 
documents 

1.1 Assess/Review 
the documents 
 
 

None 
5 minutes 

 
 

All Administrative/ 
Records Section Staff 

Mayor’s Office 

2. Client pays required fees 
at the Municipal 
Treasury Office 

2.1 Accept payment 
and issue Official 
Receipt  

Php 55.00 
 
 

5 minutes 
 
 
 
 

Revenue Collection 
Clerk 
MTO 

3. Client return to the 
Mayor’s Office and present 
the Official Receipt (OR)  

3.1 check the OR 
 

None 

5 minutes 
 
 
 

All 
Administrative/Record

s Section Staff 
Mayor’s Office 

4.Wait 
4. Prepares the three 
(3) original copies for 
LCEs’ Signature  

None 1 day Municipal Mayor 

5.Client receives the 
requested document 

5. Released the 
sealed requested 
document 

None 3 minutes 

All 
Administrative/Records 

Section Staff 
Mayor’s Office 

TOTAL: Php 55.00 
1 day and 18 

minutes  
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5. Issuance of Endorsements for Requests for Funding or Financial Assistance. 

Document being requested by clients seeking financial assistance or funding from other private/government 
agencies/entities. 

Office or Division: Administrative/Records Section 

Classification: Simple  

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

Who may avail: All qualified residents; Registered and Accredited Associations/Cooperatives; 
BLGU 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter request (1 original copy) Requesting Party/Client 
Social Case Study Report (for financial 
assistance)  (3 Original Copies) 

MSWDO 

Resolutions/endorsements (3 Original Copies) Respective Sangguniang Barangay  

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit  required 
documents 

1.1 Assess/Review 
the documents 
 

None 
5 minutes 

 
 

All 
Administrative/Record

s Section Staff 
Mayor’s Office 

2. Wait 
 

2.1 Prepare the 
endorsement  

None 
 

15 minutes 
 

All Administrative/ 
Records Section Staff 

Mayor’s Office 
2.2.Forward the three 
(3) original copies to 
LCE for signature 

None 1 day Municipal Mayor 

3. Client receives two (2) 
original copies of the 
requested document 

3.Released the 
requested document  None 3 minutes 

All Administrative/ 
Records Section Staff 

Mayor’s Office 

TOTAL: None 
1 day and 23 

minutes  
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6. Issuance of Mayor’s Clearance 

Document being requested by clients for various purposes attesting that she/he has no pending case filed with the 
Office of the Municipal Mayor. 

Office or Division: Administrative/Records Section 

Classification: Simple  

Type of Transaction: G2C - Government to Citizen 

Who may avail: All Residents 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Barangay Clearance (1 Original copy) Barangay Hall 

Police Clearance (1 Photocopy) Tuba Municipal Police Station 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit  required 
documents 

1. Received and 
assess/review the 
documents and 
advise the client to 
pay the required fee 
at the MTO. 

None 5 minutes 

All 
Administrative/Record

s Section Staff 
Mayor’s Office 

2. Client pays the required 
fee at the Municipal 
Treasury Office 

2. Receive payment 
and issue Official 
Receipt 

Php 55.00 
 
 

5 minutes 
 

 

Revenue Collection 
Clerk 
MTO 

3. Client returns to the 
Mayor’s Office and present 
the Official Receipt (OR) 
and pay the documentary 
stamp 

3.1 Receive and 
check the OR 
3.2. Prepare and print 
mayor’s clearance 
 

Php 40.00 

5 minutes 
 
 
 

All 
Administrative/Record

s Section Staff 
Mayor’s Office 

4.Wait 4. Forward to the LCE 
for signature  

None 1 day Municipal Mayor 

5.Receive the requested 
document 

5.Release the sealed 
requested document 
with documentary 
stamp 

None 3 minutes 
All Administrative/ 

Records Section Staff 
Mayor’s Office 

TOTAL: Php 95.00 
1 day and18 

minutes  
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7. Issuance/Securing Burial Permit 

Issued to clients who wished to bury their dead at the Municipal Cemeteries. 

Office or Division: Administrative/Records Section 

Classification: Simple  

Type of Transaction: G2C - Government to Citizen 

Who may avail: All Residents 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Barangay Certification of Residency (One (1) 
Original) 

Barangay Hall 

Death Certificate (One (1) Photocopy) MCRO 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit  required 
documents 

1.1 Receive and 
assess/review the 
documents, then 
advise the client to 
pay the required fees 
at the MTO 
 
 

None 
5 minutes 

 
 

All Administrative/ 
Records Section Staff 

Mayor’s Office 

2.Client pays the required 
fee at the Municipal 
Treasury Office 

2.1.Receive payment 
and issue Official 
Receipt 

Refer to table below  
5 minutes 

 
 

Revenue Collection 
Clerk 
MTO 

3. Client returns to the 
Mayor’s Office and present 
the Official Receipt (OR) 
and pay the documentary 
stamp 

3.1 Check the OR 
3.2.Prepare the 
requested document  

Php 40.00 

5 minutes 
 
 
 

Administrative Officer 
IV/Administrative 

Officer I  
Mayor’s Office 

4.Wait 4. Forward to the LCE 
for signature  

None 1 day Municipal Mayor 

5.Receive the requested 
document 

5.Release the sealed 
requested document 
with documentary 
stamp 

None 3 minutes 
All Administrative/ 

Records Section Staff 
Mayor’s Office 

TOTAL: Refer to the table below 
1 day and 18 

minutes  

 

Fees to be Paid pursuant to the Revenue Code of Tuba, 2013 edition 
Particular Fees (in 

Peso) 
Burial 
Permit 

Service Fee Doc. Stamp Total 

a) Rental per lot Php550.00 Php120.00 Php55.00 Php40.00 Php765.00 plus add’l fee 
for the availment of 

services under letters b to 
d  

b) Additional layer Php35.00     
c) Niches Php35.00     
d) In excess of the required 
size (1mx2.0m) 

Php550.00     
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8. Issuance/Securing Special Permit on Cockfighting. 

Issued to applicants who wished to hold cockfighting. 

Office or Division: Administrative/Records Section 

Classification: Simple  

Type of Transaction: G2B - Government to Business 

Who may avail: Cockfighting Sports Arena  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter request (One (1) Original Copy) Requesting Party 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submits letter request 

1. Receives, scanned 
and assigns control 
number and 
forwarded to the 
executive assistant 
for review 

None 
7 minutes 

 
 

All Administrative/ 
Records Section Staff 

Mayor’s Office 

2.Client pays the required 
fee at the Municipal 
Treasury Office 

2.Issue Official 
Receipt after receipt 
of payment 

Refer to the table below 
5 minutes 

 
 

Revenue Collection 
Clerk 
MTO 

3. Client returns to the 
Mayor’s Office and present 
the Official Receipt (OR) & 
pay the documentary stamp 

3.1 check the OR 
3.2Prepare the 
requested document  

Php 40.00 

5 minutes 
 
 
 

Administrative Officer 
IV/Administrative 

Officer I  
Mayor’s Office 

4.Wait 4. Forward to the LCE 
for signature 

None 1 day Municipal Mayor 

5.Receive the requested 
document 

5.Release the sealed 
requested document 
with documentary 
stamp 

None 3 minutes 

All 
Administrative/Record

s Section Staff 
Mayor’s Office 

TOTAL: Refer to the table below 
1 day & 20 

minutes  

 

Fees to be Paid pursuant to the Revenue Code of Tuba, 2013 edition 

Particular Fees (in Peso) Service Fee Doc. Stamp Total 
Special cockfights 
(Pintakasi) 

1,100.00 Php55.00 Php40.00 Php1,195.00 

Two-cock (ulutan) 1,100.00 Php55.00 Php40.00 Php1,195.00 
Special Derby Assessment 
from Promoters of: 

 2-cock derby 
 3-cock derby 
 4-cock derby 
 5-cock derby 

 

 
 

2,200.00 
3,300.00 
4,400.00 
5,500.00 

 
 

Php55.00 
Php55.00 
Php55.00 
Php55.00 

 
 

Php40.00 
Php40.00 
Php40.00 
Php40.00 

 
 

2,295.00 
3,395.00 
4,495.00 
5,595.00 

Fighting Oriental Cock (holo) 1,000.00 Php55.00 Php40.00 1,095.00 
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9. Issuance/Securing Special Permit for the Conduct of Group Activities. 

Issued to applicants who wished to hold an activity/event within the municipality of not more than 24 hours. 

Office or Division: Administrative/Records Section 

Classification: Simple  

Type of Transaction: G2C - Government to Citizen; G2B – Government to Business 

Who may avail: All Residents; Private group/organizations 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter request (One (1) Original Copy) Requesting party 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submits letter request 

1.1 Receives, 
scanned and assigns 
control number and 
forwarded to the 
executive assistant 
for review 

None 
7 minutes 

 
 

All Administrative/ 
Records Section Staff 

Mayor’s Office 

2.Client pays the required 
fee at the Municipal 
Treasury Office 

2.1 Issue Official 
Receipt after receipt 
of payment 

Refer to the table below 
5 minutes 

 
 

Revenue Collection 
Clerk 
MTO 

3. Client returns to the 
Mayor’s Office and present 
the Official Receipt (OR) 
and pay the documentary 
stamp 

3.1 check the OR 
3.2Prepare the 
requested document  

Php 40.00 

5 minutes 
 
 
 

Administrative Officer 
IV/Administrative 

Officer I  
Mayor’s Office 

4.Wait 4. Forward to the LCE 
for signature 

None 1 day Municipal Mayor 

5.Receive the requested 
document 

5.Release the sealed 
requested document 
with documentary 
stamp 

None 3 minutes 
All Administrative/ 

Records Section Staff 
Mayor’s Office 

TOTAL: Refer to the table below 
1 day and 20 

minutes  

 

Fees to be Paid pursuant to the Revenue Code of Tuba, 2013 edition 

Particular Fees (in Peso) Service Fee Doc. Stamp Total 
Conference, meetings, 
rallies and demonstration in 
outdoor, parks, plazas, 
road/streets 

220.00 Php55.00 Php40.00 Php315.00 

Dances 110.00 Php55.00 Php40.00 Php205.00 
Coronation and ball 220.00 Php55.00 Php40.00 Php265.00 
Promotional Sale 220.00 Php55.00 Php40.00 Php265.00 
Other Group Activities 
(including political 
campaigns) 

110.00 Php55.00 Php40.00 Php205.00 
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10. Issuance/Securing Special Permit on Film-Making. 

Issued to applicants who conducts location-filming within the territorial jurisdiction the municipality. 

Office or Division: Administrative/Records Section 

Classification: Simple  

Type of Transaction: G2B - Government to Business 

Who may avail: Business sectors 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter request (One (1) Original Copy) Requesting party 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submits letter request 

1. Receives, scanned 
and assigns control 
number and 
forwarded to the 
executive assistant 
for review 

None 
7 minutes 

 
 

All 
Administrative/Record

s Section Staff 
Mayor’s Office 

2.Client pays the required 
fee at the Municipal 
Treasury Office 

2. Issue Official 
Receipt after receipt 
of payment 

Refer to the table below 
5 minutes 

 
 

Revenue Collection 
Clerk 
MTO 

3. Client returns to the 
Mayor’s Office and present 
the Official Receipt (OR) 
and pay the documentary 
stamp 

3.1 check the OR 
3.2Prepare the 
requested document  

Php 40.00 

5 minutes 
 
 
 

Administrative Officer 
IV/Administrative 

Officer I  
Mayor’s Office 

4.Wait 4. Forward to the LCE 
for signature  

None 1 day Municipal Mayor 

5.Receive the requested 
document 

5.Release the sealed 
requested document 
with documentary 
stamp 

None 3 minutes 

All 
Administrative/Record

s Section Staff 
Mayor’s Office 

TOTAL: Refer to the table below 
1 day and 20 

minutes  

 

Fees to be Paid pursuant to the Revenue Code of Tuba, 2013 edition 

Particular Fees (in Peso) Service Fee Doc. Stamp Total 
Commercial movies 15,000.00/film Php55.00 Php40.00 Php15,095.00 
Commercial Advertisement 10,000.00/film Php55.00 Php40.00 Php10,095.00 
Documentary film 
(commercial) 

1,650.00/film Php55.00 Php40.00 Php1,745.00 

Videotape coverage 
(commercial) 

2,200.00/coverage Php55.00 Php40.00 Php2,295.00 
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11. Issuance/Securing Certificate of Good Moral Character 

Issued to applicants who seek employment or a requirement by a private or government entities. 

Office or Division: Administrative/Records Section 

Classification: Simple  

Type of Transaction: 
G2C - Government to Citizen 
 

Who may avail: All residents 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Barangay Certification that the applicant has no 
derogatory records (One (1) Original Copy) 

Barangay concerned 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submits required 
document 

1. Receive and 
assess the submitted 
document 
 

None 
7 minutes 

 
 

All 
Administrative/Records 

Section Staff 
Mayor’s Office 

2.Client pays the required 
fee at the Municipal 
Treasury Office 

2. Issue Official 
Receipt after receipt 
of payment 

Php 55.00 
5 minutes 

 
 

Revenue Collection 
Clerk 
MTO 

3. Client returns to the 
Mayor’s Office and present 
the Official Receipt (OR) 
and pay the documentary 
stamp 

3.1 Check the OR 
3.2 Prepare the 
requested document  

Php 40.00 

5 minutes 
 
 
 

Administrative Officer 
IV/Administrative 

Officer I  
Mayor’s Office 

4.Wait 4. Forward to the LCE 
for signature  

None 1 day Municipal Mayor 

5.Receive the requested 
document 

5.Release the sealed 
requested document 
with documentary 
stamp 

None 3 minutes 

All 
Administrative/Records 

Section Staff 
Mayor’s Office 

TOTAL: Php 95.00 
1 day and 20 

minutes  
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12. Solemnization of Marriage. 

Rendered to all qualified couples who wish to be lawfully married. 

Office or Division: Administrative/Records Section 

Classification: Simple  

Type of Transaction: G2C - Government to Citizen 

Who may avail: All couples with marriage license 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Marriage License (1 set of original document) 
Certificate of Marriage (4 copies original) 

Local Civil Registry 
Local Civil Registry or Mayor’s Office (for walk-in) 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submits the required 
documents and arrange for 
the desired schedule of 
solemnization then pay 
documentary stamp 

1.1 Checks the 
schedule/availability 
of the LCE (Mondays 
and Tuesdays only) 
1.2 Set the schedule 
of solemnization 
1.3 Preparation of 
Certificate of 
Marriage (Walk-in 
clients) 

Php 40.00 
5 minutes 

 
 

Administrative Aide III 
Private Secretary II 

2. Client pays the required 
fees 

2. Issue official 
receipt after receipt of 
payment 
2.2 Advise client on 
the scheduled 
solemnization 

Refer to the table 
below 5 minutes 

Revenue Collection 
Clerk 
MTO 

3. Attend the scheduled 
solemnization  

3.1.Solemnization 
Rites 

None 35 minutes Municipal mayor 

4. Bring the 4 sets original 
copies of Certificate of 
Marriage to the LRCO for 
registration 

3.2. Advise client to 
register their marriage 
at MCR  

None 
15 minutes 

 
 

LRCO Staff 

TOTAL: Refer to the table below 1 hour  

 

Fees to be Paid pursuant to the Revenue Code of Tuba, 2013 edition 

Particular Fees (in Peso) Sponsorship 
Fee 

Service 
Fee 

Doc. Stamp Total 

Solemnization within 
Tuba 

245.00 55.00 x no. of 
sponsor 

Php55.00 Php40.00 Dependent on the no. 
of sponsor 

Solemnization - outside 
License 

1,000.00 55.00 x no. of 
sponsor  

Php55.00 Php40.00 Dependent on the no. 
of sponsor 
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13. Solemnization of Marriage – Article 34 of the Family Code. 

Rendered to all qualified couples who wish to be lawfully married after cohabiting for 5 years and more. 

Office or Division: Administrative/Records Section 

Classification: Simple  

Type of Transaction: G2C - Government to Citizen 

Who may avail: All qualified couple 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Duly notarized Affidavit of Cohabitation (4 
Original copies) 

PAO or Private Lawyer 

Advisory on Marriage or Certificate of No 
Marriage (1 Original copies of each couple) 

PSA 

Birth Certificate of couples  (2 original copies) PSA/LCR 
Birth Certificate of Child, if applicable (1 original 
copy or 1 certified true copy) 

PSA/LCR 

Certificate of Family Planning (1 Original copy) PMOC 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit documents and 
pays documentary stamp 

1.1 Assess/Validates 
the documents 
submitted  
1.2 Forward to the 
LCE the request for 
approval/disapproval 
1.3 If approved, set 
the schedule of 
solemnization 
1.4.Prepare the 4 
original sets of 
Certificate of 
Marriage 

Php 40.00 
40 minutes 

 
 

Administrative Aide III 
Private Secretary II 

2. Pays the required fees 

2. Issue official 
receipt after receipt of 
payment 
2.2 Advise client on 
the scheduled 
solemnization 

Refer to the table 
below 

5 minutes 
Revenue Collection 

Clerk 
MTO 

3.Return on the scheduled 
solemnization  

3. Solemnization 
Rites 

None 35 minutes Municipal mayor 

4. Bring the 4 sets original 
copies of Certificate of 
Marriage to the LRCO for 
registration 

4. Advise client to 
register their marriage 
at MCR  

None 
15 minutes 

 
 

LRCO Staff 

TOTAL: Refer to the table 
below 

1 hour and 35 
minutes 

 

 

Fees to be Paid pursuant to the Revenue Code of Tuba, 2013 edition 

Particular Fees (in Peso) Sponsorship 
Fee 

Service 
Fee 

Doc. Stamp Total 

Solemnization within 
Tuba 

245.00 55.00 x no. of 
sponsor 

Php55.00 Php40.00 Dependent on the no. 
of sponsor 
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Solemnization outside 
Tuba 

1,000.00 55.00 x no. of 
sponsor  

Php55.00 Php40.00 Dependent on the no. 
of sponsor 

 

 

14. Issuance/Securing of Emergency Tree Cutting Permit 

Issued to clients requesting to cut trees that poses danger to life and property located within his/her lot. 

Office or Division: Administrative/Records Section 

Classification: Complex 

Type of Transaction: G2C - Government to Citizen 

Who may avail: General Public 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Barangay Certification stating that the subject 
tree to be cut is within the requesting party’s 
property (1 Original copies) 

Barangay Hall 

Letter request (1 Original copy)  

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit  required 
documents 

1.1 Receive, scan 
and assign control 
number 
 

None 
5 minutes 

 
 

All 
Administrative/Record

s Section Staff 
Mayor’s Office 

2.Wait 

2.1.Forward to 
MENRO for validation 
and assessment 
2.2.MENRO submits 
validation, 
assessment report 
and recommendation 

None 
 

7 days 
 

 
MENRO staff 

2.3 If favorably 
recommended, the 
requested document 
will be prepared 

None 

15 minutes 
 
 
 

Administrative Officer 
IV/Administrative 

Officer I  
Mayor’s Office 

4.Pay Secretary’s 
fee/Certification Fee at the 
Municipal Treasury Office 

4.1.Accept payment 
and issue OR Php 55.00 10 Minutes 

Revenue Collection 
Clerk 
MTO 

4.Wait 
4. Forward to the LCE 
for signature None 1 day Municipal Mayor 

5.Receive One (1) original 
copy of requested document 
and pay documentary stamp 

5.Release the sealed 
requested document 
with documentary 
stamp 

Php 40.00 3 minutes 

All 
Administrative/Records 

Section Staff 
Mayor’s Office 

TOTAL: Php 95.00 8 days and 33 
minutes 

 

 

 

 



 
 
 
 

32 
 

15. Issuance of Disapproval/Approval of Appeals on the Grant or Denial of Locational 
Clearance 

Issued to clients appealing on the denial of their application for Local Clearance from the Zoning Administrator/Zoning 
Officer. 

Office or Division: Administrative/Records Section/LZBA 

Classification: Highly Technical 

Type of Transaction: G2C - Government to Citizen, G2B-Government to Business 

Who may avail: General Public, Business Sector 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of Appeal (1 original copy) Requesting party 

Copy of the denied request (1 photocopy) Zoning Administrator/Zoning Officer 
Affidavit of no objection to the project from the 
property owners immediately in front of and 
abutting the project site (2 original copies) 

Property Owners 

Certification from the Punong Barangay that a 
public consultation was conducted in the 
concerned barangay  where the subject property 
is located (1 original copy) 

Punong Barangay Concern  

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit  required 
documents 

1.1 Receive, scan 
and assign control 
number 
 

None 
5 minutes 

 
 

All 
Administrative/Record

s Section Staff 
Mayor’s Office 

2.Wait 

2.1.Forward to LZBA 
for validation and 
assessment 
2.2.LZBA submits 
resolution of 
approval/disapproval 

None 
 

30 days 
 

 
LZBA 

3. Receive Order of 
Payment 

3. Issue Order of 
Payment 

   

4.Proceed to the MTO for 
payment of the required 
fees, and secure the OR 

4..Accept payment 
and issue OR Refer to the table below 5 Minutes 

Revenue Collection 
Clerk 
MTO 

5.1.Return to the Mayor’s 
Office and present the OR 
5.2 Receive the resolution 

4. Receive the OR 
and issue the 
resolution 

None 5 minutes Municipal Mayor 

TOTAL: Refer to the table below 30 days and 
15 minutes 

 

Issuance of Disapproval/Approval of Appeals on the Grant or Denial of Locational Clearance qualifies for multi stage 
process. 

Schedule of Fees 
Service Rate 

Motion for Reconsideration Php600.00 
Petition for Review Php2,880.00 
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Municipal Mayor’s Office (MO) -  

Human Resource Management 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Citizen’s Charter 
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Internal Services 
 
 

1. Issuance of Certificate of Employment and Other Documents 

Certifications issued to requesting clients relative to their services as an employee with the Municipal Government. 

Office or Division: Human Resource Management Section 

Classification: Simple 

Type of Transaction: G2G – Government to Government 
G2C – Government to Citizen 

Who may avail: Former and incumbent officials and employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Authorization letter (if not the party concerned) 1 
original copy 

Requesting party  

2. Request slip 1 original copy HRMO  

3. Official Receipt (1 photocopy) Municipal Treasurer’s Office 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Fill-up request slip 
1. 1 Provide the 
request slip None 2 minutes 

Administrative Officer 
IV (HRMO II) 

Administrative Officer 
V (HRMO V) 

2. Submit the accomplished  
request slip and other 
necessary documents 

2. Accepts the duly 
accomplished request 
slip together with the 
other requirements  

None 3 minutes 

Administrative Officer 
IV (HRMO II) 

Administrative Officer 
V (HRMO V) 

3. Accepts the order of payment 

3. Issue order of 
payment and advise 
the client to pay at 
the MTO 

None  1 minute 

Administrative Officer 
IV (HRMO II) 

Administrative Officer 
V (HRMO V) 

4. Pay the required fee at the 
Municipal Treasury Office 

4. Accept payment 
and issue OR 

Secretary’s fee: 
Php 55.00  5 Minute 

Revenue Collection 
Clerk II -MTO 

5. Return to the HRMO and 
present the original OR, and 
wait for the requested 
document 

5. Accepts the OR 
and start processing 
requested document 
for signing 

None 20 minutes 

Administrative Officer 
IV (HRMO II) 

Administrative Officer 
V (HRMO V) 

6. Receive requested document 
6. Issue/release the 
requested document 

None 5 minutes 

Administrative Officer 
IV (HRMO II) 

Administrative Officer 
V (HRMO V) 

TOTAL: PhP 55.00 36 minutes  
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2. Application for Leave of Absence 

A right granted to officials and employees not to report for work with or without pay as may be provided by law.  

Office or Division: Human Resource Management Section 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: Municipal officials and employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. 4 copies of Application for Leave of Absence 
duly signed by the employee 

Requesting party/HRM 

2. Medical Certificate (if it exceed 5 days in case 
of sick leave) 

Municipal Health Officer/Private Physician 

*File application of leave at least 5 days before 
the scheduled date whenever possible for all 
types of leave except Sick Leave. 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

 1. Submit duly 
accomplished Application  

1. Received the 
application  

None 1 minute 

Administrative Officer 
II 

Administrative Officer 
V 

Administrative Aide IV 

2. Wait for the process 

2.1 Enter into the 
TMMS and compute 
the balance. 
 
2.2 Forward to the 
concerned authority 
for signing.   

None 

1 day 
(depending on 
the availability 
of the signing 

authority) 

Administrative Officer 
II 

Administrative Officer 
V 

Administrative Aide IV 

3. Received the approved 
application for leave 

3. Issue/release the 
approved application 
leave 

 1 minute  

TOTAL:  
1 day and 2 

minutes  
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3. Issuance of Job Order Contract 

This contract is being issued to all job orders of the municipal government that contains the period of the contract 
and the scope of work.  

Office or Division: Human Resource Management Section 
 

Classification: Simple 
 

Type of Transaction: 
G2C – Government to Citizen 
 

Who may avail: All qualified applicants 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Application Letter, 4 copies original Requesting party/HRM 
2. Personal Data Sheet with recent passport-
sized picture (CS Form No. 212, Revised 2017), 
4 copies original 

CSC Website 

3. Transcript of Records, 4 copies photocopy School attended 
4. Certificate of eligibility (if applicable) 4 copies 
photocopy 

PRC 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

 1. Submit the required 
documents  

1. Received and 
evaluate the 
completeness and 
appropriateness  of 
the documents 

None 1 minute 

Administrative Officer 
II 

Administrative Officer 
V 

Administrative Aide IV 
 

2. Wait for the process 

2.1. Prepare the job 
order contract and 
forward to the LCE 
for signing.   

None 

1 day 
(depending on 
the availability 
of the signing 

authority) 

Administrative Officer 
II 

Administrative Officer 
V 

Administrative Aide IV 

3. Received the contract 
and sign in the log book  

3.Issue/release the 
approved sealed 
contract 

 1 minute  

TOTAL:  1 day and 2 
minutes 
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4. Publication of Vacant Positions 

All vacant positions in the local government must be published for 15 days for general public information pursuant to 
CSC rules and regulations. 

Office or Division: Human Resource Management Section 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: Requesting offices of the Municipal Government of Tuba 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter request (1 original copy) Requesting party  

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit letter request 
1. 1 Receive the letter 
request None 2 minutes 

Administrative Officer 
IV (HRMO II) 

Administrative Officer 
V (HRMO V) 

2. Wait  

2.1 Prepare the 
required documents 
for signing by the 
proper authority 
 
2.2 Submit to the CSC 
for publication at the 
CSC Website, at the 
same time post the 
notice of vacancy in 3 
conspicuous places at 
the municipal hall for 
15 days. 

None 1 day  

Administrative Officer 
IV (HRMO II) 

Administrative Officer 
V (HRMO V) 

 

3. Receive notice of posting 

3. Notify the 
requesting office that 
the request was 
already posted 

None  5 minute 

Administrative Officer 
IV (HRMO II) 

Administrative Officer 
V (HRMO V) 

Total:  
1 day, 7 
minutes 
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5. Application to Published Job Vacancies  

The Municipal Government of Tuba publishes vacant plantilla positions to the Civil Service Commission Bulletin of 
Vacant Positions to make available to anyone wanting to enter government service.    

Office or Division: Human Resource Management Section 

Classification: Simple 

Type of Transaction: G2G – Government to Government 
G2C – Government to Citizen 

Who may avail: All qualified individual 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. 4 original copies of Application letter 
addressed to the LCE stating the position 
applying for  

From applicant 

2. 4 copies fully accomplished Personal Data 
Sheet (PDS) with recent passport-sized picture 
(CS Form No. 212, Revised 2017) 

Downloadable at www.csc.gov.ph) 

3. 4 copies Performance rating in the last rating 
period (if applicable) 

HRMO/applicant 

4. 4 copies Photocopy of certificate  of 
eligibility/rating 

CSC/PRC 

5. 4 copies photocopy of Transcript of Records School  

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1.  Submit application either 
in person or thru email 

1.1 Receive 
application and 
advised applicant to 
wait for further notice 
 

None 2 minutes 

Administrative Officer I 
Administrative Officer 

IV 
HR staff 

Mayor’s Office 

 1.2 assess received 
application  

None 1 hour HRMPSB committee 

2. Acknowledge the notice 
2. notify all applicants 
whether qualified or 
not 

none 5 minutes HRMO/HRMPSB Sec 

3. Attend the interview  3.1 Conduct interview None 

1 Day 
(depending on 
the number of 

applicant) 

HRMPSB committee 

 

3.2. HRMO compute the 
ratings of the applicants in 
the Comparative 
Assessment Form and 
submit to the LCE for 
appointment   

None 30 minutes HRMO 

4. Receives Notice of the 
result of the interview.  

4. issue notice of 
result 

None 5 minutes HRMO  

5. If hired, submit complete 
requirements 

5. Receive, evaluate 
and process the 
documents 

None 1 day  HRMO 

6. Takes oath of office 

6. The LCE will 
administer the oath 
taking of the newly 
appointed employee  

None 10 minutes 
LCE/Vice Mayor (for 

legislative hiring) 

TOTAL:  
2 days,1 hr 

and 51 
minutes  
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*Application to published job vacancies – qualified for multi-stage processing 

 

 

4. Computation of Terminal Pay Benefits 

Payment of terminal leave for purposes of retirement or voluntary resignation shall be based on the highest monthly 
salary received at any time during his period of employment in the government service and not on his latest salary, 
unless the latter is the highest received by the retiree.    

Office or Division: Mayor’s Office- Human Resource Management Section 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: Municipal officials and employees seeking retirement / resignation / term-ended 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. 4 copies CSC Clearance Form 4 HRM Office 
2. 1 Copy original letter of resignation / 
retirement  

Employee 

3. 4 Copies CSC Form 6 -Application for 
Terminal Leave  

HRM Section 

4. 3 Copies SALN Downloadable at www.csc.gov.ph 
5. 3 Copies Affidavit of deduction of all 
obligations  

PAO / Notary public  

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Request for a CSC 
Clearance Form 

1. Issue Clearance 
Form 

None 5 minutes 

Administrative Officer 
II 

Administrative Officer 
V 

Administrative Aide IV 
HR Staff 

2. Submit all needed 
documents including 
Clearance form duly signed 
by concern signatories   

2. Receive clearance 
and other pertinent 
documents and verify 
if all concerned  
signatories were 
signed   

None 5 minutes 

Administrative Officer 
II 

Administrative Officer 
V 

Administrative Aide IV 
HR Staff 

3. Wait for 2 days for all the 
attachments to be 
completed   

3.1 Prepare all 
required attachments 
(Leave ledger, 
Certification of 
earned leave credits, 
service record)     

None 
 2 days 

Administrative Officer 
II 

Administrative Officer 
V 

Administrative Aide IV 
HR Staff 

 
3.2 Forward to the 
LCE for 
signature/approval 

4. Receive requested 
documents 

4. Issue requested 
documents  1 minute  

TOTAL:  2 days and 11 
minutes 
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Municipal Mayor’s Office (MO) -  

Public Employment Service Office 

(PESO) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Citizen’s Charter 
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External Services 

 
1. Application for Special Program for the Employment of Students (SPES) 

The SPES, is an employment-bridging program intended to help the poor but deserving students, out-of-school youth 
(OSY) and dependents of displaced or would-be displaced workers to continue and finish their education during 
summer and/or Christmas vacations. 

Office or Division: Mayor’s Office- Public Employment Service Office (PESO) 

Classification: Complex 

Type of Transaction: G2C – Government to Citizen 

Who may avail: High Schools, College Students and Out-of-School Youth (OSY) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. 5 copies duly filled-out and signed SPES 
Registration Form No. 2 & No. 2-A Mayor’s Office-PESO  

2. 5 copies verified/validated photocopy of signed 
Form 138/137 or 1 Original copy of certificate issued 
by the School Registrar as to the student’s last 
enrollment and his/her average passing grade.    

School where the applicant enrolled  

3. 5 copies Passport Size ID picture Applicant 

4. 1 Copy original Certificate of Live Birth/ Baptismal 
Certificate  

PSA/Church 

3. For OSYs- Original copy of certification as OSY in 
letterhead signed by the Punong Barangay or 
Original Copy of Certification issued by the Social 
Welfare Development Office in the LGU. 

Barangay where the applicant resides/MSWD in the LGU 

4. For employed parents – Verified/validated 
photocopy of Income Tax Return (ITR) duly filed with 
the Bureau of Internal Revenue (BIR) or BIR Form 
2316 duly signed by the tax payer and his/her 
employer (for those employed in the government). 

Parents of the applicant / BIR 

5. 5 Copies Original Copy of Certificate of Low 
Income from the Barangay where the beneficiary 
resides or Certificate of Indigence issued by the 
Social Welfare & Development Office of the LGU.  

Barangay where the applicant resides/MSWD in the LGU 

6. 5 Copies Contract of Employment Mayor’s Office-PESO 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Sign-in the client logbook 1. Assist client None 2 minutes 
Labor and 

Employment Assistant   
2. Fill-up SPES application 
form 2 and submit to PESO 
Staff  

2. Receive and 
review filled-up SPES 
application form  

None 10 minutes 
Labor and 

Employment Assistant   
 

3. Wait for further notice of 
screening / examination  

3. Inform applicants 
of the scheduled 
screening or 
examination   

None 
5 days (after 
last day of 

submission) 

Labor and 
Employment Assistant   
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4. Attend scheduled 
screening /examination 

4. Facilitate the 
screening 
/examination 

None 4 hours 
Labor and 

Employment Assistant   
 

5. Check posted list of 
qualified applicants/students 
at the PESO bulletin board/ 
FB Page  

5. Post list of qualified 
SPES beneficiaries  

None 1 hour 
Labor and 

Employment Assistant   
 

6. Prepare and submit 
needed documents upon 
receipt of notice to start 
work  

6. Inform applicant 
passers to complete 
requirements and 
review all submitted 
documents   

None 15 minutes 
Labor and 

Employment Assistant   
 

7. Receive notice and attend 
scheduled orientation by the 
PESO 

7. Inform schedule of 
orientation of SPES 
beneficiaries and 
facilitate the 
orientation prior to the 
start of their work 

None 3 hours 
Labor and 

Employment Assistant   
LCE 

TOTAL: None  
5 days 8 hours 

and 27 
minutes 
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2.  Certificate of No Objection- Special Recruitment Activity (SRA)   

The PESO Certification of no objection is issued to Recruitment agencies conducting special recruitment activity within 
the Municipality. 

Office or Division: Mayor’s Office- PESO 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Recruitment Agency  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. 1 original copy request letter Recruitment agency 

2. 1 photocopy POEA License Recruitment agency /POEA 

3. 1 original copy of Affidavit of understanding  Recruitment agency 

4. 1 copy Job Order Recruitment agency /POEA 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 
1. Request the conduct of 
SRA and submit 
requirements. 

1.1 Interview client 
None 

 
20 minutes Labor and 

Employment Assistant 
 1.2 Review submitted 

documents 
2. Proceed to Municipal 
Treasury Office and pay 
corresponding fee 

2. Issue order of 
payment  

PhP 55.00 5 minutes RCC II  
MTO 

3. Submit Official Receipt 
and wait for the Certificate 

3. Receive OR. 
Prepare Certificate  

None 10 minutes Labor and 
Employment Assistant 

4. Claim approved 
Certificate of no Objection  

4. Record and 
release approved 
Certificate of no 
Objection   

None 5 minutes 

Labor and 
Employment 

Assistant/  
LCE 

TOTAL:  40 minutes  
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Municipal Mayor’s Office (MO) -  

Business Permit and Licensing Division 

(BPLO) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Citizen’s Charter 
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External Services 
 

1. Business Permitting and Licensing 

A business or Mayor’s permit is issued to all persons in the municipality of Tuba to legally operate a business, provided 
all requirements are complied with. 

Office or Division: Mayor’s Office – Business Permit and Licensing Section 

Classification: Simple 

Type of Transaction: G2B – Government to Business 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. New Business Permit Applications 

1.1. Unified Form (3 copies) 
 

1.2. Proof of business registration (1 original, 1 
photocopy) 
 

1.3. Barangay Business Clearance (1 original, 1 
photocopy) 

1.4.  Police Clearance (Original copy) 
1.5.  Sanitary Permit/ Health Certificate (1 Original 

Copy) 
1.6. Fire Safety Inspection Certificate (1 Original 

Copy) 
 

2. Business Permit Renewal Applications 
2.1. Unified Form (3 copies) 

 
2.2. Proof of gross receipts (1 original, 1 

photocopy) 
- Audited Financial Statements (AFS) or 

unaudited AFS for those who are not required 
to file AFS with the BIR or 

- Sworn declaration of gross receipts or 
- Income tax returns 

2.3. Barangay Business Clearance (1 original, 1 
photocopy) 

2.4. Police Clearance (Original copy) 
2.5. Sanitary Permit/ Health Certificate (1 Original 

Copy) 
2.6. Fire Safety Inspection Certificate (FSIC) 

(1Original Copy) 

 
- Business Permit and Licensing Office, 

Barangay hall, Municipality of Tuba Website 
- DTI/Tuba Negosyo Center – for Sole Proprietor 

SEC – for all kinds of corporations 
CDA – for cooperatives 

- Office of the Punong Barangay – Barangay 
where the business is located 

- Tuba Municipal Police Station 
- Municipal Health Services Office (RHU) 

 
- Tuba Bureau of Fire Protection Office 

 
 
 

- Business Permit and Licensing Office, 
Barangay hall, Municipality of Tuba Website 

- Owner’s financial statement/ Income Tax 
Returns/ Statements of Gross Receipts for the 
preceding year 

 
 
 
 

- Office of the Punong Barangay – Barangay 
where the business is located 

- Tuba Municipal Police Station 
- Municipal Health Services Office (RHU) 

 
- Tuba Bureau of Fire Protection Office 

Additional Requirement/s (NEW/EXPANSION) – may vary depending on the type of business activity 
Agricultural – Animal Production includes raising 
(farming) of domestic animals such as livestock and 
poultry. 

- Resolution Interposing No Objection (1 
Original copy, 1 photocopy) 

 
 
 

- Office of the Punong Barangay – Barangay 
where the business is located. 
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- MENRO Certification/ Environment 

Compliance Certificate (ECC) (1 Original copy, 
1 photocopy) 

- Tuba Municipal Environment and Natural 
Resources Office/ DENR 

Water Station, Water Delivery Services, Water 
Utilities 

- Water analysis result (1 Original copy) 
- Permit to Operate (1 Original copy) 

 
 

- Any accredited laboratory testing center 
- Department of Health 

Health Services/Facilities 
- License to Operate (1 Original copy) 

 
- Department of Health 

Distributor of food, Medical Drugs, 
Beauty/Cosmetic Products, Medical Devices and 
Household Hazardous Products 

- FDA LTO (1 Original copy) 

 
 
 

- Food and Drug Administration 
Private Schools, Training Centers 

- Certificate of Accreditation (1 Original Copy) 
 

- DepEd/CHED/TESDA DepEd 
Extraction of Sand, Gravel, Boulders, etc. 

- ECC – 1 Original copy 
- DENR 

Gasoline Stations 
- DOE Certificate of Compliance (1 original) 
- ECC (1 original) 

 
- Department of Energy 
- DENR 

MENRO CERTIFICATE (1 original copy) – Case to 
case basis 

- MENRO Office 

Tourism Related Establishments – DOT 
(Department of Tourism) Accreditation (1 original copy) 

- DOT Office 

Security Agency  
- License to operate (1 original copy) 

 
- Philippine National Police 

Electronic Gaming 
- License to operate 

 
- PAGCOR 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 
1. Submit the Unified 
Application Form duly 
accomplished with the 
complete 
documentary 
requirements at the 
Business Permit and 
Licensing Office 
(BPLO)  

 

1.1. Verify and accept 
application form with 
complete attachments 
or supporting 
documents 

 
1.2. Encode/update the 

customer’s information 
 
 

None 20 minutes 
 
 
 
 
 

20 minutes 

Licensing Officer/ 
detailed staff 

 
2. Pay the required 
taxes and fees at the 
Municipal Treasurer’s 
(Office MTO) 

 
1.1. Provide assessment/ 

computation of fees. 
1.2. Collect payment and 

issue official receipt 

 
Amount as 

computed by the 
MTO 

 
20 minutes 

 
Revenue Collection 

Clerks 

 
3. Present official 
receipt at the BPLO 

- Receive Business/ 
Mayor’s Permit with 
owner’s copy of the 
supporting documents 

 
1.3. Check customer’s 

business information 
1.4. Print Business/ 

Mayor’s Permit 
1.5. Release 

Business/Mayor’s 
Permit 

 
Php40.00 

documentary 
stamp 

 
10 minutes 

 
Licensing Officer/ 

detailed staff 
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TOTAL:  1 hour and 10 
minutes 

 

Note: Standard processing time. Processing time for business registrations should not exceed: 
a) One (1) day to two (2) days for new business applications 
b) One (1) day for business permit renewals 

 

 

 

2. Issuance of Certification for Retirement of Business 

Retirement of Business is required if the business stopped its business operation. Penalties and fees will not be 
incurred if the retirement of business is acted upon the retirement of business operation. 

Office or Division: MO – Business Permit and Licensing Section 

Classification: Simple 

Type of Transaction: G2B – Government to Business 

Who may avail: Business holders whose business has stopped its operation 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Barangay Certification (1 original Copy, 1 

photocopy) 
2. Latest Business permit (original copy)  
3. Business plate (original) 
4. Original receipt 

 
- Barangay Hall (where business is located) 
- Owner 
- Owner 
- Municipal Treasurer’s Office (MTO) 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 
1. Present documents at the 
MTO  

1.1. Receive and 
check and verify the 
requirements 
presented. Also 
check if account is 
fully paid/ settled  

(Business tax, amount 
of which depends on 
when the business 

operation was actually 
terminated) 

20 mins Revenue Collection 
Clerks 

2. Proceed to the BPLO  2.1.  Check the 
termination/retirement 
of business 
application form, 
official receipt and 
business plate 
 
2.2. Print certification 
for the retirement of 
business 
 
2.3. Approval of the 
Municipal Mayor 

 
 
 
 
 
 
 

Php40.00 doc. stamp 

20 mins Licensing office/ 
detailed staff 

TOTAL:  40 mins  
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3. Issuance of Permit to Operate a Motorized Tricycle 

Permit to Operate a Motorized Tricycle is issued to operators with Motorized Tricycle Operator’s Permit (MTOP) issued 
by the Sangguniang Bayan (SB) 

Office or Division: MO – Business Permit and Licensing Section 

Classification: Simple 

Type of Transaction: G2B – Government to Citizen 

Who may avail: All Motorized Tricycle operator 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. MTOP  
2. Official Receipt (OR) 

- Sangguniang Bayan 
- Municipal Treasurer’s Office 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 
1. Present MTOP and OR 1. 1. Receive, check 

and verify the MTOP 
and OR  

None 10 mins Licensing office/ 
detailed staff 

 1.2. Print Permit to 
Operate a Motorized 
Tricycle 
 

Php40.00 doc. stamp 20 mins Licensing office/ 
detailed staff 

TOTAL:  30 mins  
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Municipal Mayor’s Office (MO)  

 Internal Audit Section (IAS) 
 

 

I. Mandate:  

RA No. 3456 (Internal Auditing Act of 1962), as amended by RA No. 4177, which created and organized an IAS/U in 
all government agencies to help management achieve an efficient and effective fiscal administration and assist in the 
performance of agency affairs and functions and Section 3 (b) of RA No. 7160 (The Local Government Code of 1991), 
which mandated the establishment of an accountable, efficient, and dynamic organizational structure and operating 
mechanisms that will meet the priority needs and service requirement of its communities in every LGU.  

The IAS shall be an integral part of the control system of service organizations.  The scope of internal audit is broad 
and involves all matters relating to operations and management control.  

 

II. Vision:  

Tuba, a God-fearing, peaceful, self-reliant and resilient ethno-community in the cordilleras catering to the needs of its 
constituents and instill public confidence in the LGUs ability to operate effectively by adopting and maintaining internal 
controls that implement the best practices. 

 

III. Mission: 

To effectively provide an independent and objective audit input that is relevant in making a decision to help achieve 
the organization’s outcome to an effective, transparent and participative executive governance. 

 

IV. Service Pledge:  

The MO - IAS, commit to provide an independent and objective evaluation of internal controls systems of the 
Municipality, for effective, efficient, ethical, and economical operation through the conduct of compliance, 
management, and operations audit. Moreover, all applicants or requesting parties who are within the premises of the 
IAS Office prior to the end of official working hours and during lunch break shall be attended to. 

 

 

Citizen’s Charter 
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Internal Services 

 
 1. Compliance Audit  

Compliance audit is the evaluation of the degree of compliance with laws, regulations, managerial policies, and 
operating procedures in the LGU, including compliance with accountability measures, ethical standards, and 
contractual obligations (Internal Audit Manual for Local Government Units). 

Office or Division: MO – Internal Audit Services 

Classification: Highly Complex 

Type of Transaction: G2G - Government to Government 

Who may avail: Executive and Legislative Branch of the Municipal Government of Tuba 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Endorsement Letter/Written Instructions to conduct audit (2 
copies)  
Annual Audit Plan 

Office of the Municipal Mayor 
 
Internal Audit Services Section 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 
1. Submit the 
Endorsement Letter/ 
Instructions to the IAS 
Office.  
 

1) Receive the Endorsement 
Letter/Instructions 

None 3 minutes IAS staff 

Wait for the results of 
audit. 

1. Evaluation of the audit 
request. 
 

None 1.5 hours IAS Staff 

2. Planning and assignment of 
the Project. 

None 5 hours IAS Staff 

3. Conduct of Compliance Audit: 
3.1 Outlining Scope and 
objectives of the audit. 
3.2. Establishing the basis for 
budgeting (time, cost, 
personnel) 
3.3. Identifying the evidence 
required to develop the findings; 
3.4. Determining Audit 
Procedures (nature, extent, and 
timing) 
3.5. Establishing the basis for 
coordinating the staff. 

None 20  days  

IAS Staff 

1.4. Draft, review and approval 
of audit report 

None 1 day  IAS Staff 

Receive audit Report 
1.5. Submit audit report to the 
requesting party and copy 
furnished to the Mayor 

None 5 minutes IAS Staff 

TOTAL:  
21 days, 6 

hours and 38 
minutes 
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2. Management Audit  

Management audit is a separate evaluation of the effectiveness of internal controls adapted in the operating and 
support services units/systems to determine whether they achieve the control objectives over a period of time or as of 
a specific date.  

This includes the determination of the degree of compliance with laws, regulations, managerial policies, accountability 
measures, ethical standards, and contractual obligations covering specific timeframes. It is a review and appraisal of 
the systems and processes, organizational and staffing structures, operations and management practices, records, 
reports, and performance standards of the agencies/units covered (DBM Internal Audit Manual for LGUs 2016). 

Office or Division: MO – Internal Audit Services 

Classification: Highly Complex 

Type of Transaction: G2G - Government to Government 

Who may avail: Executive and Legislative Branch of the Municipal Government of Tuba 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Endorsement Letter/Written Instructions to conduct audit (2 
copies)  
Annual Audit Plan 

Office of the Municipal Mayor 
 
Internal Audit Services Section 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
Endorsement Letter/ 
Instructions to the IAS 
Office.  
 

2) Receive the Endorsement 
Letter/Instructions 

None 3 minutes IAS staff 

Wait for the results of 
audit. 

1. Evaluation of the audit 
request. 
 

None 1.5 hours IAS Staff 

2. Planning and assignment of 
the Project. 

None 5 hours IAS Staff 

3. Conduct of Management 
Audit: 
3.1 Outlining Scope and 
objectives of the audit. 
3.2. Establishing the basis for 
budgeting (time, cost, 
personnel) 
3.3. Identifying the evidence 
required to develop the findings; 
3.4. Determining Audit 
Procedures (nature, extent, and 
timing) 
3.5. Establishing the basis for 
coordinating the staff. 

None 20  days  

IAS Staff 

1.4. Draft, review and approval 
of audit report 

None 1 day  
IAS Staff 

Receive audit Report 
1.5. Submit audit report to the 
requesting party and copy 
furnished to the Mayor 

None 5 minutes IAS Staff 

TOTAL:  
21 days, 6 

hours and 38 
minutes 
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3. Operations Audit  

Operations audit is a separate evaluation of the outcome, output, process, and input to determine whether government 
operations, programs, and projects are effective, efficient, ethical and economical, including compliance with laws, 
regulations, managerial policies, accountability measures, and contractual obligations. Operations audit of 
organizations, programs, and projects involves an evaluation of whether or not performance targets and expected 
results were achieved (1.9.3 Operations Audit, DBM Internal Audit Manual for LGUs (2016), p. 10). 

Office or Division: MO – Internal Audit Services 

Classification: Highly Complex 

Type of Transaction: G2G - Government to Government 

Who may avail: Executive and Legislative Branch of the Municipal Government of Tuba 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Endorsement Letter/Written Instructions to conduct audit (2 
copies)  
Annual Audit Plan 

Office of the Municipal Mayor 
 
Internal Audit Services Section 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 
1. Submit the 
Endorsement Letter/ 
Instructions to the IAS 
Office.  
 

3) Receive the Endorsement 
Letter/Instructions 

None 3 minutes IAS staff 

Wait for the results of 
audit. 

1. Evaluation of the audit 
request. 
 

None 1.5 hours IAS Staff 

2. Planning and assignment of 
the Project. 

None 5 hours IAS Staff 

3. Conduct of Operations Audit: 
3.1 Outlining Scope and 
objectives of the audit. 
3.2. Establishing the basis for 
budgeting (time, cost, 
personnel) 
3.3. Identifying the evidence 
required to develop the findings; 
3.4. Determining Audit 
Procedures (nature, extent, and 
timing) 
3.5. Establishing the basis for 
coordinating the staff. 

None 20  days  

IAS Staff 

1.4. Draft, review and approval 
of audit report 

None 1 day  IAS Staff 

Receive audit Report 
1.5. Submit audit report to the 
requesting party and copy 
furnished to the Mayor 

None 5 minutes IAS Staff 

TOTAL:  
21 days, 6 

hours and 38 
minutes 
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Municipal Mayor’s Office (MO) - 

Veterinary Division 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Citizen’s Charter 
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External Services 

 
1. Animal Treatment/ Vaccination/Deworming 
Animal raisers and dog owners can avail the services depending on the needs of their animal.      Treatment refers to 
management to combat animal disease or disorder, vaccination signifies animal disease prevention and deworming 
denotes management of internal parasites. Dogs are required to be vaccinated against rabies pursuant to RA 9482 
or the Anti-Rabies Act of 2007 and Municipal Ordinance No.08-2003. 

 
Office or Division: VETERINARY SECTION 

Classification: Simple 

Type of Transaction: G2G – Government to Citizen 

Who may avail: All resident animal raisers and dog owners in the municipality. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Only healthy animals are to be vaccinated  
2. Dog vaccination card/record (original) 
3. Only 3 months old dog and above could be 
    Vaccinated  
4. Animal treatment consultation. 

Veterinary Section 

CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

TREATMENT 
1. Submit request for off-site 
treatment  

1.1. Receive request 
 

None 2 minutes Veterinary Section Staff 

1.2. Interview client/ owner 
1.3. Set the date for site visit 
 

None 3 minutes 

Veterinary Section staff 

2. Wait for the scheduled 
date of visit 

2. Conduct site treatment 
 None 

 
1 day 
 

3. Receive prescription 
issued 

3 Issued prescription and 
provide available medicine 

None 2 minutes 

  
 

  

TOTAL: None 
1 day and 7 
minutes 

 

 
 

1.1 Walk-In Anti-Rabies Vaccination (Dog) 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.  Register at logbook and fill 
up request slip 

1.1  Receive request slip 
1.2  Interview client 

None 2 minutes 
 

Veterinary Section staff 

2. Bring the dog at the office 
and dog record if available 

2.0 Examine dog health 
condition 
2.1 Administer vaccination to 
healthy dogs ages 3 months 
onwards 

None 5 minutes Veterinary Section staff 

TOTAL: None 10 minutes  
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1.2 Mass Anti Rabies Vaccination/Deworming 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Register at logbook and fill 
up request slip 
 

1.1 Receive request slip None 
2 minutes 
 

Veterinary Section staff 

1.2 Interview client 
 None 3 minutes 

Veterinary Section staff 
2. Wait for the scheduled 
dates 

2.1 Set schedule of 
vaccination/deworming 
2.2 Conduct the requested 
activity. 

None 1 Day 

TOTAL: None 1 Day and 5 
minutes 

 

 

 

2. Issuance of Animal Health Certificate for Livestock and Vaccination Certificate for Dogs, 
Poultry and Game Fowls 

All shipment of livestock are required to furnish Animal Health Certificate and certificate of vaccination for dogs, poultry 
and game fowl in order to acquire veterinary health certificate from the Office of the Provincial Veterinarian and for the 
issuance of shipping permit for the local transport of live animals. 

Office or Division: VETERINARY SECTION 
Classification: Simple 
Type of Transaction: G2C – Government to Citizen 
Who may avail: Livestock/poultry raisers and dog owners in the municipality. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Livestock/Poultry/Game Fowl vaccination record 
2. Dog vaccination record 
 

Veterinary Section 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Register at logbook and fill 
up request slip 

1. Receive request slip and 
interview client 

None 3 minutes Veterinary Section Staff 

 2.0 Interview the shipper 
   and inquire necessary 
   information to fill-up  
   the certificate. 
2.1 Field visit for 
     inspection 

None 4 hours (time 
depending on the 
location) 

Veterinary Section staff 
3. Wait for the  
    processing 

3.0 Prepare animal health 
certificate, and instruct client 
for payment of certification fee 
to MTO 
3.1 Refer to Veterinary Section 
head for approval 

Php 50.00- 
Certificatio
n fee 

15 minutes 

4. Receive Animal Health 
Certificate  

4. Release of Animal Health 
Certificate 

None 2 minutes 

TOTAL:  P50.00 
only 

4 hours and 20 
minutes 

 

 



 
 
 
 

56 
 

CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

2.1 Dog Vaccination Certificate 
1. Register at logbook and 
inquire the services needed 

1. Interview client’s purpose 
then refer to person in 
charge 

None 2 minutes Veterinary Section Staff/ 
PACD 

2. Approach the Veterinary 
Section staff 

2.0 Interview the shipper and 
check name from the dog 
anti-rabies vaccination 
record if listed, 
2.1 If listed, then process 
certification, 
2.3 If none, then advice for 
dog vaccination (can only 
travel 2 weeks after 
vaccination) 

None 10 minutes Veterinary Section staff 
 
 
 
 
 
 
 
 
 
 3. Wait for the  

    processing 
3.0 Prepare animal health 
certificate, and instruct client 
for payment of certification fee 
to MTO 
3.1 Refer to Veterinary Section 
head for approval 

Php 50.00- 
Certificatio
n fee 

10 minutes 

4. Receive Animal Health 
Certificate  

4. Release of Animal Health 
Certificate 

None 2 minutes 

TOTAL: P50.00 
only 

25 minutes  

 

CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

2.2 Poultry/Game Fowl Vaccination Certificate 
1. Register at logbook and 
inquire the services needed 

1. Interview client’s purpose 
then refer to person in 
charge 

None 2 minutes Veterinary Section Staff/ 
PACD 

2. Approach the Veterinary 
Section staff 

2.1 Interview shipper and 
   examine vaccination 
   record 
2.2 Process certification 

None 5 minutes Veterinary Section staff 
 
 
 
 
 
 
 
 
 
 

3. Wait for the  
    processing 

3.0 Prepare vaccination 
certificate, and instruct client 
for payment of certification fee 
to MTO 
3.1 Refer to Veterinary  
Section head for approval 

Php 55.00- 
Certificatio
n fee 

10 minutes 

4. Receive certificate of 
    vaccination 

4. Release certificate of 
vaccination 

None 2 minutes 

TOTAL:  P55.00 
only 

20 minutes  
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3. Municipal Slaughterhouse Services (Locally Registered Meat Establishment) 
Food animals to be slaughtered and intended to be sold in public within the municipality should undergo ante-mortem 
and post-mortem inspection and shall be done in the slaughterhouse to ensure that the meat being sold to the public 
is safe and free from zoonotic diseases and contamination. 
 

Office or Division: VETERINARY SECTION  
Classification: Simple 
Type of Transaction: G2G – Government to Citizen 
Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Veterinary  Health Certificate (1 original copy) Point of Origin/ Veterinary Office 
2. Shipping Permit (1 original copy) 
3. Certificate of Free Status on ASF ( if swine), (1 original 
copy) 
4. ASF Weekly Negative Diseases Monitoring 
   Certification (if swine) (1 original copy) 
5. Barangay Certification Point of Origin/ Barangay Hall 
6. Certificate of Ownership and Certificate of 
    Transfer for large animals (Cattle/Carabao) (1 original copy 
each) 
  

Point of Origin/ Mun.Treasury Office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE PAID 

PROCESSING 
TIME 

PERSON 
RESPON-
SIBLE 

1. Present the required  
documents to the Meat 
Inspector prior to storing of 
animals in the holding pen. 

1. Meat Inspector shall 
evaluate the documents 
presented and if found 
complete, the animal/s can 
then be placed in the holding 
pen. 

None 5 minutes Meat Inspector 

2. Store the animal/s in the 
holding pen for at least 8 
hours and wait for the 
approval of the meat 
inspector for slaughtering. 
 
 
 

2. Meat Inspector shall 
perform ante-mortem 
inspection.  If found healthy 
after the lapse of 8 hours, Meat 
Inspector shall recommend for 
the slaughtering process to 
proceed. 

Refer to the table of 
fees below 

1 day and 5 
minutes 

3. Wait  
 

 3. Accredited butcher shall 
proceed the slaughtering 
process. Meat Inspector 
shall observe the whole 
procedure and perform post-
mortem inspection.  If found 
safe and fit for public 
consumption, meat branding 
and weighing of carcass 
follows. 

 
 Refer to the table 
of fees below 

45 minutes 

4. Pay fees and receive 
    OR 

4. Issue OR to client and 
receive payment 

 3 minutes Municipal 
Treasury Office 

5. Ask Meat Inspection  
    Certificate and 
   present the OR of 
   payment. 

5. Issue Meat Inspection 
Certificate and check OR of 
payment before dispatch 

None 2 minutes Meat Inspector 

TOTAL: 
Depends on  kind 
of animal  
slaughtered 

1 day and 1 hour 
 



 
 
 
 

58 
 

 

 

 

Fees to be Paid 
Particular Corral Fee Ante-

mortem 
Fee 

Permit Fee 
to 

slaughter 

Slaughter 
fee 

Post-
mortem fee 

Total 

Large cattle P20.00/hd P15.00/hd P35.00/hd P30.00/hd 
 

     P1.10/kg Depending on 
the no. of 
heads and kg 

Hog P11.00/hd P15.00/hd P25.00/hd P25.00/hd 
 

     P1.10/kg 
 

Depending on 
the no. of 
heads and kg 

Goat/Sheep P11.00/hd P5.00/hd P20.00/hd P20.00/hd 
 

     P0.55/kg 
 

Depending on 
the no. of 
heads and kg 

All others  P5.00/hd P20.00/hd P20.00/hd 
 

     P0.55/kg 
 

Depending on 
the no. of 
heads and kg 
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Municipal Mayor’s Office  

Community Affairs Division 

(MO-CAA) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Citizen’s Charter 
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Internal Services 
 

1. Events/Activities Coordination & Assistance  

Provides assistance in the implementation of duly approved programs/projects/activities of the Municipality. 

Office or Division: Mayor’s Office-Community Affairs Division 

Classification: G2G-Government to Government, G2C-Government to Citizen 

Type of Transaction: Simple 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Approved programs/projects (1 original copy) Provided by the requesting party 

  

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit the required 
documents duly approved 
by the Mayor or the  
requesting party 

1.1 Receive the   
document. 
 
1.2 Evaluate the 
proposal 

None 
1 minute 

 
1 hour 

CAA II 

2. Wait for the needed 
documents to be prepared 
and processed  

2.1 Prepare the 
necessary documents 
needed in the activity 
for signing and 
approval by the 
requesting party 
 
2.2 Submit the 
documents to the  
concerned offices for 
processing. 
 
2.3. Inform the 
concerned party on 
the status of the 
needed documents 

None 

4 hours 
 
 
 

 
 

10 minutes 
 
 
 

5 minutes 
 

CAA II 

TOTAL:  
4 hours, 46 

minutes  
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2. Preparation and Issuance of Minutes of Meeting  

Secretariat services to committees/special bodies assigned by the Mayor. 

Office or Division: Community Affairs Section 

Classification: G2G-Government to Government 

Type of Transaction: Simple 

Who may avail: Committees/ Special bodies of the municipality  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Notice of meeting (1 copy original/photocopy) 
 

Provided by the requesting party 

  

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Furnish the approved 
notice of meeting  

1.1 Receives notice. 
 
1.2 Prepare the 
needed documents, 
materials 

None  

1 minute 
 
 

1 hour 

CAA II 

2. Conduct of meeting 2. Take down 
minutes of meeting 

None 4 hours CAA II 

3.1 Wait for the output of the 
meeting to be prepared. 
3.2 Receives the drafted 
minutes. 

3. Prepare and 
submits the draft of 
the minutes for 
review  by the 
Chairman of the 
Committee 

None 2 days CAA II 

4. Return the minutes to the 
secretariat for finalization 

4. Finalize the 
minutes as corrected 
for signing by the 
requesting party  

None 1 hour CAA II 

5.1 Signs the minutes of 
meeting 
 
5.2 Receive copy of the 
approved minutes 

5.1 Forward the 
minutes to the 
committee for signing 
5.2 Issue copies of 
the approved minutes 

   

TOTAL:  
2 days, 6 
hours, & 1 

minute 
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Municipal Mayor’s Office 

Information Technology Division 

(MO-IT) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Citizen’s Charter 
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Internal Services 
 

1. In-house Systems Application Development to Offices 

Develop In-House application systems to improve office operations. 

Office or Division: Information Technology Section 

Classification: Highly Technical 

Type of Transaction: G2G – Government to Government 

Who may avail: Municipal Employees / Offices 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Letter Request noted by the Municipal Mayor (1 
original copy) 

Requesting party 

  

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 
1. Provide letter request  
    noted by the Municipal  
    Mayor 

1.1 Receive letter    
      request 

None 5 minutes IT Staff 

  
1.2 Conduct initial   
      assessment on  
      the request 

None 3 days 
Computer 

Programmer 

  
1.3. Schedule the job  
       request None 1 day 

Computer 
Programmer 

2. Coordinate and submit 
required documents 

2.1 Conduct interview   
      and data   
      gathering 

None 
Dependent on 

the system 
scope 

Computer 
Programmer 

  

2.2 Development,   
      testing and  
      deployment of the  
      system. 

None 
Dependent on 

the system 
scope 

Computer 
Programmer 

 3. Attend user’s training 
3.1 Conduct user’s  
       training 

None 1 day 
Computer 

Programmer 

TOTAL: None 
Dependent on 

the system 
scope 
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2. Maintenance of Government Servers, PABX, CCTV System, Access Points and Other 
Networking Equipment 

Conduct maintenance, installation, configuration and testing of government owned servers, PABX, CCTV system, 
access points and other networking equipment not to hamper the use of computerized and communication systems. 

Office or Division: Information Technology Section 

Classification: Highly Technical 

Type of Transaction: G2G – Government to Government 

Who may avail: Municipal Employees / Offices 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request Slip (1 original copy) MO-IT 

  

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Informs MO-IT for  
    technical assistance  
    request 

1.1 Receive technical  
    assistance request 

None 5 minutes IT Staff 

  
1.2 Assess 
concern(s) and queue 
needed tasks to do 

None 1 day IT Staff 

  

1.3. Process request 
and inform client of  
results or further  
advise 

None 10 days IT Staff 

TOTAL: None 11 days  

 

 

 

3. Repair of Government Owned Computers, Printers and/or ICT Equipment 

Conduct repair and maintenance to government owned computers, printers and/or ICT equipment. 

Office or Division: Information Technology Section 

Classification: Highly Technical 

Type of Transaction: G2G – Government to Government 

Who may avail: Municipal Employees / Offices 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Request slip (1 copy original) MO-IT 

  

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Informs MO-IT for  
    technical assistance   
    request 

1.1 Receive technical  
    assistance request  None 5 minutes IT Staff 

  
1.2. Assess 
concern(s)  None 30 minutes IT Staff 
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    and queue needed  
    tasks to do 

  

1.3. Process request  
   and inform client of  
   results or further  
   advise 

None 5 days IT Staff 

TOTAL: None 5 days  

 

 

 

4. IT Technical Support to LGU Systems, Employees and Clients  

Provide IT technical support or assistance to LGU systems, employees and clients. 

Office or Division: Information Technology Section 

Classification: Highly Technical 

Type of Transaction: 
G2G – Government to Government 
G2C – Government to Citizen 

Who may avail: Municipal Employees and Clients 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request Slip (1 original copy) MO-IT 

  

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 
1. Informs MO-IT for  
    technical assistance  
    request 

1.1 Receive technical  
    assistance request None 5 minutes IT Staff 

  

1.2. Assess 
concern(s)  
   and queue needed  
   tasks to do 

None 10 minutes IT Staff 

  

1.3. Process request  
   and inform client of  
   results or further  
   advise 

None 5 days IT Staff 

TOTAL: None 5 days  

 

 

 

5. Evaluation of Government Owned Computers and/or ICT Equipment 

Check and inspect newly purchased computers, printers, scanners and/or ICT equipment. 

Office or Division: Information Technology Section 

Classification: Complex 

Type of Transaction: G2G – Government to Government 

Who may avail: Municipal Employees 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Approved Purchase Request (1 original copy) Supply Office 
2. Inspection and Acceptance Report (1 original 
copy) 

Supply Office 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit the Approved  
    Purchase Request and  
    Inspection and  
    Acceptance Report 

1.1 Receive the  
    approved purchase  
    request and  
    inspection and  
    acceptance report 

None 1 minute IT Staff 

 

1.2. Check and 
inspect  
    quantity and  
    specifications of  
    the ICT equipment 

None 20 minutes IT Staff 

 

1.3. Install or 
configure  
    ICT equipment if  
    needed 

None 35 minutes IT Staff 

 

1.4. Sign inspection  
    and acceptance  
    report or inform  
    Supply Office for  
    further advice. 

None 4 minutes IT Staff 

TOTAL: None 60 minutes  

 

 

6. Uploading of Full Disclosure Policy Documents at the DILG FDP Portal 

The FDP Portal enables the public to view, download, and print LGU financial documents to allow their constituents to 
understand how their local government’s budget and spend for public services. Uploading of FDP documents are done 
annually and quarterly. 

Office or Division: Information Technology Section 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: Municipal Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Annual Budget Budget Office 
2. Annual Statement of Indebtedness, payments 

and Balances 
Treasury Office 

3. Statement of Receipts and Expenditures Treasury Office 
4. Annual Procurement Plan and Procurement 

List 
Bids and Awards Committee 

5. Gender and Development Accomplishment 
Report 

GAD Focal Person 

6. Supplemental Procurement Plan Bids and Awards Committee 

7. Trust Fund Utilization Accounting Office 
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8. Quarterly Statement of Cash Flow Accounting Office 

9. Special Education Fund Utilization Accounting Office 

10. Unliquidated Cash Advances Accounting Office 

11. LDRRM Fund Utilization Accounting Office 

12. Manpower Complement Accounting Office / Human Resource Section 
13. Bid Results on Civil Works, Goods and 

Services and Consulting Services 
Bids and Awards Committee 

14. Utilization of the 20% Component of IRA Budget Office 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 
1. Submit the approved 
softcopy in excel format the 
FDP documents 

1.1 Receive the 
approved softcopy of 
the FDP documents 

None 1 minute IT Staff 

 
1.2 Check and apply 
proper format before 
uploading 

None 20 minutes IT Staff 

 
1.3 Upload FDP 
documents at FDP 
portal 

None 5 minutes IT Staff 

 
1.4 Check FDP portal if 
file was successfully 
uploaded 

None 4 minutes IT Staff 

TOTAL: None 30 minutes  

 

 

7. Pre-Repair Inspection Report for ICT Equipment 

Check and inspect equipment and fill up the pre-repair inspection report findings for ICT equipment. 

Office or Division: Information Technology Section 

Classification: Highly Technical 

Type of Transaction: G2G – Government to Government 

Who may avail: Municipal Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Pre-repair Inspection Report Supply Office 

  

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit approved pre-
repair inspection form 

1. 1Receive the 
approved pre-repair 
inspection form 

None 1 minute IT Staff 

 
1.2. Check, inspect 
and test equipment None 40 minutes IT Staff 

 1.3. Fill up the pre-
repair findings 

None 4 minutes IT Staff 

 
1.4. Inform requesting 
employee 

None 5 minutes IT Staff 

TOTAL: None 50 minutes  



 
 
 
 

68 
 

 

 

 

 

 

Municipal Mayor’s Office 

Tourism Operation Section 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Citizen’s Charter 
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External Services 
 

1.  Submission of Tourist Arrival Report  

The Municipal Tourism Section is mandated to collect statistical data from the different tourism enterprises for the 
determination of the tourism arrivals.  

Office or Division: MUNICIPAL TOURISM SECTION 

Classification: Simple 

Type of Transaction: G2G– Government to Government 

Who may avail: Provincial Tourism Office and Department of Tourism- Regional Office 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Notice of Submission (if there is)/ Communication Letter N/A 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSIN

G TIME 
PERSON 

RESPONSIBLE 
1. Forward Notice of 
Submission (if there is)/ 
Communication Letter 

1.1 Receive the Notice of 
Submission (if there is)/ 
Communication Letter 

None 8 hours 

 
MO- 

Tourism 
Operations 
Officer; MO- 
Administrati
ve Officer 

1.2 Forward the Notice of 
Submission (if there is)/ 
Communication Letter to the 
MO- Tourism Section 

3. Prepare the Report 
2. Receive the Report  2.1. Issue/ Serve the Report 

None 8 hours 

MO- 
Tourism 

Operations 
Officer 

2.2 File the receiving copy 
2.3 Serve the MO a copy of 
the receiving copy 

TOTAL: None 16 hours   
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2.  Issuance of Data to the Clients 

The section issues tourism- related data to the clients, individuals (students; researchers) and private entities (research 
groups/ companies; consultancy firms; etc.), for research, studies, academic, business and other purposes. 

Office or Division: MUNICIPAL TOURISM SECTION 

Classification: Simple 

Type of Transaction: G2C – Government to Client 

Who may avail: 
Clients: individuals (students; researchers) and private entities (research groups/ 
companies; consultancy firms; etc.) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Request letter N/A 

2. Official Receipt for Photocopy Fee/ Certificate of True 
Photocopy 

Municipal Treasury Office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit the request letter 
to the Mayor’s Office 

1.1 Receive the request letter  

None 1 hour 
MO- Administrative 

Officer 
1.2 Review the request letter 
1.3 Note if data can be 
provided 

2. Follow-up at the Municipal 
Tourism Section 

2.1 Prepare the data 
requested None 2 hours 

MO- Tourism 
Operations Officer; 

MO- Records Officer 2.2 Prepare Reply Letter 

3. Pay fee (photocopy fee/ 
certificate of true photocopy) 3. Issue Official Receipt 

Php5.00- 
photocopy per 

page; 
Php55.00- 

certificate of 
true photocopy 

5 minutes 
Revenue Collection 

Clerks 

4. Present the OR to the 
MTOO 

4. Photocopy the OR and 
attach to the receiving copy of 
the Reply Letter 

None  5 minutes 
MO- Tourism 

Operations Officer 

5. Receive the copy of data 
requested 

5.1 Issue the data requested 
(print or soft) 

None  10 minutes  MO- Tourism 
Operations Officer 

5.2 File the receiving copy 

5.3 Serve the MO a copy of 
the receiving copy 

TOTAL:  
3 hours & 30 

minutes 
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3.  Issuance of Data to the Local Offices/ NGAs 

The section issues tourism- related data to the other local government offices and national government agencies, 
mainly for planning and other reference purposes. 

Office or Division: MUNICIPAL TOURISM SECTION 
Classification: Simple 
Type of Transaction: G2G – Government to Government 
Who may avail: Local government offices and national government agencies 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Request Letter N/A 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the request letter 
to the Mayor’s Office 

1.1 Receive the request letter  

None 1 hour MO- Administrative 
Officer 

1.2 Review the request letter 
1.3 Note if data can be 
provided 

2. Follow-up at the Municipal 
Tourism Section 

2.1 Prepare the data 
requested 

None 
2 hours 

MO- Tourism 
Operations Officer; 
MO- Administrative 

Officer 
2.2 Prepare Reply Letter None 

3. Receive the copy of data 
requested 

3.1 Issue the data requested 
(print or soft) None 

10 minutes 
MO- Tourism 

Operations Officer 
3.2 File the receiving copy None 

3.3 Serve the MO a copy of 
the receiving copy None 

TOTAL:  3 hour & 10 
minutes 
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4.   Response to Invitational Convention/Summit/Celebrations and Capability Building 
Activities 

MO- Tourism Section responds to all invitational convention/summit and others upon request of the clients. 

Office or Division: MUNICIPAL TOURISM SECTION 

Classification: Complex 

Type of Transaction: G2C – Government to Clients; G2G- Government to Governments 

Who may avail: 
Tourism- related groups (farm tourism owners, tour guides, transportation groups, 
tourism enterprises owners, culture and arts groups, etc.); Barangay Local Government 
Units 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Invitation Letter Requesting Client 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1.  Forward Invitation/ 
request Letter (contact 
number to indicate for 
proper communication) 

1.1  Receive the Invitation 
Letter 

None 1 day 
 

MO- Administrative 
Officer 

1.2 Review the request letter 
1.3 Note if activity can be 
attended to 

2.  Follow-up the Request 

2.1 Call/ Text the proponent 
for confirmation and 
coordination 

None 1 day 
MO- Tourism 

Operations Officer 
2.2 Prepare for services to be 
provided 

2.3 Forward confirmation/ 
reply letter 

3.  Receive confirmation/ 
reply letter  

3.1 File the receiving copy 
None 30 minutes MO- Tourism 

Operations Officer 3.2 Serve the MO a copy of 
the receiving copy 

TOTAL:  2 days & 30 
minutes 
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Municipal Mayor’s Office (MO) -  

Municipal Disaster Risk Reduction and Management Section 

(MDRRM) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Citizen’s Charter 
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External 

 
1. Response to Emergency Incidents 

The immediate action of MDRRM Operation Center 24/7 Operation in response to all types of 
emergencies. 

Office or Division: Disaster Risk Reduction and Management Office 

Classification: Simple 

Type of Transaction: Government to Citizen, Government to Business, Government to Government 

Who may avail: All 

CHECKLIST OF REQUIREMENTS Where to secure 

None  

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING TIME PERSON 
RESPONSIBLE 

1. Call MDRRMO and 
inform them about 
the emergency incident 
(Fire incident, VTA, 
drowning incident, road 
clearing operation and 
others) 
 
 
 

1.1 Receive call, 
indicating complete 
detail including name, 
age, address, type of 
incident or case 
 
1.2 Coordinate with 
BFP and PNP 
 

None 
 
 
 
 

 
 

None 
 
 

2 Minutes 
 
 
 
 
 

 
 

5 Minutes 
 

LDRRMO III 
LDRRMO II 
LDRRMA 

Job Orders (4) 
Administrative Aide III 

Job Orders (3) 
Driver I/AA III 

 
2. Answer return call 

 
2.1 Return call for 
validation/ further 
information about the 
incident 

 
 

None 
 
 
 

 
 
 

3 Minutes 
 
 

LDRRMO III 
LDRRMO II 
LDRRMA 

Job Orders (4) 
Administrative Aide III 

Job Orders (3) 
Driver I/AA III 

3. Wait for the action of 
the Response Team 

3.1 Prepare logistic  
 
3.2 Deployment of 
Response Team 
 
3.3 Travel time 

 
 
 

3.4 Conduct 
Emergency 
Response in the site 
of incident 

 
 
 

 

None 
 

None 
 
 

None 
 
 
 

None 
 
 
 
 
 
 
 
 

5 Minutes 
 

5 Minutes 
 
 

Depends on the 
location of the 

impact site 
 

Depends on the 
location of the 

impact site 
a. VTA- 1 to 4 
patients; 10 Minutes 

 
5 and above 
patients (Mass 
casualty incident); 
30 Minutes 

LDRRMO III 
LDRRMO II 
LDRRMA 

Job Orders (4) 
Administrative Aide III 

Job Orders (3) 
Driver I/AA III 
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 3.5 Accounting of 
logistics 
 
3.6 Back to base/ 
EOC 
 
3.7 Submission of 
report to the 
concerned 
individuals, offices 
and agencies 
 

None 
 
 
 
 
 

b. Fire incident- 
Depends on the 
situation 
c. Drowning incident- 
Depends on the 
location/situation of 
the incident 
d. Road Clearing-
Depends on the 
situation/ status of 
slide 

 
10 Minutes 

 
Depends on the 
location of the 

impact site 
 

1 Day 

LDRRMO III 
LDRRMO II 
LDRRMA 

Job Orders (4) 
Administrative Aide III 

Job Orders (3) 
Driver I/AA III 

Total: None 1 day and 1 Hour/  
depends on the 

location and type of 
incident 

 

 

 

2. Patient Transport (within Tuba) 

The MDRRMO conducts patient Transport within its AOR thru request of its constituents. 

Office or Division: Disaster Risk Reduction and Management Office 

Classification: Simple 

Type of Transaction: Government to Citizen, Government to Business, Government to Government 

Who may avail: All 

CHECKLIST OF REQUIREMENTS Where to secure 

None  

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 
1. Call for E m e r g e n c y  
O p e r a t i o n  C e n t e r   
 
 
 
 
 

 1.1 Receive call, 
indicating complete 
detail including 
name, age, address, 
type of incident or 
case 

 1.2 Coordinate with 
BFP and PNP 

 

None 
 
 
 
 

 
 

4 Minutes 
 
 
 
 
 

 

LDRRMO III 
LDRRMO II 
LDRRMA 

Job Orders (4) 
Administrative Aide III 

Job Orders (3) 
Driver I/AA III 

2. Wait and respond for return 
call 
 

2.1 Verify caller 
 
 

None 
 

 

2 Minutes 
 

 

LDRRMO III 
LDRRMO II 
LDRRMA 

Job Orders (4) 
Administrative Aide III 

Job Orders (3) 
Driver I/AA III 
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3. Wait for the action of the 
responders 
 
 
 
 
 

3.1 Dispatched 
Vehicle and personnel 
for the conduct of 
patient transport 
 
3.2 Travel time from 
location of patient to 
hospital or area of 
destination 
 
3.3 Travel time from 
the patient 
destination to base/ 
EOC 

None 
 
 
 
 
 

None 
 
 
 
 

None 
 
 

5 Minutes 
 
 
 

 
 
Depends on the 
location of the 
patient 

 
 
Depends on the 
destination of the 
patients 

LDRRMO III 
LDRRMO II 
LDRRMA 

Job Orders (4) 
Administrative Aide III 

Job Orders (3) 
Driver I/AA III 

Total: None 11 minutes/ 
depends on 
the patient’s 
destination 

 

 

 

3. Patient Transport (outside Tuba) 

The MDRRMO conducts patient transport outside its AOR thru their request to the LCE. 

Office or Division: Disaster Risk Reduction and Management Office 

Classification: Simple 

Type of Transaction: Government to Citizen, Government to Business, Government to Government 

Who may avail: All 

CHECKLIST OF REQUIREMENTS Where to secure 

Letter Request (2 copies)  

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit letter of request to 
the Mayor’s Office  
 
 
 
 
 
 
 
 
 

 1.1 Receive letter of 
request to be forwarded 
to the LCE/ 
Administrator for 
approval 

  
 1.2 If approved, instruct 

MDRRMO for the 
conduct of patient 
transport 

None 
 
 
 
 

 
None 

 
 
 
 

2 Minutes 
 
 
 
 
 

2 Minutes 
 
 
 
 

Mayor’ Office/ 
Administrator 

 
 
 
 

Mayor’ Office/ 
Administrator 
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2. Wait for the approval of the 
request 
 
 
 
 
 

 2.1 Call the client and 
inform him/ her about 
the approval of his/her 
request and get further 
information needed for 
the conduct of patient 
transport 

  
2.2 Dispatched Vehicle 
and personnel for the 
conduct of patient 
transport 
 
2.3 Travel time from 
EOC to patient’s 
Location going to 
patient’s destination 
 
2.4 Travel time from 
patient’s destination 
back to base/ EOC 
 
 

None 
 
 
 
 
 
 
 
 

None 
 
 
 

 
 

None 
 
 
 
 

None 

 
2 Minutes 

 
 
 
 
 
 
 

5 Minutes 
 

 
 

Depends on the 
location of the 

patient’s 
destination 

 
Depends on the 
location of the 

patient’s 
destination 

LDRRMO III 
LDRRMO II 
LDRRMA 

Job Orders (4) 
Administrative Aide III 

Job Orders (3) 
Driver I/AA III 

Total: None 11 minutes/ 
depends of the 

patient’s 
destination 

 

 

 

4. Cadaver Transport (within Tuba) 

The MDRRMO conducts cadaver transport within Tuba thru their request at the MDRRMO. 

Office or Division: Disaster Risk Reduction and Management Office 

Classification: Simple 

Type of Transaction: Government to Citizen, Government to Business, Government to Government 

Who may avail: All 

CHECKLIST OF REQUIREMENTS Where to secure 

None  

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 
1. Call MDRRMO Office 
and inform about their 
request 
 
 
 
 
 
 

1.1 Receive call, 
indicating complete 
detail including name, 
age and destination of 
the cadaver 
 
1.2 Coordinate with the 
MDM Team 

 

None 
 
 
 
 

 
None 

 
 

2 Minutes 
 
 
 
 
 

2 Minutes 
 

 

Jonathan N. Labotan 
LDRRMO III 

 
Wilhelm M. Abance 

LDRRMO II 
 

Devy A. Cornel 
LDRRMA 

 



 
 
 
 

78 
 

 
2. Wait and respond for return 
call 
 
 
 
 
 

2.1 Inform LCE/ 
Administrator about the 
request for approval 
2.2 If approved, Call the 
client and inform him/ 
her about the approval of 
his/her request 
 

None 
 
 

None 
 
 

 
 

2 Minutes 
 
 

5 Minutes 
 
 
 

 

Job Orders (4) 
Administrative Aide III 

 
Job Orders (3) 
Driver I/AA III 

 
3. Wait for the action of the 
responders 
 
 
 
 
 

 
3.1 Dispatched Vehicle 
and personnel for the 
conduct of cadaver 
transport 
 
3.2 Travel time from 
location of cadaver to 
residence or area of 
destination 
 
3.3 Travel time from the 
cadaver’s destination to 
base/ EOC 

 
None 

 
 
 
 

None 
 
 
 
 

None 
 

 

 
Depends on the 
location of the 
cadaver 

 
 
Depends on the 
destination of the 
cadaver 
 
 
Depends on the 
destination of the 
cadaver 

 

Total: None 11 minutes/ 
depends of the 

cadaver’s 
destination 

 

 

 

5. Cadaver Transport (Outside Tuba) 

The MDRRMO conducts cadaver transport outside Tuba thru clients request to the LCE. 

Office or Division: Disaster Risk Reduction and Management Office 

Classification: Simple 

Type of Transaction: Government to Citizen, Government to Business, Government to Government 

Who may avail: All 

CHECKLIST OF REQUIREMENTS Where to secure 

Request letter (2 Copies)  

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit letter of request to 
the Mayor’s Office  
 
 
 
 
 
 
 
 
 

1.1 Receive letter of 
request to be forwarded 
to the LCE/ 
Administrator for 
approval 
 
1.2 If approved, instruct 
MDRRMO for the 
conduct of Cadaver 
transport 

 

None 
 
 
 
 

 
None 

 
 
 
 

2 Minutes 
 
 
 
 
 

2 Minutes 
 
 
 

 

Mayor’ Office/ 
Administrator 

 
 
 

Mayor’ Office/ 
Administrator 

 
 

 
Jonathan N. Labotan 
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2. Wait for the approval of the 
request 
 
 
 
 
 

2.1 Call the client and 
inform him/ her about 
the approval of his/her 
request and get further 
information needed for 
the conduct of cadaver 
transport 
 

2.2 Dispatched Vehicle 
and personnel for the 
conduct of cadaver 
transport 
 
2.3 Travel time from 
EOC to patient’s 
Location going to 
cadaver’s destination 
 
2.4 Travel time from 
cadaver’s destination 
back to base/ EOC 

None 
 
 
 
 
 
 
 

None 
 
 
 

 
None 

 
 
 
 

None 

2 Minutes 
 
 
 
 
 
 
 

5 Minutes 
 

 
 
 

Depends on the 
location of the 

cadaver’s 
destination 

 
Depends on the 
location of the 
cadaver’s 
destination 

LDRRMO III 
 

Wilhelm M. Abance 
LDRRMO II 

 
Devy A. Cornel 

LDRRMA 
 

Job Orders (4) 
Administrative Aide III 

 
Job Orders (3) 
Driver I/AA III 

Total: None 11 minutes/ 
depends  of the 

cadaver’s 
destination 

 

 

6. Issuance of Certifications 

The service provided to clients who seek for hazard certification, risk certification, incident certification and other 
certifications related to claims affected by any form of disaster. 

Office or Division: Disaster Risk Reduction and Management Office 
Classification: Simple 

Type of Transaction: Government to Citizen, Government to Business, Government to Government 
Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Barangay Clearance (1original copy) 
2. Narrative report with documentation (1 original 
copy) 

 Barangay Concerned 
 BFP-Tuba/Office concerned 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 
1. Sign log -in log Book at 
MDRRMO 

1.1 Give Logbook to     
Client 

None 1 Minute LDRRMO III 
LDRRMO II 
LDRRMA 

2. Client to issuing in 
charge In-Charge 
3. Claim certification 

2.1 Entertain 
Client for 
certification 
preparation 
2.2 Photo copy 
the documents 
for record. 

None 
 
 
 
 

None 
 

5 minutes LDRRMO III 
LDRRMO II 
LDRRMA 

3. Claim certification Preparation of 
certification, dry seal 
and release to Client 

None 10 minutes LDRRMO III 
LDRRMO II 
LDRRMA 

Total:  
None 

16 minutes  
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7. Disaster Risk Reduction and Management Training and Information Education Campaign 
Provide trainings to the most vulnerable sectors to promote and raise public awareness to identify, assess and manage 
hazards that may occur in their respective area in line with Section 2(a) of RA 10121, otherwise known as the 
Philippines Disaster Risk Reduction and Management Act of 2019. 
 

Office or Division: Disaster Risk Reduction and Management Office 

Classification: Simple 
Type of Transaction: Government to Citizen, Government to Business, Government to Government 
Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Written request duly received by the Municipal mayor 
(2 copies) 

To be prepared by client 

Letter of coordination with concerned agencies (2 
copies) 

Municipal Disaster Risk Reduction and Management Office 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON RESPONSIBLE 

1. Submit written request 
duly received by the Office 
of the Municipal Mayor 
 
 
 
 
 
 

1.1 Receive letter of 
request and forward 
to LCE/ administrator 
for review and 
approval 
 
1.2 If approved, 
forward the letter of 
request to MDRRM 
Office with instruction 
to conduct such 
trainings/ IEC 

None 
 
 
 
 
 
 

None 
 
 
 

5 Minute 
 
 
 
 
 
 

5 Minutes 
 
 
 

Mayor’s Office 
 
 
 
 
 

Mayor’s Office 
 
 

2. Wait for the action of the 
MDRRM Office 
 
 
 
 
 
 
 
 
 
 
 
 

2.1 Call the client and 
inform him/her about 
the approval of 
his/her request and 
ask for further details 
about his/her request 
 
2.2 Prepare logistics 
and personnel and 
coordinate with 
individuals/ agencies 
for provision of 
resource 
person/trainors thru 
letter 
  
2.3 Finalizes 
schedules and inform 
requesting client for 
further updates thru 
phone 

None 
 
 
 
 
 
 

None 
 
 
 
 
 
 

5 Minutes 
 
 
 
 
 
 

1 Day 
 
 
 
 
 
 

LDRRMO III 
 

LDRRMO II 
 

LDRRMA 
 

Job Orders (4) 
Administrative Aide III 

 

3. attend the training 3.1  Conduct training None 1 Day  
Total: None 2 days and 15 

minutes/ depends 
on the location 

and kind of 
training/IEC 

 



 
 
 
 

81 
 

8. Lending of Rescue Supplies, Tools and Equipment 

Provide necessary disaster response and rescue supplies/ tools and equipment during conduct of trainings 
coordinated with the office and during calamities/ emergencies. 

 

Office or Division: Disaster Risk Reduction and Management Office 

Classification: Simple 

Type of Transaction: Government to Citizen, Government to Business, Government to Government 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Written request duly received by the Municipal mayor 
(2 copies) 

To be prepared by client 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME PERSON RESPONSIBLE 

1. Submits written request 
duly received by the Office 
of the Municipal Mayor 

1.1 Receives the 
written request and 
forward to LCE/ 
Administrator for 
approval 
1.2 If approved, 
forward the letter of 
request to MDRRM 
Office with 
instruction to lend 
equipment, tools, 
etc. 
 

None 
 
 
 
 

None 

2 Minutes 
 
 
 
 

5 Minutes 

Mayors’ Office 
 
 
 
 
Mayors’ Office 
 

2. Registers in the logbook 2.1 Assists the client 
in registering in the 
logbook 
2.2 Evaluates request 
2.3 Determines the 
availability of 
supplies, tools and 
equipment 

None 20 Minutes Jonathan N. Labotan 
LDRRMO III 

 
Wilhelm M. Abance 

LDRRMO II 
 

Devy A. Cornel 
LDRRMA 

 
Job Orders (4) 

Administrative Aide III 
3. Submit any Government 
Issued ID 

3.1 List/records 
requested/borrowed 
supplies/ tools and 
equipment 

None  Devy A. Cornel 
LDRRMA 

 
Job Orders (4) 

Administrative Aide III 
4. Receives 
requested/borrowed 
supplies, tools and 
equipment. Signs in the 
borrower’s logbook.  

4.1 Issues 
requested/borrowed 
supplies, tools and 
equipment. Let client 
sign in the borrower’s 
logbook 

None 10 Minutes Jonathan N. Labotan 
LDRRMO III 

 
Wilhelm M. Abance 

LDRRMO II 
 

Devy A. Cornel 
LDRRMA 

 
Job Orders (4) 
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Administrative Aide III 

5. Returns borrowed 
supplies, tools and 
equipment after use 

5.1 Check the items 
borrowed if its 
functional 
 
5.2 Received the 
borrowed supplies, 
tools and equipment  
 
5.3 Secure the 
borrowed supplies, 
tools and equipment 
to stock room 

None 
 
 
 

None 
 
 
 

None 

5 Minutes 
 
 
 

3 Minutes 
 
 
 

15 Minutes 

Jonathan N. Labotan 
LDRRMO III 

 
Wilhelm M. Abance 

LDRRMO II 
 

Devy A. Cornel 
LDRRMA 

 
Job Orders (4) 

Administrative Aide III 

  Total 
Payment 

Fee: None 

Total 
Processing 

Time: 1 Hour 
 

 

 

 

9. Review and Endorsement of Disaster Risk Reduction and Management Plan  

Barangay Disaster Risk Reduction and Management Plan process for the approval to the Sangguniang Bayan 
adhering to the prescribed template and Program, Activities and Project as mandated in RA 10121. 

Office or Division: Disaster Risk Reduction and Management Office 

Classification: Simple 

Type of Transaction: Government to Citizen 

Who may avail: BDRRMC in the Municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
EO Organizing BDRRMC Respective Barangays 
BDRRMC and Sangguniang 
Barangay Resolution 

 

Barangay Endorsement  

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sign Log -in Log Book 
at MDRRMO 

1.1 Gives Logbook 
to Client 

None 1 Minute Devy A. Cornel 
LDRRMA 

 
Job Orders (4) 

Administrative Aide III 
2. Client to Reviewing in- 
Charge 

2.1 Entertain 
Client  
 
2.2 Review the 
draft plan  

None 5 Minutes 
 
 

5-7 Days 

Devy A. Cornel 
LDRRMA 

 
Jonathan N. Labotan 

LDRRMO III 
 

Cecil D. Wagian 
MLGOO 

 
Janet V. Mariano 

MSWDO 
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3. Sign Log -in Log Book 
at MDRRMO 

3.1 Gives Logbook 
to Client 

None 1 Minute Devy A. Cornel 
LDRRMA 

 
Job Orders (4) 

Administrative Aide III 
4. Endorsement of 
BDRRM Plan to in charge 

4.1 Receives sets 
of BDRRM Plans 
indicating time and 
date 
 
4.2 Endorses to 
the Sangguniang 
Bayan for agenda 
/Concurrence 

None 
 
 
 

 
None 

1 Minute 
 
 
 
 

5 Minutes 

Jonathan N. Labotan 
LDRRMO III 

 
Wilhelm M. Abance 

LDRRMO II 
 

Devy A. Cornel 
LDRRMA 

5. Receive the SB 
approved and adopted 
BDRRM Plan 

5.1 Facilitates 
receiving the 
copies of BDRRM 
Plan to BDRRMC 
Representative 
 
5.2 Archiving file 
copy of approved 
plan 

None 1 Minute Devy A. Cornel 
LDRRMA 

 
Job Orders (4) 

Administrative Aide III 

  Total 
paymen

t fee: 
None 

Total 
processing 

time: 14 
Minutes/ 7 days 
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Municipal Mayor’s Office 

Bids and Award Committee (BAC) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Citizen’s Charter 
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External Services 

 
1. Conduct of Pre-Procurement Conference 

The pre-procurement conference shall assess the readiness of the procurement in terms of confirming the certification 
of availability of funds as well as reviewing all relevant documents in relation to their adherence to law….(Sec. 20, RA 
9184) 
As a general rule, Procuring entity shall adopt competitive bidding unless a more appropriate method has been duly 
approved for adoption. Other than the open competitive bidding methods, Annex "C"  of RA 9184 outlines the various 
alternative methods of procurement and the conditions under which such methods may be adopted only in high 
exceptional cases provided in Sec 48 of RA 9184. 

Office or Division: Bids and Awards Committee (BAC) 

Classification: Simple 

Type of Transaction: Government to Government (G2G) 

Who may avail: End Users/Requesting Office 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Approved PR w/ attached Request for Availability of 
Appropriation and Allotment from MBO; 

End user, MBO, MO 

Approved Purchase Request shall also comprise of complete 
specifications and details; End user 

Approved Activity Design for Programs and Activities End user, MBO, MO 

Approved POW w/ CAF for Infrastructure Projects MEO, MO, MACCO 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSIN

G TIME 
PERSON 

RESPONSIBLE 

1. End user or Requesting 
Office may attend the 
scheduled Pre 
procurement Conference 

1. Prepare and sends Notice of 
Meeting to, BAC Members, 
TWG and End-users 

none 1 hour BAC Secretariats 

2. Establish quorum in cases of 
no quorum meeting  is re 
scheduled   

none 

6 hours BAC members 

3. Review the specifications and 
attachments of the PR 
(Incomplete specifications and 
no activity design attached shall 
be return to the end user) 

none 

4. Identify the supplies to be 
procures at the PS- DBM (all 
PRs with supplies to be 
procured at PS - DBM shall be 
forwarded at Treasury Office– 
Supply Section for procurement) 

none 

5. Determine Purchase 
Requests to be procured 
through competitive bidding and 
or alternative methods of 
procurement as provided in 
Sec.48 of RA (9184). However 
all PRs with an Approved 
Budget (ABC) of Php 

None 



 
 
 
 

86 
 

200,000.00 shall be procured 
through competitive bidding. 
6. Recommend to the Head of 
Procuring Entity (HOPE) all PRs 
identified for Alternative Method 
of Procurement. 

none 

7. Preparation of BAC 
Resolution for Alternative Mode 
of Procurement, Invitation to Bid 
and schedule of activities.  

None 30 minutes 
BAC Members, 

BAC Secretariats 

 
8. Signing of BAC Resolution 
and  ITB  None 30 minutes 

BAC Chairman 
and Members 

TOTAL:  8 hours  

 

 

2. Advertising and/or Posting of Invitation to Bid 

Advertising and/or posting of invitation to bid is being done as a way of inviting bidders 

Office or Division: Bids and Awards Committee (BAC) 

Classification: Simple 

Type of Transaction: Government to Business (G2B) 

Who may avail: Prospective bidders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Conduct of pre procurement conference prior to the issuance of 
Invitation to Bid and /or Request for Quotations BAC Members, TWG, Secretariats and End Users 

The Invitation to Bid shall contain, among others: 
(a) A brief description of the subject matter of the 
Procurement; 
(b) A general statement on the criteria to be used by 
the Procuring entity for the eligibility check, the short 
listing of prospective bidders, in the case of the 
Procurement of Consulting Services the examination 
and evaluation of Bids, and post-qualification; 
(c) The date, time and place of the deadlines for the 
submission and receipt of the eligibility requirements, 
the pre-bid conference if any, the submission and 
receipt of bids, and the opening of bids; 
(d) The Approved Budget for the Contract to be bid; 
(e) The source of funds; 
(f) The period of availability of the Bidding Documents, 
and the place where these may be secured and; 
(g) The contract duration; and 
(h) Such other necessary information deemed relevant 
by the Procuring Entity. 

BAC Members, TWG, Secretariats and End Users 

Invitation to Bid shall be advertised by the Procuring Entity in 
any conspicuous places and in the PhilGEPS website including 
Request for Quotations with an ABC of Php 50,000.00 and 
above. 

BAC Office, PhilGEPS 
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CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1.  Secure a copy of 
Invitation to Bid or Request 
for Quotations (RFQs) at 
the BAC Office or download 
in the Philgeps Website 

1.1 Posting of Invitation to Bid 
(ITB) in 3 conspicuous places 

None 15 minutes 

BAC secretariats 1.2 Posting of ITB & RFQs at 
the PhilGEPS portal 

None 1 hour 

1.3. Preparation of RFQs for 
alternative mode of procurement 

None 1 day 

TOTAL:  
1 day 1 hour & 

15 minutes  

 

 

3. Conduct of Pre Bid Conference for Goods/Services and Infrastructure 

(*22.1. For contracts to be bid with an ABC of One Million Peso (₱1,000,000.00) or more, the BAC shall convene at 
least one (1) pre-bid conference to clarify and/or explain any of the requirements, terms, conditions, and specifications 
stipulated in the Bidding Documents. For contracts to be bid with an ABC of less than One Million Pesos (₱1,000,000), 
pre-bid conferences may be conducted at the discretion of the BAC. Subject to the approval of the BAC, a pre-bid 
conference may also be conducted upon written request of any prospective bidder.) 
 

Office or Division: Bids and Awards Committee (BAC) 

Classification: Simple 

Type of Transaction: Government to Business (G2B) 
Who may avail: Prospective bidders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Issuance of approved copy of Invitation to Bid and Schedule of 
Activities 

BAC Office, PhilGEPS 

Approved Program of Work (POW) and Certificate of Availability 
of Fund (CAF) MEO, MBO, MACCO 

Conduct of Pre bid Conference (Section 22 of RA 9184) 
The pre-bid conference shall discuss, clarify and explain, among 
other things, the eligibility requirements and the technical and 
financial components of the contract to 

BAC Office 

CHECKLIST OF ELIGIBILITY & BIDDING REQUIREMENTS 
FOR BIDDERS (GOODS) 
A. ELIGIBILITY DOCUMENTS 
- Class “A” Documents  
- Statement of ongoing government and private contracts 
including contracts but not yet started 
-Statement of bidders SLCC 
-Bid Securing Declaration 
-Technical Specifications 
-Production/ Delivery Schedule 
-Manpower Requirements 
-After Sales/parts 
-Omnibus Sworn Statement 
-NFCC 
-Joint Venture Agreement (If Applicable)DOCUMENTS 
COMPRISING THE BID: FINANCIAL DOCUMENTS  
-. Bid Data sheet 
- Instruction to bidders 
-Invitation to bid 

BAC Office 
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-Bid Data Sheet 

CHECKLIST OF ELIGIBILITY & BIDDING REQUIREMENTS 
FOR BIDDERS (INFRASTRUCTURE) 
A. ELIGIBILITY DOCUMENTS 
- Class “A” Documents 
- Statement of ongoing government and private contracts 
including contracts but not yet started 
-Statement of bidders SLCC 
-Bid Securing Declaration 
- list of contractor’s key personnel form 
-list of contractor’s major equipment units, which are owned, 
leased, and/or under purchase agreements form  
-Omnibus Sworn Statement 
-NFCC form 
-Joint Venture Agreement (If Applicable) 
DOCUMENTS COMPRISING THE BID: FINANCIAL 
DOCUMENTS  
-Financial bid form 
-Bid prices in the bill of quantities 
-Detailed estimate form  
-Cash flow by quarter  
ORDER OF PAYMENT 
Standard Rates 
The cost of bidding documents shall correspond to the ABC 
range as indicated in the table below. This shall be the maximum 
amount of fee that procuring entities can set for the acquisition of 
bidding documents. 
 

Approved Budget for the Contract Maximum Cost of 
Bidding Documents 
(in Philippine Peso) 

500,000 and below 500.00 
More than 500,000 up to 1 Million 1,000.00 
More than 1 Million up to 5 Million 5,000.00 
More than 5 Million up to 10 Million 10,000.00 
More than 10 Million up to 50 Million 25,000.00 
More than 50 Million up to 500 Million 50,000.00 
More than 500 Million 75,000.00 

 

BAC Office  

CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1.  Prospective bidder may 
secure a copy of Invitation 
to Bid and Schedule of 
Activities 

1. Issuance of ITB and Schedule 
of activities  

None 5min BAC secretariats 

 

 
1. Prepare and sends Notice of 
Meeting to, BAC Members, TWG 
and End-users, 3 (Observers) 

None  3 hours BAC Secretariats  

2. Attendance of 
prospective bidders to the 
scheduled pre bid 
conference. 
Bidders may asked queries 
or clarifications regarding 
the specifications and 

2. Pre bid Conference is 
conducted to discuss the 
following; 
a. technical specifications 
b. legal requirements 
c. financial requirements 
d. production capability 
requirements 

 6 hours 

BAC Members, TWG, 
Secretariats and End 

User/Requesting 
Office 
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requirements in the 
procurement 
 

e. delivery schedule and other 
concerns or clarifications related 
to the project or contracts to be 
bid. 

3. Interested bidders may 
purchase Bidding 
Documents and request for 
an Order Payment at the 
BAC Office 

Preparation of Order of Payment 
signed by the BAC Chairman 
 
(As provided in Section 17.4 of 
the IRR of RA 9184, bidders may 
be asked to pay for bidding 
documents to recover the cost of 
their preparation and 
development.) 
 

None  5 min  BAC Secretariats 

Preparation of Bidding 
Documents in an Envelope 
containing the following forms for: 
GOODS 
A. Eligibility and Technical 
Documents 
- Statement of ongoing 
government and private contracts 
including contracts but not yet 
started 
-Statement of bidders SLCC 
-Bid Securing Declaration 
-Technical Specifications 
-Production/ Delivery Schedule 
-Manpower Requirements 
-After Sales/parts 
-Omnibus Sworn Statement 
-NFCC 
-Joint Venture Agreement (If 
Applicable) 
B. Financial Documents 
-Bid Form 
-Bill of quantities/ Bid quotation 
-Price schedule for Goods 
Offered from within the Phils. 
-Price schedule for Goods 
Offered from Abroad 
C. Bid Data sheet 
D. Instruction to bidders 
E. Invitation to bid 
F. Bid Data Sheet 
 
INFRASTRUCTURE 
A. Eligibility and Technical 
Documents 
Class “A” Documents 
- Statement of ongoing 
government and private contracts 
including contracts but not yet 
started 
-Statement of bidders SLCC 
-Bid Securing Declaration 
- list of contractor’s key personnel 
form 

None  15 min BAC TWG & 
Secretariats 
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-list of contractor’s major 
equipment units, which are 
owned, leased, and/or under 
purchase agreements form  
-Omnibus Sworn Statement 
-NFCC form 
-Joint Venture Agreement (If 
Applicable) 
B. Financial Documents 
- Financial bid form 
-Bid prices in the bill of quantities 
-Detailed estimate form  
-Cash flow by quarter  

3. Bidders to proceed at the 
Treasury Office to pay the 
amount indicated in the 
Order of Payment. 

Payment at the Treasury Office  

500K & 
below 
=500.00 
(2) More 
than 500K 
to 1M = 
1,000.00  
(3) More 
than 1M to 
5M = 5, 
000.00 
(4) More 
than 5M to 
10M = 
10,000.00  

(5) More 
than 10M 
to 50M = 
25,000.00 

15 min  Treasury Office  

4. Bidders to present to the 
BAC proof of payment for 
the purchase of bidding 
documents. 

Bidding documents are released 
to the bidder   None 5 minutes BAC Secretariat 

TOTAL:  
9 hours 25 

minutes  

 

 

6. Receipt and Opening of Bid Documents  

Office or Division: Bids and Awards Committee (BAC) 

Classification: Simple 

Type of Transaction: Government to Business (G2B) 

Who may avail: All Interested Bidders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Eligible bidders shall submit; 
(i) in the prescribed Bid Form, including its annexes, as specified in 
the bidding documents, 
(ii) on or before the specified deadline, and  
(iii) in two (2) separate sealed bid envelopes, the first containing the 
technical component of the bid, and the second containing the 

Bidder 
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financial component of the bid, with the name of the contract to be 
bid and the name of the bidder in capital letters, addressed to the 
BAC.  
The bidder shall mark the two envelopes: “Do not open before (date 
and time of opening of bids).” Both envelopes shall then be sealed 
in an outer envelope which shall be addressed to the BAC and shall 
be marked as specified in the Instructions to Bidders. 
Bids submitted after the deadline shall not be accepted by the BAC. 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSI
NG TIME 

PERSON 
RESPONSIBLE 

1. submit the bidding 
documents. 

1. Receipt of Bid Documents  
 

None  5 min 
BAC Members, 

TWG  & 
Secretariats 

2. The bidders or their duly 
authorized representatives 
may attend the opening of 
bids and register. 

2.1 BAC Chairman establishes 
quorum however in cases of no 
quorum meeting is re-scheduled. 

None  5 min BAC Chairman, 
Members 

 
2.2 Furnish copy of ITB and Checklist 
to the BAC members, TWG and 
bidders present 

None 5 min  BAC Secretariats 

 

2.3. BAC shall open the bids at the 
time, date and place specified in the 
Invitation to Bid and the bidding 
document and shall initial every page 
of the original copies of all bids 
received and opened.   

None 

10 minutes 
(per bid 

documents 
received)  

BAC Chairman, 
Members & TWG 

 

2.4. Preliminary Examination of Bids 
o BAC shall open the first bid 

envelopes (Technical Proposals) 
of eligible bidders in public to 
determine each bidder’s 
compliance with the documents 
required to be submitted for the 
first component of the bid, as 
prescribed in this IRR-A. The 
BAC shall check the submitted 
documents of each bidder 
against a checklist of required 
documents to ascertain if they 
are all present in the first bid 
envelope, using a non-
discretionary “pass/fail” criterion, 
as stated in the Invitation to to 
Bid and the Instructions to 
Bidders. 

o Immediately after determining 
compliance with the 
requirements in the first 
envelope, the BAC shall forthwith 
open the second bid envelope 
(Financial Proposals) of each 
remaining eligible bidder whose 
first bid envelope was rated 
“passed.” 

None 

30 minutes  
(every 
bidding 

documents 
received) 

BAC Chairman, 
Members & TWG 

3. Bidders awaits for the 
result of bid evaluation  

3. Only bids that are determined to 
contain all the bid requirements for 

None  15 minutes  BAC member & 
TWG 
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both components shall be rated 
“passed” and shall immediately be 
considered for evaluation and 
comparison. 

4. Bidders to submit their 
Motion for Reconsideration 
3 calendar days upon 
receipt of notice.  

4. Bidder determined as “failed” has 
three (3) calendar days upon written 
notice or, if present at the time of bid 
opening, upon verbal notification, 
within which to file a request for a 
reconsideration with the BAC 

None  10 minutes 
BAC Members, 

TWG & 
Secretariats 

Total  
1hr 20 

minutes  

 

 

7. Conduct of Bid Evaluation and Post Qualification 

To double check the attachments and must be subject to scrutiny, including the reading out of critical details. 

Office or Division: Bids and Awards Committee (BAC) 
Classification: Technical 
Type of Transaction: Government to Business (G2B) 
Who may avail: Bidders/Suppliers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Bids determined or rated passed by the BAC during the 
opening of bids 

BAC office 

Bid Evaluation Report by the TWG  BAC office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID PROCESSING TIME 
PERSON 

RESPONSIBLE 

1. Bidders to wait for the 
result of Bid Evaluation by 
the BAC TWG 

1. Conduct of Bid Evaluation 
for bids determined or rated as 
passed by the BAC shall be 
endorsed to the BAC TWG for 
further bid evaluation: 
o Check and scrutinize all 

the submitted documents 
o  Check expiry date of the 

business, permit, 
PhilGEPS registration, Tax 
clearance, PCAB license, 
alterations, absence of 
supporting documents, 
etc. 

o  Inscribe  findings and 
recommendations 

o Submit findings and 
recommendations  signed 
by the TWG chairman to 
the BAC office  

None  1 –7 days  
BAC Members & 

TWG 

 

1.2. Review of Bid Evaluation 
Report submitted by the BAC 
TWG to the members of the 
BAC, if bid evaluation result 
had no adverse findings, the 
committee will recommend bid 

None  20 minutes  BAC Members, 
TWG  
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for Post Qualification by the 
BAC TWG   

 

1.3. Conduct of Post 
Qualification by the BAC TWG; 
to verify, validate, and 
ascertains the genuineness, 
validity and accuracy of the 
legal, technical and financial 
documents submitted. 

None  2 – 45 days  
BAC Members, 

TWG 

1.4. Submit Post Qualification 
Report to the BAC with 
“Responsive or Non – 
Responsive Results” 

 5 minutes   

TOTAL:  52 days or less and 25 
minutes  

 

 

 

7. Preparation and Issuance of Notice of Failure of Bidding 

Issuance of Notice of failure of bidding for bidder rated as Non – Complying or Non – Responsive 

Office or Division: Bids and Awards Committee (BAC) 

Classification: Simple 

Type of Transaction: Government to Business (G2B) 

Who may avail: Bidders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Bid documents determined Non – Complying and rated as 
Fail 

BAC, TWG 

Bid Evaluation and or Post Qualification Results  

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Bidder shall wait for the 
result and Notice o Failure of 
Bidding  

1. Consolidate Bids rated as 
Fail. 
 
2. Identify the findings of 
failure 
 
3. Preparation of BAC 
Resolution Declaring 
Failure of Bidding signed by 
the BAC members and 
recommend approval of the 
HOPE 

None 1 day 

BAC TWG, BAC 
Members & 
Secretariats 

2. Bidders may follow – up 
result at the BAC Office and 
or may contact them through 
call or e-mail. 
Telefax No. (074) 444-82-55 
E mail: 
bac_lgutuba2020@yahoo.co
m 

2. Inform bidder result of 
bidding through a written 
notice received by the 
supplier/bidder or its 
representative. 

None 10 minutes 

TOTAL:  
1 day and 10 

minutes 
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8. Recommendation and Declaration of Lowest Calculated Responsive Bide 

Single Calculated/Rated and Responsive Bid shall be considered for award. 

Office or Division: Bids and Awards Committee (BAC) 

Classification: Technical 

Type of Transaction: Government to Business (G2B) 

Who may avail: Bidder/Supplier 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Bids determined as Single Calculated/Rated and Responsive 
Bid  

BAC office 

Bid Evaluation and Post Qualification Reports   BAC office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID PROCESSING TIME 
PERSON 

RESPONSIBLE 
1. Bidders to wait for the 
results of Bid Evaluation  & 
Post Qualification Report  

1.1 Prepare and sends Notice 
of Meeting to, BAC Members, 
TWG and End-users 

None 20 minutes  BAC Secretariats 

 

1.2.Conduct of BAC meeting to 
discuss and review results of 
submitted bid evaluation and 
post qualification reports , 

None 10 minutes  
BAC Members & 

TWG  

 

1.3. BAC determines and 
declares the Lowest Calculated 
Responsive Bid and 
recommend of award to the 
Head of Procuring Entity for 
approval.  

None  10 minutes  BAC Members 

2. Bidder  to wait for the 
Notice of Post Qualification, 
NOA, CONTRACT, NTP 

2.1 Preparation of BAC 
Resolution Declaring LCRB 
and Recommending Approval 
and Notice of Post Qualification  
 

None  20 minutes  BAC Secretariats  

 

2.2. Preparation of Notice of 
Post Qualification to bidder 
declared as LCRB duly signed 
by the BAC Chairman 

None  10 minutes BAC Chairman, 
Secretariats 

 

2.3. Signing of the BAC 
Resolution Declaring LCRB 
and Recommending Approval 
by the members of the BAC. 

None  1 – 2 days  BAC Members 

 

2.4. Resolution duly signed by 
all members of the BAC 
endorsed to the Head of 
Procuring Entity for approval 
and issuance of Notice of 
Award, Contract and Notice to 
Proceed. 

None  1 day  
BAC Members, 

Secretariats  

TOTAL:  3 days and 70 minutes  
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9. Alternative Method of Procurement (Shopping)  

Shopping of readily available off-the-shelf goods, or ordinary/regular equipment under Section 52.1 of the 
Implementing Rules and Regulations (IRR) of Republic Act No. 9184 

Office or Division: Bids and Awards Committee (BAC) 

Classification: Simple 

Type of Transaction: Government to Business (G2B) 

Who may avail: All Interested Bidders/suppliers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Philgeps Registration PhilGEPS 

Current Year Business Permit Respective Municipality/City of the supplier 

Approved PR w/ attached Request for Availability of 
Appropriation and Allotment from MBO and Activity 
Design for Programs and Activity Design 

End User, MO, MBO 

Approved Resolution for Alternative Mode of 
Procurement  BAC, MO 

Sealed RFQs suppliers 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. secure copy of Request 
for Quotations at the BAC 
Office. Suppliers will log in 
at the logbook. 

1. Preparation and 
Printing of RFQs 
 

None 1 day 
BAC Secretariats 

 

1.2. RFQs forwarded 
to the BAC chair for 
review and signature 

None 
30 minutes BAC Chairman 

 

1.3. RFQs with an 
ABC of Php 
50,000.00  above 
shall be posted at the 
PhilGEPS website 

None  5 minutes BAC Secretariats 

1.4. Photocopy RFQ  
for release and 
distribution. 

none 2 minutes 

BAC Secretariats 

2. Supplier to place their bid 
quotation in the respective  
RFQs. 

2.1. Distribution of  
signed RFQs to 
various suppliers  

None 1 day 

2.2. Retrieve 
distributed RFQs to 
various suppliers  

None 1 day 

 

2.3. Submitted and 
Retrieved RFQs are 
kept sealed until the 
date of opening. 

None 1-3 days 

3. Winning bidders/suppliers 
shall receive their Purchase 
Order from the Supply Office 

3.1. The BAC 
members shall open 
all submitted RFQs 
on the specified date 
of opening.  BAC 
members shall initial 

None 5 minutes 
BAC Members, TWG 

and Secretariats 



 
 
 
 

96 
 

all submitted and 
opened RFQs 

3.2.  Preparation of 
the Abstract of Bids 
forms to identify 
bidder with the lowest 
complying price 
quotation. 

none 15 minutes 

3.3. Preparation of 
BAC Resolution 
Recommending and 
Declaration of LCRB 
for approval by the 
HOPE  to be checked 
and reviewed by the 
BAC members 

none 1 day BAC Members and 
Secretariats  

3.4. Signing of BAC 
Resolution 

None  1-2 days BAC Members 

3.5. BAC Resolution 
Recommending and 
Declaring LCRB shall 
be endorsed to the 
HOPE for approval 

None 1 day BAC Secretariats 

TOTAL:  
10 days and 
57minutes  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


