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Republic of the Philippines
City of Tacloban

Office of the City Mayor

MESSAGE

My Fellow Taclobanons

It is my honorto present thiCITIZEN'S CHARTER which containsthe VISION of the
City Government of Taclobamandthe MISSION ofour respective departments and officéée
desireto give nothing lesthanthe most exellent £rvice to our fellowlaclobanons

We join our President in his comtment to live up to the ideals of a true democrany
to pursue to the best of oability the tenets of public service

It is my hope that this document will serve as a guide for all of us in the performance of
our sworn duties and responsibilities.

CRISTINA G. ROMUALDEZ
City Mayor
| 99 TACLOBAN




VISION

A GLOBAIOMPET]TGREEND
RESILIENTTY, PROPELLED BY
LOVING, GEHREHEINSIVE LEADER
EMPOWERED.CITIZENRY



MISSION

TO DEVELOP TACLOBAN INTO £
COMMERCIAL AND INDUSTRIALIZ
A FAST GROWING ECONOMY,
BALANCE AND SOCIAL EQUITY TC
STATUS AS THE STRATEGIC HUE
VISAYAS



FRONTLINE SERVICES OFFERED

FRONTLINE SERVICES

OFFICE

1. Preparation on Notarization of Legal Documents

City Legal Office

2. Provision of data & information related of Population and Gender

City Population Office

3. Registration of Individuals / Groups for sports program/activities

City Sports Office

4.|ssuance of Business Permits

Business Permits And Licenses Division

5. Provision of IT, repair, maintenance & other technology-based services

Management Information System Division

6. Acceptance of requests for application of Fish cage/pen

Fishery Law Enforcement Team

7.Recruitment activities & livelihood assistance

Public Employment Service Office

8. Security Provision

City Security Service Office

9. Prepare ordinance for franchise operations, accreditations of NGO's & PO's
& others

Tanggapan ng Sangguniang Panglungsod

10. Revenue Generation

Economic Enterprise Management Division

11. Processing of applications for stalls/ticketing/booth rental

Tacloban City Bus Transport Terminal

12. Events Booking

Tacloban City Convention Center Office

13. Budget preparation & release

City Budget Office

14. Issuance of Tax Declaration

City Assessor's Office

15. Collection of Taxes & Issuance of RPT Clearance

City Treasurer's Office

16. Processing of Financial Claims

City Accountant's Office

17. Issuance of Building Permits

City Engineer's Office

18. Prepares Planning & Design

City Architect's Office

19. Acceptance of Deliveries / Issuance of Supplies

City General Services Office

20. Issuance of Zoning and Locational Clearance

City Planning & Development Office




21. Acceptance of Applications for Employment

Human Resource Management & Development Office

22. Issuance of Birth/Death Certificates & Marriage Certificate/License

City Civil Registrar's Office

23. Extension of Animal Health Care Services

City Veterinary Office

24. Provision of Technical Assistance to Farmers

City Agriculturist's Office

25. Conduct Medical Consultation & Issuance of Medical Certificates

City Health Office

26. Provision of Social Services to clientele

City Social Welfare and Development Office

27. Issuance of Environmental, Tree Cutting Certificates, Process of Quarry
permit application

City Environment and Natural Resources

28. Coop Organization & Registration

City Cooperatives DeVv't & Livelihood Assistance Office

29. Center for coordination, preparedness, prevention, mitigation,
humanitarian response, early / full of recovery & rehabilitation of City in
cases of calamity or disaster.

City Disaster Risk Reduction and Management Office

30. Inquiry / Dispute on traffic violation, Issuance of TOMECO clearance

TOMECO

31. Housing Assistance & Inquiries

City Housing and Community Development Office

32. Processing of Documents of Barangay Officials

Department of the Interior and Local Government

33. Conduct Medical Consultation & Issuance of Medical Certificates

Tacloban City Hospital
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Republic of thé>hilippines
CITY GOVERNMENT OF TACLOBAN
CITY LEGAL OFFICE
Tacloban City, Leyte

CITIZEN'S CHARTER

Frontline Services Procedure Time Responsible Requirements Amount
Person/s Payable
1.Preparation & Notarization of Legal | 1. Interview clients and evaluation of documents
Documents for City Employees and 2 . Referral to Para Legal for the preparation of the
walk in clients. Examples: needed legal documents.
A. Simple affidavits e.g. Loss 3. Cients sign the document.
B. Deeds e.g. Sale 4.Documents will be submitted to City Legal Officer Notaries Fee of
C.Contracts or Lawyer on Duty for review, confirmation, 30 mins. | Jaypee Madrigal/ Government P 100.00/250.00
D. MOA/MOU affirmation & notarization. Lawyer on Duty Issued ID Or 1% of the total
5.Document recorded in the notarial registry and/or amount of sale
logbook. or contract
6. Release of the document to the Client.
2.Preparation of Legal opinion 1. Receipt of the request for Legal opinion or 3-4 DAYS | CLO/Assigned Lawyer | Letter request/ None required

research on law and jurisprudence
and securing pertinent documents.

research on law and jurisprudence and other
documents needed to be secured.

2. Recording in the logbook & referral to the CLO.

3.Assessment & referral of the Legal opinion to
Lawyer.

4. Conduct research & draft of legal opinion

5. Review, finalize & approve the legal opinion.

6. Record & release the approved legal opinion.

Endorsement
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3.Preparation and review of contracts | 1. Receipt of the indorsement from different offices 3-4 DAYS | CLO/Assigned Lawyer | Letter request/ None required
entered into by the City of of the City government or private Endorsement
Government Tacloban with various individuals/entities/offices requesting the review of
persons, entities or offices (both the contracts.
private&public). 2.Review of contracts and attachments.
3.Indorsement of the requesting office together with
the comments of the CLO.
4. Preparation& review of proposed 1. Receipt of the communication from various City 3-4 DAYS | CLO/Assigned Lawyer | Letter request/ None required
ordinances for the submission to the government offices/departments. Endorsement
Sangguniang Panglunsod. 2.Preparation of the ordinance.
3.Review and finalization of the draft ordinance.
4. Recording & referral to the requesting City
Government Offices/departments.
5.Administrative investigation of 1.Receipt and recording of complaint. 5-7 DAYS | CLO/Secretariat Letter request/ None required
officials or employee for 2. Investigation and research. Complaint
neglect/misconduct or violation of 3.Conference/confrontation
oath of office. 4. Preparation of findings and recommendation
5. Submission of recommendation of investigation to
the City Mayors Office.
6.Administrative investigation of any | 1. Receipt & recording of the complaint. 5-7 DAYS | CLO/Assigned Lawyer | Letter request/ None required
person, firm or corporation holding 2. Investigation & research. Complaint
any franchise or exercising any public | 3. Conference/confrontation of the contracts.
privilege for violation of the terms of | 4. Preparation of findings & recommendation.
franchise. 5. Submission of the recommendation of
investigation to the City Mayor's Office.
7 .Certification for clearance upon 1. Receipt & recording of the clearance. 15 CLO/Assigned Lawyer | Valid None required
request of employees of the City 2. Verification & counter signing of the clearance. Minutes Identification

Government, Brgy. Officials of the
City and employees of the City
Division Department of Education (
Provided the applicant has no
pending administrative case before
the CITY LEGAL OFFICE.

3. Signing of the clearance.
4. Release of the clearance.

Card/
Application/
clearance

DOCUMENTS.

2| Page




8. Certification for loan clearance as | 1. Receipt & recording of the clearance. 15 CLO/Assigned Lawyer | Valid I.D. CARD | None required
requested by employees of the City 2. Verification and counter signing of the clearance. Minutes Application/

government ( That the applicant has | 3. Signing of the clearance. clearance

no pending administrative case 4. Release of the clearance. document

before the City Legal Office.)

9. Notarial services: 1. Receipt & recording of the requested document 15 CLO/Lawyer on Duty | Valid I.D. Card None required
* Employees Welfare Program Loan for notarization. MINUTES Document for

application

* SALN

* Authentication of various
documents

2. Verification of the parties/signature.

3. Notarization and recording of the documents in
the notarial register/bookof the Lawyer.

4. Release of the notarized document.

notarization

Prepared By: %

JESSICA P. LISING
Legal Assistant Il/Administrative Designate
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Approved By:

NI & e

ATTY. IRENE A. CHIU
OIC- City Legal Office




Republic of the Philippines
CITY GOVERNMENT OF TACLOBAN
CITY POPULATION OFFICE
Tacloban City, Leyte

CITIZEN'S CHARTER

Frontline Services

Procedure

Time

Responsible Person/s

Requirements

Amount
Payable

A. Provide population
and gender-related data
and information.

Client: Barangay
Officials, students,
Partner Agencies, etc.

fClient mu s t register |
9 Client must present letter request or explain
the reason of gathering the needed data for
verification purposes.
9 Data and information requested will be
provided to the client after verification and
upon approval of the Head of Office.
1 Refer/guide client to other offices and partner
agencies, if needed

10-30 minutes

Officer of the Day

Cielito O. Esquibel
(Population Program Officer V)
Hedeliza P. Ramos
(Population Program Officer 1)
Bonifacio A. Cuesta
(Population Program Worker II)

QuitanaNicasia L. Quimsing
(Administrative Aide)

] Letter Request

addressed to the City
Mayor

ID is required if
needed to borrow
documents

for photocopy

B. Provide Technical
Assistance for the
Preparation of GAD
Activity/ Project
Proposals

Client: Barangay Officials

fClient must register i

1 The client must present a copy of their
Barangay GAD Pl an
be implemented for the preparation of
Activity/Project Proposal

1 Activity/Project Proposal will be properly
checked and noted once approved by the
Barangay Chairperson

1 Refer client to the City Local Government
Operations Office for approval of the Activity/
Project Proposal

wi t |

10-20minutes

Officer of the Day

Cielito O. Esquibel
(Population Program Officer V)

Hedeliza P. Ramos
(Population Program Officer 1)

Joseph B. Palana
(Administrative Aide)

I Approved Barangay

GAD Plan with budget
allocation on the
proposed activity

1 Copy of Certificate of

Endorsement from
CLGOO

1 Copy of Annual

Investment Plan

1 Activity/ Project

Proposal
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C. Provide Technical
Assistance for the
conduct of Capability-
building, Program
Advocacy/IEC and
Community Outreach
Activities

Client: Barangay Officials
& constituents, Partner
Agencies, Program
Stakeholders, students,
etc.

fClient mu st register i
1 The client must submit a letter to the City
Mayor 6s Office or wver.i
for technical assistance
9 Once the request will be approved by the City
Mayor, technical assistance will be provided
for the proper budget utilization, if charge to
Brgy. GAD Fund.
9 CPO will assist in the conduct of training and
other IEC activities on the following programs:
U Gender and Development (GAD)
U Population and Development (POPDEYV)
Integration
U Responsible Parenthood and Family
Planning (RP/FP)
U Adolescent Health and Development (AHD)
1 Refer client to other departments and offices, if
necessary.

10-20 minutes

Officer of the Day
Cielito O. Esquibel
(Population Program Officer 1V)

Hedeliza P. Ramos
(Population Program Officer 1)

Ana A. Eqgrubay
(Population Program Officer 1)
All Population Program Workers
Gil E. Pantas,

Ronan Joseph M. Lim,
Bonifacio A. Cuesta
Beryl Mae A. Cruz

Melvin L. Coralde
(Administrative Aide)

U Copy of the BC letter
request approved by
the City Mayor

U Approved GAD Plan
with budget allocation
on the requested
activity

U Approved Project/
Activity Proposal
SB Resolution for the
Appropriation,
Allocation and
Withdrawal of Fund
taken from the GAD
Budget for the
approved
activity/project
proposal

D. Issuance of Pre-
Marriage Counseling
Certificate as a Pre-
requisite for

securing Marriage
License as provided for
by Article 16 of the
Family Code

Client: engaged couples

9 Couple applicants must fill-up the PMC
logbook for record purposes

9 Upon presenting the required documents, the
couple applicants must fill-up the Pre-Marriage
Expectation Inventory Form

9 Then, CPO will provide the schedule in which
the engaged couples must attend for (4) hours
PMC session set every WEDNESDAY)

1 Pre-Marriage Counseling Certificate is
handed-out right after the seminar.

20-30 minutes

Officer of the Day

Ana A. Egrubay
(Population Program Officer I)
and Pre-Marriage Counselors:

i Gil E. Pantas

U Bonifacio A. Cuesta
i Ronan Joseph M. Lim
i Beryl Mae A. Cruz

Gilbert D. Labro
(Administrative Aide)

U Endorsement from the
City Civil
Office

U PMC Fee Official
Receipt

Prepared by:
RONAN J
Administr
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PH M. LIM
ive Officer-Designate

Approved by: .

CIELITO O. BSQUIBEL

Population Program Officer IV




Republic of the Philippines
CITY GOVERNMENT OF TACLOBAN
DEVELOPMENT OFFICE

TACLOBAN CITY PHYSICAL FITNESS AND SPORTS
Tacloban City, Leyte

CITIZEN'S CHARTER

Frontline Services Procedure Time Responsible Person/s Requirements Amount
Payable
Inter-Barangay Basketball 1. Formulation of invitation and ground rules. GIL L. ANFONE
Tournament/ Inter-Company 2. Making of Project Proposals. 17 2
Basketball Tournament/ Inter-School | 3. Clinic of the rules of the game. Months ——- e
Basketball Tournament/Inter-Zone 4. Making of Schedule of games. JOEL R. BUGHO
Basketball Tournament 5. Awarding of Prizes (if any).
(Groundrules/ Proposals &
Schedule of Sports Activity)
CEO Gym Booking 1. Ask for vacant date and time for the use of JOEL R. BUGHO 1. Communication
CEO Gym (Reservation) letter/ application form P100.00
2. Submit communication letter or filled-up 57 10 with complete details. per Hour
application form. minutes
3. Booking Officer & the City Sports Director 2. Official Receipt
will sign the form.
4. Form will be given to the client for payment
to the Treasurer 6s Of
5. We get the copy of OR# for the confirmation ROSELDA O. MELQUIADES
for the use of CEO Gym.
6. Approval for the use of CEO Gym.
7. Filing the duplicate copy for any changes

and rescheduling matters.
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Summer Sports Clinic

. Identification of Sports Activity for summer

programs and registration of participants.

. Information drive through text, posters,

tarpaulins, flyers, dissemination and lastly
media information through radio and
television.

JOEL R. BUGHO

1. Registration form
(with complete details)

2. Registration Fee if
any

3. Introduction of every Sports Activities 2 GIL L. ANFONE 3. Official Receipt
through coaches of every local sports Months
association.

4. Training of fundamental of the Games. IAN GUY-JOCO

5. Refinement of skills and correction.

6. Exposure of Sports Activities through MURITO P. CALAMAYA
tournaments.

7. Evaluation categorize and leveling of the
participants.

8. Graduation/ Culmination Program (if any) COACHES/ TRAINORS

Taekwondo Training Program 1. Information 16 IAN GUY-JOCO 1. Application form

2. Fill up application form hours /

3. Start of training Month 2. Uniform

4. Selection of athlete

Taebo Jam at the Park 1. Information/ dissemination of activity. Romulo fi B o b €laros
(anyone can join for free) 2. Schedule of Activity 2 Hours None None

(every Thursdays & Fridays, Saturdays &

Sundays)

Time:5:00am i 7:00am

Prepared by: e

L]

—

RGEELD&U. MELQUIADES
Administrative Aide |
(lob Order Worker)
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Noted by:

-

W/

10 n.f-nm;ﬁp-
City rts Diréttor




Republic of the Philippines

CITY GOVERNMENT OF TACLOBAN
BUSINESS PERMITS AND LICENSES DIVISION

TaclobanCity, Leyte

CITIZEN'S CHARTER

Frontline Services Procedure Time Responsible Person/s Requirements Amount
Payable
A. NEW BUSINESS: Step 1: File Business Permit Application 15 mins. MARY JEAN MALDA 1.DTI Business name registration/
a. Evaluation/verification MARIAN TINA MENDOZA Certificate
Single Proprietorship b. Electronic recording CINDY MAE PALANAS 2.Barangay Clearance
JANDELL PICA 3.Residence Certificate
Step 2: One-time assessment and 10 mins. City Treasurer
payment.
CINDY MAE PALANAS
Step 3: Issuance of Business permit. 2 mins. JANDELL PICA
B. RENEWAL.: 1.Business Application
1. Business Application -do- -do- -do- 2.Barangay Clearance

2. Barangay Clearance

C. TRANSPORT

MCH

Step 1: Surrendering of Business
Application and requirements

Step 2: Inspection of Unit (Pre- inspection)
Step 3: Assessment / payment

Step 4: Franchise and Police number
iIssuance

Step 5: Inspection of Unit with Police
number Assigned.

Business Permit
released within 1
hour upon
inspection and
submission of
business
application and
requirements

Frontline Service Employee
GREMILDA CINCO
MARILYN NAVAL
KAYE ANNE TORRE
GERRY ABILAR
RIA MAY SOLIVA

SERGIO SERONA JR.

GERRY ABILAR

OPERATOR
9 Residence certificate
1 Barangay clearance
9 Police clearance
1 TOMECO clearance
9 RPT clearance
I LTO OR/CR
9 LTFRB Franchise (PUJ/PUV)
1 Previous year business permit

DRIVER
1 Residence cert.
i Barangay clearance
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Step 6: Releasing of Business Permit and
releasing of Stickers.

RIA MAY SOLIVA

9 Police clearance
1 TOMECO clearance
9 Health card

f{Driveros | icens
D. PUJ/PUV Frontline Service Employee: OPERATOR
Step 1: Surrendering of Business Business Permit GREMILDA CINCO 1 Residence certificate
Application and requirements released within 1 MARILYN NAVAL { Barangay clearance
hour upon { Police clearance
Step 2: Inspection of Unit (Pre- inspection) | inspection and GERRY ABILAR  TOMECO clearance
submission of 1 RPT clearance
Step 3: Assessment / payment business RIA MAY SOLIVA  LTO OR/CR
Step 4: Police number issuance appli_cation and SERGIO SERONA JR. 1 LTERB Franchise (PUJ/PUV)
requirements . - -
Step 5: Inspection of Unit with Police ) GERRY ABILAR Jfliiogs vear business permit
number Assigned. DRIVER
Step 6: Releasing of Business Permit and KAYE ANNE TORRE IpResidenge cert.
releasing of Stickers. T Bar_angay clearance
1 Police clearance
1 TOMECO clearance
9 Health card
fDrivero6s Ilicens
E. PEDICAB Frontline Service Employee: OPERATORS

Step 1: Surrendering of Business
Application and requirements

Step 3: Assessment / payment (CTO)
Step 4: Police number issuance

Step 5: Releasing of Business Permit and
releasing of Stickers.

Business Permit
released within 1
hour upon
inspection and
submission of
business
application and
requirements

GREMILDA CINCO
MARILYN NAVAL

RIA MAY SOLIVA
SERGIO SERONA JR.

GERRY ABILAR
RIA MAY SOLIVA

1 Residence certificate

1 Barangay clearance

9 Police clearance

9 TOMECO clearance

9 RPT clearance

M LTO OR/CR

9 LTFRB Franchise (PUJ/PUV)

1 Previous year business permit
DRIVER

9 Residence cert.

1 Barangay clearance

9 Police clearance

1 TOMECO clearance

9 Health card

iDrivero6s | icens
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F. OCCUPATIONAL

Frontline Service Employee:

9 Health certificate

PERMIT Step 1: Submit occupational permit 15 mins NATIVIDAD HIDALGO { Barangay clearance
application and attached: ROCHELLE DE LOS SANTOS | q Police clearance
City Treasur er ( qLivebirth certificate (NSO)
Step 2: Assessment and payment 1 Residence certificate
_ g NATIVIDAD HIDALGO 1 Proof of payment/ O.R.
Step 3: Issuance of Occupational permits. ROCHELLE DE LOS SANTOS
SPECIAL PERMITS: Frontline Service Employee: 1 Letter of intent duly indorsed by
Step 1: Submission of a letter of intent 15 mins NATIVIDAD HIDALGO CMO & TOMECO
G.MOTORCADE addressed to the Local Chief Executive. ROCHELLE DE LOS SANTOS | { OR as proof of payment
PARADE CMO Receiving section
RALLY Step 2: Secure endorsement from
PROCESSION AND | TOMECO. City Treasurer
FUN RUN
Step 3: Assessment and Payment NATIVIDAD HIDALGO
Step 4: Issuance and release of Special ROCHELLE DE LOS SANTOS
Permit
Frontline Service Employee:
H. CARNIVAL/FERIA, Step 1: Secure Barangay resolution from 15 mins. NATIVIDAD HIDALGO

COCKFIGHT AND
BARATILLO

I. STREAMER,
PROMOTIONAL
SALE/ACTIVITY,
SOUND SYSTEM,
RECORIDA, AND
SPECIAL EVENTS

the barangay authorizing and signifying no
objection on the conduct of carnival, feria,
cockfight and baratillo at the barangay.

Step 2: Submission of a letter of intent
addressed to the Local Chief Executive.

Step 3: Assessment and payment

ROCHELLE DE LOS SANTOS

CMO Receiving section

City Treasurer

9 Letter of intent duly indorsed
from CMO to Business Permit
and Licenses Div.

1 Barangay resolution

9 Letter of intent addressed to the
Local Chief Executive and
CGSO.

9 OR as proof of payment
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J. EXHUMATION

Step 1. Present the following:

Frontline Service Employee:

PERMIT 1 Secure Death Certificate from the office 15 mins. NATIVIDAD HIDALGO 1 Endorsement from the City
of the Civil Registrar. ROCHELLE DE LOS SANTOS Health Office
1 Secure an endorsement from the City 1 Death certificate issued by the
Health Office. City Civil Regi
Step 2 Issuance of Permit
K. BURIAL PERMIT
L. TRANSFER OF
CADAVER
M. ISSUANCE OF Step 1: Secure and present the Frontline Service Employee: 1 Barangay clearance
MAY OROG S P E| requirements 15 mins. NATIVIDAD HIDALGO 1 Police clearance
WORK PERMITS ROCHELLE DE LOS SANTOS | § Court clearance
Step 2: Issuance and 1 O.R. as proof of Payment
Clearance
N. ISSUANCE OF Step 1: Secure a Barangay Certification
CERTIFICATION: re: No business operation in the 9 Barangay Certification
barangay and letter request. -re: no business operation in
1.Philippine Heart 15 mins. JULIE KRISTINE C. BACLEA- thebarangay
Center- Step 2: Presentation of Certification fee, AN
-Free Medication OR as proof of payment. DIZALYN LANORIAS 1 Certification fee , OR as proof
2. SSS Retirement of payment
3. Scholarship
4. BIR 1 Letter Request
O. CERTIFICATION Step 1: Secure a Barangay Certification
re: No business operation in the
RE: NONO- barangay and letter request. 15 mins JULIE KRISTINE C. BACLEA- | 1 Certification fee, O.R. as proof

COMPLIANCE OF
BUSINESS PERMIT
(PREVIOUS YEAR)

Step 2: Presentation of Certification fee,
OR as proof of payment.

AN
DIZALYN LANORIAS

of payment
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P. CERTIFICATION

RE: BUSINESS
PERMIT ON
PROCESS

Step 1 Present the following:

U O.R. of current year payment of
business tax assessment
U O.R. on Certification fee

1 Certification fee, O.R. as proof
of payment

9 OR on Business Tax
Assessment Current Year
Payment

Q. CERTIFICATE OF

Step 1. Secure Barangay certification

1 Certification fee, O.R. as proof

BUSINESS regarding non-operation of transport of payment
RETIREMENT service. JULIE KRISTINE C. BACLEA- | { Transport documents (Previous
(Transport) 15 mins AN year business permit, OR/CR
Step 2. Presentation of Certification fee, DIZALYN LANORIAS
official receipt, OR as proof of payment
Step 3. Presentation of Transport
documents.
V. FILING OF Step 1. Submit the letter of complaint ACTED UPON MARIA LUMEN P. TABAO
COMPLAINTS addressed to the Local Chief Executive. IMMEDIATELY | Supervising Admin. Officer IV | { Letter of complaint routed /
Office-In-Charge indorsed by Cit
Step 2. Follow up letter complaint at the (CMO)
Business Permit and Licenses Office.
Step 3. Inspection of Business
Establishment under complaint. ACTED UPON KIM QUILIOPE
IMMEDIATELY GERRY ABILAR
Step 4. Submission of Inspection Report
for
appropriate action of the BPLD Office-In-
Charge.
VI. COUNSELLING/ Step 1. Submit letter of information 1 Letter of information regarding
TECHNICAL addressed to the OIC, MARIA LUMEN P. CINDY MAE PALANAS the change of business
ASSISTANCE re: TABAO with attached: Acted upon JANDELL PICA ownership
immediately 1 DTI Certification- change of

OTHER BUSINESS:

A. CHANGE OF
BUSINESS
OWNERSHIP

1 DTI Certificaton
1 O.R. Change of business
ownership

Step 2. Updating of taxpayers electronic
record.

ownership
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B. CHANGE OF Step 1. Submit letter of information 9 Letter of information
BUSINESS addressed to the OIC, MARIA LUMEN P. 1 Barangay clearance
LOCATION TABAO with attached: (Current Business Location)
Step 2. Updating of taxpayers electronic
record.
C. CHANGE OF Step 1. Submit letter of information CINDY MAE PALANAS
BUSINESS NAME addressed to the OIC, MARIA LUMEN P. JANDELL PICA 1 Letter of information regarding
requirements: TABAO with attached: the change of business name.
1 DTI Certification- change of
9 DTI Certificaton business name
1 O.R. Change of business ownership
Step 2. Updating of taxpayers electronic Acted upon
record. immediately
Step 1. Submit letter of information
D. RETIREMENT OF | addressed to the OIC, MARIA LUMEN P. KIM QUILIOPE 1 Letter of retirement / closure
BUSINESS TABAO GERRY ABILAR
Copy furnished CTO.
Prepared by: Noted by: A
JULIEKRISTINE C. BACLEA-AN MARIA LUMEN P. TABAO
C/‘XO-Designate Supervising Admin. Officer IV

Office-In-Charge
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Republic of the Philippines
CITY GOVERNMENT OF TACLOBAN
MANAGEMENT INFORMATION SYSTEM DIVISION
Tacloban City, Leyte

CITIZEN'S CHARTER

Frontline Services

Procedure

Time

Responsible Person/s

Requirements

Amount
Payable

Epp (Electronic Portal
Payment) and Online
Assessment

U Connect at home
or at the Office.

U Can be accessed
anywhere in the
world with the
presence of an
internet connection
to perform online

Input Account Number/TDN and Pin Code

If assessment is ready then proceed to
payment
If not, the Gross Sales

Client will view assessment and pay at the Epp
portal. (EPP portal link is embedded ate the

> 2 mins

Client or assisted by:
- Randy B. Calahi
-Joshua G. Pacalan
-Heron Samson

Excellent Wifi signal
connection

payment LGU website)
transaction. ~
Web Electronic 1.Submits electronic copy of documents 1 min Requisitioner System request form
Publication together with the Request for Web Upload approved by MIS Head
2.Head, MIS evaluates file for uploading to 2 mins Randy B. Calahi
website
3.Upon receipt of approved request, Web 5 mins Lovely Ebin /
Master convert electronic document into file Roger F. Dacer
format compatible with Agency website setting.
4. Webmaster prepare code/pseudocode using | 5 days Randy B. Calahi

PHP editor/wordpress and upload code using

Assisted by:
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Web Service Protocol.

Joshua Pacalan

5. Webmaster informs the document owner 1 min Joshua Pacalan

that request have been undertaken.

6. Document Owner verifies the uploaded file 2mins Requisitioner

from the agency website.
Request for internet 1.Requisitioner submits letter request of 1 min Requisitioner Requisitioner submits letter
connection requesting Office Head duly approved by the request approved by the Local

Local Chief Executive to MIS Head. Chief Executive

2.Head, MIS evaluates location and approves 1 min Randy B. Calahi

JRF. Type of connection to be installed is also

identified.

3. If budget is allocated for the internet 2 mins Archie Alcantara

connection, as provided in the source & fund Assisted bhy:

by the Pre-Audit, same is forwarded to the Lyvera Faye Dolina

Head, MIS.

4. Head, MIS contact ISP (internet Service 2 mins Randy Calahi

Provider) for application and installation Assisted by:

Archie Alcantara

5. CMT test internet speed and setup security 5 mins Roger F. Dacer

access. Mamerto Tayobong
Requesting for IT 1.Requisitioner identifies IT equipment to be 2 mins Requisitioner Requisitioner submits
Resources purchased and submit to supply Officer Purchase Request to MIS

(desktop, laptop, printer other IT equipments Office

2.The Head, MIS evaluates request and 2 mins Randy B. Calahi

determines of IT equipment to be purchased Assisted by:

depending on the Office need. Archie Alcantara
Request for an IT Fill out the logbook/request form for fast 1 min Requisitioner Name of Office

Equipment Repair

information for the status of the equipment

Lyvera Faye S. Dolina
Assisted by:
Marcelo Malate

Equipment
Contact Number
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Will be interviewed by the help desk and will be | 3 mins Lyvera Faye S. Dolina
directly refer who will be the technician Assisted by:
assigned. Marcelo Malate
- In case no technician is available, the
help desk will take note and notify the
client
Request for ID issuance | For Regular Employees 2 mins Lyvera Faye S. Dolina 2x2 1D Picture

1. Fill out ID Form

For Casual Employees
1. Fill out ID Form
2. Submit Latest Contract

For JOB Order
1.Fill out ID Form
2. Submit Latest Contract

Archie P. Alcantara
Marcelo Malate

Employee Id No. from HRMDO
Signature
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Republic of the Philippines

CITY GOVERNMENT OF TACLOBAN
FISHERY LAW ENFORCEMENT TEAM

Tacloban City, Leyte

CITIZEN'S CHARTER

Frontline Services Procedure Time Responsible Person/s Requirements Amount
Payable
Enforcement Sea- borne patrol operation 24 hours / FLET Officers and PNP 9 Letter Order None
7 days a week detailed f Boarding Pass
In case of Apprehension: 1 hour Raul F. Duque f Spot Report
I.  Abandoned (Chief of Operation) q  Picture of Exhibit None
lllegal Logging:
1 Apprehension Receipt (from
CENRO)
] 1 Spot Report
. With apprehended person: 1 hour Raul F. Duque 1 Picture of Exhibit
U Interrogation/interview (Chief of Operation) 1 Letter Order None
1 Turn-over to Tacloban Police
Station
lllegal Logging:
1 Apprehension Receipt (from
CENRO)
Red tide Monitoring 1) Preparation of Equipments 5 minutes PRIMO T. NALDA JR. 1 Plankton net None
used in collecting sea water. (Chief of Red Tide f 4 pcs. Plastic Container (100 ml)
Monitoring) 9 Sinker
1 Nylon Cord (CL. 1M)
1 Diving Mask
1 Masking Tape
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2) Collection of sea water and 30 minutes PRIMO T. NALDA JR. 1 Plankton net
shell meat sample per (Chief of Red Tide 1 4 pcs. Plastic Container (100 ml) None
station. Monitoring) 1 Sinker
MARITO 1 Nylon Cord (CL. 1M)
V. f Diving Mask
LACABA
(Sampler)
, , 1 4 pcs. Plastic Container (100 ml)
3) Labeling 2 minutes PRIMO T. NALDA JR. 1 Masking Tape
ﬁ;:h'?tf O.f Red Tide 1 DATA(date/time/water depthness None
Baitoring) and transparency)
4) Preparation and submission 1 hour PRIMO T. NALDA JR. T gi%ﬁgZ{ejﬁmgll\?v;(elrogem:%Vr:/ess
of sea water and shell meat (Chief of Red Tide and transparency) P
samples to the laboratory Monitoring) 1 Shell meari @ r)c/)x 100 grams
(Bureau of Fisheries and i pprox. 9 None
Aquatic Resources R8) neat)
Letter request on Ocular inspection on applied area Within 24 Raul F. Duque 1 Inspection Report
applied fish (fish cage/pen installation) hours (Chief of Operation) (forwarded to City Administratord s none

cage/pen with
route slip from City
Agriculturist Office

PRIMO T. NALDA JR.

(Chief of Red Tide
Monitoring)

Office for Certification)

Approved by:

CARLOS DAVE L. CASTELLO"
Executive Assistant Il
FLET Coordinator
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Cl TI

Republic of the Philippines
CITY GOVERNMENT OF TACLOBAN
PUBLIC EMPLOYMENT SERVICE OFFICE
Tacloban City, Leyte

ZENOS

CHARTER

Frontline Services Procedure Time Responsible Requirements Amount
Person/s Payable
A. Referral and Placement | 1. PESO registers job seeker 3 mins. Katherine G. Pelino Resume (if available)
2. Job seeker Fill-up SRS Form 5 mins. Aime C. Asis
3. Job seeker is referred to the Job Vacancies 10 mins. | Evangeline L. Odivilas
Shopping Area
4. PESO conducts employment coaching to the job | 10 mins.
seeker
5. PESO makes Referral Letters (Maximum of 3 mins.
three(3) referral letters per Job seeker)
B. Skills Registration 1. PESO encodes SRS filled in by the applicants to 5 mins. Real V. Silagan Duly filled in SRS Forms of the job
on-line and off-line on-line (Phil-Job net) and off-line system Yumar B. Mercado seekers
C. Provision of Labor 1. Employer visits PESO to access LMI Katherine G. Peliio |1.Company BI R Lic
Market Information 2. Employer registers at PESO log book 3 mins. Evangeline L. Odivilas | 2. Company Business Permit/SEC
(LMI) 3. PESO requires employer to submit necessary Real V. Silagan Registration/DTI Registration
documents Yumar B. Mercado (any of which)
4. PESO verifies and evaluates submitted 5 mins. 3. Company ID of Authorized
documents Representative
5. PESO provides list of job seekers to the 3 mins. 4. List of company vacancies
employers
D. Local Recruitment 1. Employer submits Letter of Within Katherine G. Pelino | 1. Company BIR License
Activity (LRA) Intent (LOI) to PESO One (1) 2. Company Business Permit/SEC
2. Walk-in Employer register at PESO Logbook Day Registration/DT| Registration
3. PESO asks copies of <co (any of which)
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from the employer 3. Company ID of Authorized
4. PESO evaluates the intent and submitted Representative
documents of the company 4. List of company vacancies
5. PESO coordinates with DOLE
6. PESO approves the LRA
E. Special Recruitment 1. Employer submits Letter of Intent (LOI) to PESO Within Katherine G, Pelifio | 1. Agency POEA License
Activity (SRA) 2. Walk-in Employer register at PESO Logbook One (1) 2. BIR License
3. PESO asks copies of company documents from Day 3. List of Job Orders
the employer 4. Company ID of Authorized
4. PESO evaluates the intent and submitted Representative
documents of the agency
5. PESO coordinates with POEA
6. PESO approves the SRA
7. PESO gives NOC to the agency (either personal
or via e-mails)
F. Livelihood 1. Applicant visits PESO for inquiry 3 mins. Engr. Garry A. 1. Duly accomplished livelihood
Assistance 2. Applicant registers at PESO log book 10 mins. Soriano forms
3. PESO conducts pre-evaluation of the applicant Gladys S. Codilan 2. Barangay Certification
4. If qualified, PESO gives livelihood forms to be 3. Sketch of Residence
filled in by the applicant
5. Applicant accomplishes forms and other
requirements and submits the same to PESO
6. PESO conducts on-site evaluation of the
applicant
7. PESO makes proposal to be submitted to DOLE
8. DOLE evaluates submitted proposal
9. DOLE approves the proposal
10. DOLE procure the items in the proposal
11. DOLE delivers the items to PESO
12. PESO gives the items to the beneficiaries
13. PESO conducts monitoring and post evaluation
on the implementation of the livelihood programs
G. Other Support 1. Student applies at PESO Katherine G. Pelino | 1. Duly accomplished SPES
Services 2. Student registers at PESO Logbook 3 mins, Aimee C. Asis application form
A. Special Program | 3. PESO provides orientation to the student 10 mins. 2. Copy of Birth Certificate
for Employment | 4. If the student is interested and qualified, PESO 3. Certification by the school

of Students

gives the student SPES form with list of

registrar as to
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requirements to be accomplished a. His/her last enrollment and
5. Student accomplishes the requirements and b. His/her average passing grade
submits the same to PESO or copy of the original class
6. PESO evaluates the stu card of form 138
7. PESO approves and acceptst he st ude 4. Copy of parents
requirements Tax Return (ITR) or certification
8. PESO encodes the name of the student to the issued by the BIR that the
list of SPES qualified beneficiaries parents are exempted from
payment of Tax
5. For Out of School Youth (OSY),
certificate of good moral
character issued by the
authorized baranggay official
where the OSY resides.
B. Government 1. Applicant visits PESO 7 mins. Katherine G. Pelino | 1. Transcript of Records/Form 137
Internship 2. PESO provide orientation to the applicant Ma. Eleanor B. Egonio | 2. Copy of Live Birth
Program (GIP) 3. If the applicant is interested and qualified, PESO 3. 2x2 ID picture with name and
gives the applicant forms to be filled in and list of signature
requirements 4. GIP Internship form
4. Applicant accomplishes the forms and the
requirements and submits the same to PESO
5. PESO evaluates submitted documents
6. PESO approves and acce
requirements
7. PESO encodes the name of the applicant to the
list of qualified GIP beneficiaries
H. OWWA 1. OFW returnee visits PESO for inquiry 3 mins. Engr. Garry A.
Reintegration 2. PESO registers OFW returnee at log book (depends Soriano
3. PESO serves the concern of the OFW returnee on Katherine G. Pelifio
concern) Ma. Eleanor B. Egonio
Prepared by: Ncted by:
L/dfh%%gw- (E,ﬂ AT
MA. ELEANOR/EGON|O MILIA A. uz
PESO Staff © PESO Mahager
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CITY GOVERNMENT OF TACLOBAN

Republic of the Philippines

CITY SECURITY SERVICE OFFICE

Tacloban City Convention Center/Astrodome

TACLOBAN CiTy

CITIZENG CHARTER

FRONTLINE SERVICES PROCEDURE TIME RESPONSIBLE REQUIREMENTS AMOUNT PAYABLE
PERSON/S
1.Security Provision:

All  city government- | Deployment of | 24hours, 7 days | Security Staff for Operation, [U Attendance Log sheet No cost chargeable against
owned  buildings,facilities, | security officers and | a week at three | Security Staff for |U Detail Order/ Office Order any city government funds other
offices, health centers, | school guards to | (3) shifts | Administration, Security |U Daily Time Record than the compensation received
public markets,fish ports, | watch and secure | rotational secu- | Officersor School Guards |U Biometrics by regular and casual
slaughterhouse, terminal, | designated posts/ | rity provision. | assigned at their respective [U Logbook Entry employees and the agreed
transitional shelters,me- | areas of all city government installations and [ Weekly/Monthly stipulations in the service
morial ~ markers,  social | government-  owned facilities  including DepEd | Accomplishment Report contract of Job Order security
hubs,park& play-grounds, | facilities and school elementary and secondary personnel.

DepEd elemen-tary and | buildings. school premises

secondary school premises.

Action/Prevention

Strict implementa-tion

of security pro-
cedures to exempt
entry of unautho-rized
person(s) in specific
guarded vital
installations.

In case of

Apprehension:

conduct clarificatory
interview and sear-
ching questions for
documentation and

Immediately
upon
assumption  of
duty in all

assigned posts/
areas.

1 hour by radio,
cellphone or
any means of
communication

to expedite pro-
per dispositive
action

Security Staff for Operation

Security Staff for
Investigation

U Security Officers/ School
Guar ds-06bodko g

U Security Officers School
Guards assigned at the

=S

Deny entry of unscrupu-lous
and dubious person-alities to
negate illegal activity within
the guarded city government

and Dep Ed

properties.

school

Incident report of Security
Officers/or School Guard of

the affected area/post
Police /Brgy. Blotter
excerpt (if needed)
Exhibits (hard copy)
Investigative Report

Notarial fee  for legal
documentation personally
shouldered by the office and/or
interested party for the
reproduction  of  evidentiary
attachments/requirements..

Notarial fee for legal
documentation personally

shouldered by the office and/or
interested party for  the
reproduction  of  evidentiary

attachments/requirements..
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a) Proprietary Concerns:

(City Government-
owned)

b) Personnel Concerns:
(Internal)

the required inves-
tigation.

Documentation  and
investigationof re-

ports or complaints in
case of theft and
loss(es)incurredwith-in
the guarded pro-
perties of the city.

Procedural investi-
gation to erring and
undesirable mem-bers
of the security force.

Reception of contro-
verting answer/reply
with  supporting do-
cuments by con-
concerned to ensure
compliance to legal

11 2 days upon
receipt of the
informationbase
d on the availa-
ble documenta-
ry and testimo-
nial  evidence
on hand.

1 hour by radio,
cellphone or
any means of
communication

to expedite pro-
per dispositive
action.

2 days by letter
or memo which
shall be proper-
ly received by
security officer
concerned  to

respective government
installations/facilities and
school buildings.

Security Staff for
Investigation

Security Staff for
Investigation

Security Staff for
Investigation

Incident report of Security
Officers/or School Guards of
the affected area/post

Police /Brgy. Blotter

excerpt (if needed)

Exhibits (hard copy)
Investigative Report

Face to face conversation
between the parties or the
investigator for motuproprio
investigation on acts violative
of security policies rules and
regulations.

Evaluation and perusal of
documents with proper
recommendation based on

material evidence gathered.

Notarial fee for legal
documentation personally

shouldered by the office and/or
interested party for  the
reproduction  of  evidentiary

attachments/requirements..

No costs.

Notarial fee for legal docu-
mentation  personally  shoul-
dered by the office and/or
interested party for the repro-
duction of evidentiary attach-
ments/requirements.

processes. comply with
notice
requirement.
2.Inspection: Proportionate dis- | 24hours, 7 days Security Staff for U Logbook No specific amount or
tributionof security/ | a week at three | Operation/Shift Supervisors [ After Inspection Report of pecuniary charges other than
schoolguard  perso- | (3) shifts and designated Area Security Staff for Operation the expense for stationeries
nnel. rotational secu- Supervisors U After Inspection Report of used for accounting of duty
rity provision. Shift Supervisors and Area personnel by post/area.
Supervisor
3. Monitoring: Checking of Security | 24hours7 days Security Staff for U0 Logbook No specific amount or

23| Page




Officers or School

a week at three

Operation/Shift Supervisors

After Inspection Report of

pecuniary charges other than

24| Page

Guards assigned at (3) shifts and designated Area Security Staff for Operation the expense for stationeries
the respective go- rotational Supervisors U After Inspection Report of used for accounting of duty
vernment installa-tions security Shift Supervisors personnel by post/area.
and facilities provision.
including DepEd
school premises.

4.Reporting: Collation and con- | Weekly and Security Staff for U Logbook No specific amount other than
solidation of indivi- | Monthly  sub- Administration and U After Inspection Report of the expense for stationeries
dual reports from all | mission of re- Operation Security Staff for Operation used for accounting of duty
securityofficers,school | ports and After 0 After Inspection Report of personnel by post/area.
guards, Incident Report Shift Supervisors
ShiftSupervisors & | as they occur at
Area Supervisors. the respect- tive

post/area.
Prepared by:
2\




Cl

Republic of the Philippines

CITY GOVERNMENT OF TACLOBAN
TANGGAPAN NG SANGGUNIANG PANLUNGSOD

Tacloban City

T

ZENOS CHARTER

Frontline Services Procedure Time Responsible Person/s Requirements Amount
Payable
1. INTERNET 1.1 Submit Letter of Intent to apply for 5 minutes -Suzette Salvatierra -Application Letter (15 copies)
FRANCHISE Franchise of Internet Cafes Administrative Assistant I with sketch map of the location
APPLICATIONS 1.2 Enter said application in 5 minutes (Records Section) of the internet café and contact

the logbook

1.3 Refer the application to the Office of the
Floor Leader for calendar in the Regular
Session

1.4 Referral of the matter to the Chairman of
the Committee on Banks, Franchises and
Public Utilities and the Committee on
Games and Amusements

1.5 1% Reading

1.6 Sending of Notice of Committee Hearing

1.7 Committee Hearing

1.8 Committee Report

1.9 Calendar of the Application for Franchise
In the Regular Session for the requisite
legislative process (2", 3" Reading)

1.10 Printing, review of the Ordinance
granting Franchise

1.11 Signature of SP Secretary, SP
Members, Vice Mayor

1.11 Transmittal to the
Mayor for his signature

Every Monday
12 noon
( cut-off date)

In session

In session
Half day

2 hours
In session

1 hour

(10 days from
receipt if to be
lapsed into law)

- Ana Sofia Villarosa
Administrative Officer |
(Records Section)

Office of the Floor Leader

Office of the Hon. Victor Emmanuel
Domingo

-do-

- Ordinance and Resolutions
Section

- Atty. Maila Andrade, SP
Secretary, SP Members, Vice-
Mayor Jerry T. Yaokasin

- Ben Domingo Jr.,

- Assistant Local Legislative Officer

number of applicant
- Indorsement/Rec
ommendation from
BPLO
- Attendance in Committee
Hearing

Amount Payable: NONE
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2. CCREDITATION
OF NON-
GOVERNMENT
ORGANIZATIONS
(NGO) AND
PEOPLEGS
ORGANIZATION
(PO)

2.1 Submission of Duly accomplished
Application Form for Accreditation
together with its attachments in 15 copies;

2.2 Enter said application in the logbook

2.3 Refer the application to the Office of the
Floor Leader for Calendar in the Regular
Session

2.4 Referral of the matter to the Chairman of

5 minutes

5 minutes
Every Monday
noon

(cut-off date)

- Suzette Salvatierra
Administrative Assistant Il

- Ana Sofia Villarosa
Administrative Officer |

Administrative
Requirements for
Accreditation as per DILG
memorandum:

1. Letter of Application
2. Duly accomplished
application Form for

the Committee Accreditation In session Office of the Floor Leader Accreditation
2.5 Sending of Notice of Committee Hearing 3. Board Resolution
2.6 Committee Hearing Half day Office of the Hon. Raissa Villasin 4. Certificate of Registration
2.7 Committee Report 2 hours -do- issued by SEC or DOLE;
2.8 Calendar of the application for In session 5. List of Current Officers and
Accreditation in the Regular Session for members;
the requisite legislative process (Adoption 6. Annual Accomplishment
of Resolution) Ord/Reso. Section Report
2.9 Printing, review of the Resolution granting | 1 hour 7. Financial Statements;
Accreditation 8. Profile Indicating The
2.10 Signature of SP Secretary and Vice- Purpose and Objectives of
mayor the Organization
9. Copy of the Minutes of the
meeting of the Organization
Amount Payable:
NONE
3. Request for 3.1 Receive Letter Request; 5 minutes - Suzette Salvatierra, Letter Request
COPIES of 3.2 Request Client to register In the 5 minutes Administrative Assistant I And Valid ID is needed for
Ordinances or Borrowers Logbook; documents borrowed or
Resolutions 3.3 Provide date or information needed or 15 minutes Records Section or Ana Sofia photocopied
refer to other partner agencies/offices if Villarosa, AO |, Records Section Amount Payable:
needed; NONE

Amount Payable if Requesting
for Certified True

Copies: Php 50.00 per page
(per Revenue Ordinance,
Payable to the
Office
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4. REVIEW OF 4.1 Submission of Barangay Ordinance to 5 minutes Clarita Duenas, staff of Hon. Duly Approved Barangay
BARANGAY the Office Of the Liga ng Barangay; Pineda Ordinances
ORDINANCES 4.2 Review and Endorsement By Hon. Eden

Pineda; 1 day Hon. Eden Pineda Indorsement Letter from
4.3 Transmittal to the SP Records Section; Hon. Eden Pineda
4.4 Entry in the Logbook and calendar in the | 5 mins/Monday | Clarita Duenas
Regular Session; Cut-off
4.5 Referral to the Committee on Laws, Rules
and Privileges; In session Ana Sofia Villarosa, AO | Amount Payable: NONE
4.6 Calendar in the Regular Session as Office of the Floor Leader
Business for the Day; In session Hon. Jerry Uy, Chairman
4.7 Approval or Remand to Barangay of Committee on Laws
origin for Correction/s;
4.8 Preparation and Review of Resolution 2 days Ord/Reso Section
approving the Barangay Ordinance,
Printing of Final Copies and affixing of
Signatures
5. Receive 5.1 Submission to Records 5 minutes Ana Sofia Villarosa, AO | Maximum 15 copies (if needed
Communications/ Section for entry in the logbook; Chief, Records Section. / in session) or
5.2 Referral to concerned 10 minutes

Offices (Vice-mayor; Floor Leader;
Councilor);

5.3 Local Legislative process, as the case
may be.

Legislative Flow
in the adoption
of Ordinance or
Resolutions in
Regular
Sessions

Richelle Barbosa/Jocelyn Aralar

Vice-Mayor 6s Office

Desk

Minimum of 2 copies for
simple communications that
need to be calendared for
Agenda

ATTY .N. ANDRADE

SP Secretary
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Republic of the Philippines
CITY GOVERNMENT OF TACLOBAN
OFFICE OF THE CITY ADMINISTRATOR
Tacloban City, Leyte

CITIZEN'S CHARTER

Frontline Services Procedure Time Responsible Person/s | Requirements | Amount
Payable

Receives documents such | 1. For signature of the Admin staff(s) of the City Mayor's | Within the day upon | Juven Palomo NONE NONE
as PR's, OR's, vouchers, Office receipt
payroll etc. 2. Forwarded the same to the Office concerned after Jayson Hechanova

approval of the City Administrator on behalf of the City Geraldine Kempis

Mayor Marites Napal
Receives MCH Provisional | 1. Verified documents by the City Admin staff for Within the day upon | Maureen Paciencia NONE NONE
Franchise/Permits & completeness receipt
Licenses 2. For signature of the City Administrator Anne Margarette Palomo

3. Franchisee will receive his/her documents for

inspection of the vehicle
Receives Communication 1. Review by the City Administrator before final Within the day upon | Nancy Cabong NONE NONE

approval of the City Mayor receipt

2. Routed to City Mayor's Office Aaron Baconawa

Receives other documents | 1. For signature/approval of the City Administrator Within the day upon | Geraldine Kempis NONE NONE
such as DTRs, receipt Maureen Paciencia
accomplishment report,
etc.
Receives Special permits 1. For signature/approval of the City Mayor Within the day upon | Maureen Paciencia NONE NONE

receipt

Anne Margarette Palomo
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ECONOMIC ENTERPRISE MANAGEMENT

Republic of the Philippines
CITY GOVERNMENT OF TACLOBAN

Tacloban City, Leyte

CITIZEN'S CHARTER

DIVISION

Frontline Services

Procedure

Time

Responsible Person/s

Requirements

Amount
Payable

Receives documents for
Requirements in the
Application for Stall

*Present all the required
documents.

* Forward the documents to
the person In-charge.

Forwarded within
five (5) minutes
after checking
if all requirements
are complete.

Market Inspector/ Market
Supervisor/
Rutchel V. Aguirre

1. Letter of Intent ( state the desired business
activity.
2. Brgy. Clearance (Residence)

Receives documents for
Receives documents for
Conducting Promotional
Activities

*Present all the required
documents

* Forward the documents to
the person In-charge.

Forwarded within
five (5) minutes
after checking
if all requirements
are complete.

Market Inspector/ Market
Supervisor/
Rutchel V. Aguirre

1. Letter Request state the:
a. inclusive dates
b. activities
¢. number of persons involve
2. Market Clearance
3. Special Permit ( from the City Licensing
Office)

Receives documents for
Requirement in Securing
Market Clearance
(Stallholders)

*Present all the required
documents

* Forward the documents to
the person In-charge.

Forwarded within
five (5) minutes
after checking
if all requirements
are complete.

Market Inspector/ Market
Supervisor/

Christine Coringcoting-
Assessment

Rutchel V. Aguirre

1. Brgy. Clearance ( Residence)
a. City Agriculturist ( Fish Vendors, Agri'l
Products)
b. City Veterinary ( Meat, Chicken Vendors)
2. Certification
3. Official Receipt Clearance Fee
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Receives documents
Requirements in Securing
Market Certification

( P3 Beneficiaries)

*Present all the required
documents

* Forward the documents to
the person In-charge.

Forwarded within
five (5) minutes
after checking
if all requirements
are complete.

Market Inspector/ Market
Supervisor/
Rutchel V. Aguirre

1. Updated Payment of Rental Fee
2. Business Permit 2017
3. Certification Fee of 65.00

Released all approved/
signed documents

Record all approved/ signed
documents for release.

within a day upon
approval by the
Supermarket
Superintendent

Sheila M. Javier
Emmie M. Morales

Prepared by:

GUILLERMO A. PELINO

—
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Noted by:
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Republic of the Philippines
CITY GOVERNMENT OF TACLOBAN
TACLOBAN CITY BUS TRANSPORT
Tacloban City, Leyte

TERMINAL

CITIZEN'S CHARTER

Frontline Services Procedure Time Responsible Person/s Requirements Amount Payable

Processing for applying stall | 1. Visit Admin Office RAUL TABAO 9 Letter of Intent Application
/ ticketing booth rental 2. Register at the vi|5mins. | NELLY COMENDADOR 1 Residence Certificate Processed

3. Ask for the requirements / application form | 5 mins. | THE MANAGER { Barangay Clearance

4. Endorsement to City Admin / EEMAC for 2 days 9 Application Form

approval 1 Tax Clearance
9 2x2 ID Picture

PASSENGERS / 1. Visit Admin Office NELLY COMENDADOR 9 Formal written/ Verbal Take appropriate
COMPLAINTS / 2. File a formal complaint, verbal or written. 5 mins. | The Manager/ PNP Assistance | Complaint action/ Call the
ASSISTTANCE 3. Other concerns 5 mins. person/s involved
PUJ/ PUB/ 1. Visit Admin Office NELLY COMENDADOR 9 Formal written/ Verbal Take appropriate
OPRATORS/ 2. File a formal complaint, verbal or written. 2 mins. | The Manager/ PNP Assistance | Complaint action / Call the
COMPLAINTS 3. Other concerns 2 mins. person/s involved
PROCESSING OF 1. Visit Admin Office NELLY COMENDADOR 1 Endorsement letter from | Passes is
PASSES 2 Register at the vi|2mins. | RAULTABAO CSWDO / DSWD / Brgy. | processed and

3. Present endorsement letter from CSWDO / | 2 mins. Affairs scheduled.

DSWD / Brgy. Affairs

Approv?%\
EMMANUEL N. NAVAL

Terminal Manager
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Republic of the Philippines
CITY GOVERNMENT OF TACLOBAN

Tacloban City, Leyte

CITIZEN'S CHARTER

TACLOBAN CITY CONVENTION CENTER OFFICE

Frontline Services Procedure Time Responsible Person/s Requirements Amount Payable
Booking of Tacloban City | 1.Receive letter of request. 1 minute 1.Ronnel E. Cajefe 1.Letter of Request/Intent. 1.TCCC fees is based
Covention Center on the number of hours
per request of the
applicant/client.
2. Fill-out application form. 5 minutes 2. Applicant / Client 2.Completed application form.
3. Prepare assessment based 2-3 minutes 3. Celica E. Quebec/ 3.Signed assessment.
on the request number of hours. Ronnel E. Cajefe
4. Pay necessary fees 5 minutes 4. CTO/ BPLO 4.Photocopy of Official Receipt
and Special Permit.
5.Finalize reservation. 1 minute 5.Celica E. Quebec/
Ronnel E. Cajefe

Prepared by:

R nnelk . Cajefe
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in. Officer /Designate

Noted by:




Republic of the Philippines
CITY GOVERNMENT OF TACLOBAN
CITY BUDGET OFFICE
Tacloban City, Leyte

CITIZEN'S CHARTER

Frontline Services Procedure Time Responsible Person/s Requirements Amount
Payable
1.BUDGET 1 Issue Budget Call June 5 - City Budget Officer/ Al P, Budget Propos
PREPARATION & 1 Conduct Budget Forum Oct. 16 Vicente L. Dy llI office, Local Expenditure
MGT SERVICES 1 Prepare & Submit Budget Proposal Redentor Curate Program(LEP)
1 Review and consolidate Budget proposals Arah May Hidalgo
1 Prepare the LEP (Local Expenditure Program) Loi Janelle Avestruz
9 Prepare Budget message and BESF
9 Submit Executive Budget to SP
2.BUDGET 1 Receiving 3-5 mins Receiving clerk/ Approved POW, Proj. Proposal, PR
RELEASE - POW Adelina Labita & from Office Head;
SERVICES -Proj. Proposals Benedicto Capongcol Jr.
-PR
-APPOINTMENTS
1 Request for Funding
1. Funds Available 3-5 mins Jeanette Abrematea/ Approved Appointments from HR and
-Release of Allotment (LBM/ARO) Aileen Rose Ronda/ Chief Executive
(Augmentation/Regular) Pepito Malda
2. Approval Within 4 hrs
3. Funds NOT available 3-5mins | Vicente L. Dy llI
-Returned to concern office Adelina Labita/
B. Capongcol
1 Receiving 3-5 mins
-OR (Obligation Request) Adelina Labita/ Approved OR from Head of Office
1. Assign control numbers 3-5mins | B. Capongcol
2Encode ORO6s at the
3-5 mins

Execution System)
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3. Check for availability of funds:
-if not available?
-for release of fund
-returned to concerned office

Mabel Capili/
Jason Capongcol

-if available?
4. Link PR, PP, POW vs. ARO
5. Approval
6. Releasing Within 4 hrs
3-5 mins
3.BRGY. BUDGET & | 1 Receives from SB approved Brgy. 3-5mins | Adelina Complete documents as to:
MGT. SERVICES Appropriation Ordinance Labita/B.Capongcol a.Budget Message
1 Conduct Initial Review 20-30 mins b.Certified Statement of Income
1. Annual Budget (AB) 3-5 mins Dolores Tan c.Actual Income and Expenditures for
the past, current and budget year
2. Supplemental Budget (SB) d.Brgy. Expenditure Program
- Budgetary Requirement complete? e.Appropriation Ordinance
A If complete: 3-5 mins f. Actual and Estimated Output
-prepare endorsement letter to LFC Adelina Labita/ g.Minutes of Meeting
A If not complete: B. Capongcol h.YouthDev 6t Pr ogr am,
-returned to concerned brgy. 3-5 mins with approved Sb Resolution
i. Plantilla of Positions
j. Resolution for Adoption of BDP & AIP
k.AIP
4.0THER RELATED | 1 Receives document, Annual Dues, Quarterly 3-5mins | Adelina Labita/ 1 Complete documents indorsed from
SERVICES Release/subsidies, Donation(LFC) B.Capongcol Brgy. Affairs Office/CHO/DILG
1 Approved letter request from City
| Prepares OR/Voucher 3-5mins/ | Carla Angley/ Mayodr Office
Docs Arvel Banado

1 Approved LFC Resolution

Prepared by:

CARLA PQ.L\\I(IGLEY

Admin. Officer-Designate
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Noted by:
VICE A. DY 1
OIC-Cit dget Officer




Republic of the Philippines
CITY GOVERNMENT OF TACLOBAN
CITY ASSESSOR'S OFFICE
Tacloban City, Leyte

CITIZEN'S CHARTER

Frontline Services Procedure Time Responsible Person/s Requirements Amount Payable
A. ISSUANCE OF TAX DECLARATION
A.1. DISCOVERY/
NEW ASSESSMENT
A.l.a. UNTITLED | 1. Pre-evaluation of documents 30 mins Engr. A. Medalla/ A. Coringcoting/ . CASSO Form No. 1 None
LAND submitted. If complete, the request F. Encina/ . Sworn statement of the True
will be received, otherwise, the R. Tan/GV. Quejada/E. Jaro and Fair Market Values of
documents will returned to the the Properties
requesting party . Certification that property is
2. Record/Receive request 5 mins F. Betanzor/Dominador Taeza alienable and disposable
3. Referral to appraiser 10 mins Engr. D. Demillo from DENR
4. Evaluation of documents and 30 mins Engr. Demillo/A. Coringcoting/ . Approved application from
records verification F. Encina Engr. Medalla/ DENR
GV Quejada/R. Tan . Approved Survey plan from
5. Ocular Inspection 2 hrs Engr. Demillo/A. Coringcoting/ DENR
F. Encina Engr. Medalla/ . Authorization duly
GV Quejada/R. Tan subscribed or SPA, if the
6. FAAS Preparation 30 mins per Engr. Demillo/A. Coringcoting/ requesting party is not the
FAAS F. Encina Engr. Medalla/ owner. (NOTE: Subject of
GV Quejada/R. Tan Ocular Inspection)
7. Recommending approval 5 mins/FAAS Engr. D. Demillo
8. Printing of Tax Declaration and 10mins/Tax Engr. Demillo/A. Coringcoting/
Notice of Assessment Dec.& Notice of | F. Encina Engr. Medalla/
Assessment GV Quejada/R. Tan
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A.l.b. TITLED
LAND

9. Cross-checking of encoded Tax
Declaration & Notice of
Assessment with attached
documents

10. Approval of Tax Declaration and
Notice of Assessment

11.Release of Tax Declaration and
Notice of Assessment

1. Pre-evaluation of documents
submitted. If complete, the request
will be received, otherwise, the
documents will returned to the
requesting party

2. Record/Receive request

3. Referral to appraiser

4. Evaluation of documents and
records verification

5. Ocular Inspection

6. FAAS Preparation

7. Recommending approval
8. Printing of Tax Declaration and
Notice of Assessment

9. Cross-checking of encoded Tax
Declaration & Notice of
Assessment with attached
documents

15mins/Tax
Dec.& Notice of
Assessment

5 mins/Tax
Dec.& Notice of
Assessment
10 mins/Tax
Dec.& Notice of
Assessment

30 mins

5 mins
10 mins
30 mins

2 hrs

30 mins per
FAAS

5 mins/FAAS
10 mins/Tax
Dec.& Notice of
Assessment
15 mins/Tax
Dec.& Notice of
Assessment

Engr. A. Medalla

Engr. D. Demillo

F. Betanzor/Dominador Taeza

Engr. Medalla/ A. Coringcoting/
F. Encina/ R. Tan/ GV. Quejada/
E. Jaro

F. Betanzor/Dominador Taeza
Engr. D. Demillo

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. D. Demillo

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. A. Medalla

. CASSO Form No. 1
. Sworn statement of the True

and Fair Market Values of
the Properties

. Certified copy of the Free

Patent , Homested,
Miscellaneous Sales
Application or CLOA

. Certified copy of Title from

the Registry of Deeds

. Approved Survey Plan
. Other documents (Court

Decision/ Order, Approved
Application etc.)

. Authorization duly

subscribed or SPA, (NOTE:
Subiject of Ocular
Inspection)

None

36| Page




A.l.c. BUILDING

10. Approval of Tax Declaration and
Notice of Assessment

11.Release of Tax Declaration and
Notice of Assessment

1. Pre-evaluation of documents
submitted. If complete, the request
will be received, otherwise, the
documents will returned to the
requesting party

2. Record/Receive request

3. Referral to appraiser

4. Ocular Inspection of subject

property

5. FAAS preparation and verification
of documents

6. Recommending approval
7. Printing of Tax Declaration and
Notice of Assessment

8. Cross-checking of encoded Tax
Declaration & Notice of
Assessment with attached
documents

9. Approval of Tax Declaration and
Notice of Assessment

10.Release of Tax Declaration and
Notice of Assessment

5 mins/Tax
Dec.& Notice of
Assessment
10 mins/Tax
Dec.& Notice of
Assessment

30 mins/request

5 mins
10 mins
2 hrs

30 mins

5 mins/FAAS
10 mins/Tax
Dec.& Notice of
Assessment
15 mins/Tax
Dec.& Notice of
Assessment

5 mins/Tax
Dec.& Notice of
Assessment
10 mins/Tax
Dec.& Notice of
Assessment

Engr. D. Demillo

F. Betanzor/Dominador Taeza

Engr. Medalla/ A. Coringcoting/
F. Encina/ R. Tan/ GV. Quejada/
E. Jaro

F. Betanzor/Dominador Taeza
Engr. D. Demillo

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. D. Demillo

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. A. Medalla

Engr. D. Demillo

F. Betanzor/Dominador Taeza

AW

. CASSO Form No. 1
. Sworn statement of the True

and Fair Market Values of
the Properties

. Building Permit
. Building Plan
. Certificate of Completion or

Occupancy

. Affidavit of Ownership (if no

Building Permit)

. Tax Declaration of Lot
. Authorization duly

subscribed or SPA, if the
requesting party is not the
owner. (NOTE: Subject of
Ocular Inspection)

None
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A.1.d. MACHINERY]| 1. Pre-evaluation of documents 30 mins/request | Engr. Medalla/ A. Coringcoting/ 1. CASSO Form No. 1 None
submitted. If complete, the request F. Encina/ R. Tan/ GV. Quejada/ 2. Sworn statement of the True
will be received, otherwise, the E. Jaro and Fair Market Values of
documents will returned to the the Properties
requesting party 3.List of machineries and
2. Record/Receive request 5 mins F. Betanzor/Dominador Taeza equipment in details with
3. Referral to appraiser 10 mins Engr. D. Demillo corresponding acquisition
4. Ocular Inspection of subject 2 hrs Engr. Demillo/A. Coringcoting/ cost and estimated
property F. Encina Engr. Medalla/ economic life.
GV Quejada/R. Tan 4. Authorization duly
5. FAAS preparation and verification 30 mins Engr. Demillo/A. Coringcoting/ subscribed or SPA, if the
of documents F. Encina Engr. Medalla/ requesting party is not the
GV Quejada/R. Tan owner. (NOTE: Subject of
6. Recommending approval 5 mins/FAAS Engr. D. Demillo Ocular Inspection)
7. Printing of Tax Declaration and 10 mins/Tax Engr. Demillo/A. Coringcoting/
Notice of Assessment Dec.& Notice of | F. Encina Engr. Medalla/
Assessment GV Quejada/R. Tan
8. Cross-checking of encoded Tax 15 mins/Tax Engr. A. Medalla
Declaration & Notice of Dec.& Notice of
Assessment with attached Assessment
documents
9. Approval of Tax Declaration and 5 mins/Tax Engr. D. Demillo
Notice of Assessment Dec.& Notice of
Assessment
10.Release of Tax Declaration and 10 mins/Tax F. Betanzor/Dominador Taeza
Notice of Assessment Dec.& Notice of
Assessment
A.2 TRANSFER
A.2.a. UNTITLED | 1. Pre-evaluation of documents 30 mins/request | Engr. Medalla/ A. Coringcoting/ 1. CASSO Form No. 1 None unless
LAND submitted. If complete, the request F. Encina/ R. Tan/ GV. Quejada/ 2. Sworn statement of the True | property is
will be received, otherwise, the E. Jaro and Fair Market Values of subject of an
documents will returned to the the Properties encumbrance

requesting party
2. Record/Receive request

5 mins

F. Betanzor/Dominador Taeza

3. Certified copy of Deed
Conveyance

wherein Sec. 92
(B) of Ord. No.
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A.2.a. TITLED
LAND

3. Referral to appraiser
4, Evaluation of documents and
records verification

5.FAAS Preparation and
cancellation of previous record

6. Recommending approval
7. Printing of Tax Declaration and
Notice of Assessment

8. Cross-checking of encoded Tax
Declaration & Notice of
Assessment with attached
documents

9. Approval of Tax Declaration and
Notice of Assessment

10.Release of Tax Declaration and
Notice of Assessment

1. Pre-evaluation of documents
submitted. If complete, the request
will be received, otherwise, the
documents will returned to the
requesting party

2. Record/Receive request

3. Referral to appraiser

4. Evaluation of documents and
records verification

5.FAAS Preparation and
cancellation of previous record

10 mins
30 mins/FAAS

30 mins/FAAS

5 mins/FAAS
10 mins/Tax
Dec.& Notice of
Assessment
15 mins/Tax
Dec.& Notice of
Assessment

5 mins/Tax
Dec.& Notice of
Assessment
10 mins/Tax
Dec.& Notice of
Assessment

30 mins/request

5 mins
10 mins
30 mins/FAAS

30 mins/FAAS

Engr. D. Demillo

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. D. Demillo

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. A. Medalla

Engr. D. Demillo

F. Betanzor/Dominador Taeza

Engr. Medalla/ A. Coringcoting/
F. Encina/ R. Tan/ GV. Quejada/
E. Jaro

F. Betanzor/Dominador Taeza
Engr. D. Demillo

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

4 .Certificate Authorizing
Registration

5. Tax Clearance for the
Current Year

6. Approved plan

7. Official receipt of
Transfer/Sales Tax

8. Authorization duly
subscribed or SPA, if the
requesting party is not the
owner.

1. CASSO Form No. 1

2. Sworn statement of the True
and Fair Market Values of
the Properties

3. Certified Machine copy of
Title from the Registry of
Deeds

4. Certified machine copies of
Deed of Conveyance (eg.
Deed of Sale, Donation,
Extra Judicial Settlement)

5. Certificate Authorizing
Registration

2005-9-63 shall
apply.

P50.00 fee
andP15.00
documentary
stamp for
annotation of
attachment, levy
writ of execution,
adverse claim,
notice of list
dependents or any

similar transactions
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A.2.a. BUILDING/
MACHINERY

6. Recommending approval
7. Printing of Tax Declaration and
Notice of Assessment

8. Cross-checking of encoded Tax
Declaration & Notice of
Assessment with attached
documents

9. Approval of Tax Declaration and
Notice of Assessment

10.Release of Tax Declaration and
Notice of Assessment

1. Pre-evaluation of documents
submitted. If complete, the request
will be received, otherwise, the
documents will returned to the
requesting party

2. Record/Receive request

3. Referral to appraiser

4. Evaluation of documents and
records verification

5.FAAS Preparation and
cancellation of previous record

5 mins/FAAS
10 mins/Tax
Dec.& Notice of
Assessment
15 mins/Tax
Dec.& Notice of
Assessment

5 mins/Tax
Dec.& Notice of
Assessment
10 mins/Tax
Dec.& Notice of
Assessment

30 mins/request

5 mins
10 mins
30 mins

30 mins

Engr. D. Demillo

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. A. Medalla

Engr. D. Demillo

Engr. D. Demillo

Engr. Medalla/ A. Coringcoting/
F. Encina/ R. Tan/ GV. Quejada/
E. Jaro

F. Betanzor/Dominador Taeza
Engr. D. Demillo

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

6. Tax Clerance for the current

year

. Official receipt of

Transfer/Sales tax

8. Authorization duly

subscribed or SPA, if the
requesting party is not the
owner.

. CASSO Form No. 1
. Sworn statement of the True

and Fair Market Values of
the Properties

. Certified Machine copy of

Title from the Registry of
Deeds

. Certified machine copies of

Deed of Conveyance (eg.
Deed of Sale, Donation,
Extra Judicial Settlement)

. Certificate Authorizing

P50.00 fee for
annotation of real
estate mortgage,
property bond or
any other similar
transactions not
exceeding
P1,000.00 and
additional P1.00
every excess of
P1,000.00 or a
fraction thereof

P50.00 fee and
P15.00
documentary
stamp for
cancellation of real
estate mortgage,
property bond or
any similar
transactions.

P50.00 fee
andP15.00
documentary
stamp for
annotation of
attachment, levy
writ of execution,
adverse claim,
notice of list
dependents or any
similar transactions
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6. Recommending approval
7. Printing of Tax Declaration and
Notice of Assessment

8. Cross-checking of encoded Tax
Declaration & Notice of
Assessment with attached
documents

9. Approval of Tax Declaration and
Notice of Assessment

10.Release of Tax Declaration and
Notice of Assessment

5 mins/FAAS
10 mins/Tax
Dec.& Notice of
Assessment
15 mins/Tax
Dec.& Notice of
Assessment

5 mins/Tax
Dec.& Notice of
Assessment
10 mins/Tax
Dec.& Notice of
Assessment

GV Quejada/R. Tan

Engr. D. Demillo

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. A. Medalla

Engr. D. Demillo

F. Betanzor/Dominador Taeza

Registration

6. Tax Clerance for the current
year

7. Official receipt of
Transfer/Sales tax

8. Authorization duly
subscribed or SPA, if the
requesting party is not the
owner.

P50.00 fee for
annotation of real
estate mortgage,
property bond or
any other similar
transactions not
exceeding
P1,000.00 and
additional P1.00
every excess of
P1,000.00 or a
fraction thereof

P50.00 fee and
P15.00
documentary
stamp for
cancellation of real
estate mortgage,
property bond or
any similar
transactions.
(Sec. 92 (B) SP
Ordinance

A.3 CONSILIDATION
/SUBDIVISION/
PARTITION

A.3.a. LAND

1. Pre-evaluation of documents
submitted. If complete, the request
will be received, otherwise, the
documents will returned to the
requesting party

2. Record/Receive request

3. Referral to appraiser

4. Evaluation of documents and
records verification

30 mins/request

5 mins
10 mins
30 mins

Engr. Medalla/ A. Coringcoting/
F. Encina/ R. Tan/ GV. Quejada/
E. Jaro

F. Betanzor/Dominador Taeza
Engr. D. Demillo

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

1. CASSO Form No. 1

2. Sworn statement of the True
and Fair Market Values of
the Properties

3. Certified Machine copy of
Title from the Registry of
Deeds

4. Approved Consolidation/
Subdivision plan

5. Tax Clearance for current

None unless
property is subject
of an encumbrance
wherein Sec. 92
(B) of Ord. No.
2005-9-63 shall

apply.
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A.3.b.BUILDING

5.FAAS Preparation and
cancellation of previous record

6. Recommending approval
7. Printing of Tax Declaration and
Notice of Assessment

8. Cross-checking of encoded Tax
Declaration & Notice of
Assessment with attached
documents

9. Approval of Tax Declaration and
Notice of Assessment

10.Release of Tax Declaration and
Notice of Assessment

1. Pre-evaluation of documents
submitted. If complete, the request
will be received, otherwise, the
documents will returned to the
requesting party

2. Record/Receive request

3. Referral to appraiser

4. Evaluation of documents and
records verification

5. Ocular inspection
6.FAAS Preparation and
cancellation of previous record

7. Recommending approval

30 mins

5 mins/FAAS
10 mins/Tax
Dec.& Notice of
Assessment
15 mins/Tax
Dec.& Notice of
Assessment

5 mins/Tax
Dec.& Notice of
Assessment
10 mins/Tax
Dec.& Notice of
Assessment

30 mins/request

5 mins
10 mins
30 mins

2 hrs

30 mins/FAAS

5 mins/FAAS

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. D. Demillo

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. A. Medalla

Engr. D. Demillo

F. Betanzor/Dominador Taeza

Engr. Medalla/ A. Coringcoting/
F. Encina/ R. Tan/ GV. Quejada/
E. Jaro

F. Betanzor/Dominador Taeza
Engr. D. Demillo

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. D. Demillo

year

. Authorization duly

subscribed or SPA, if the
requesting party is not the
owner.

. CASSO Form No. 1
. Sworn statement of the True

and Fair Market Values of
the Properties

. Documents (Partition

Agreement)

. Tax Clearance for the

current year

. Authorization duly

subscribed or SPA, if the
requesting party is not the
owner.

None unless
property is subject
of an encumbrance
wherein Sec. 92
(B) of Ord. No.
2005-9-63 shall

apply.
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8. Printing of Tax Declaration and
Notice of Assessment

9. Cross-checking of encoded Tax
Declaration & Notice of
Assessment with attached
documents

10. Approval of Tax Declaration and
Notice of Assessment

11.Release of Tax Declaration and
Notice of Assessment

10 mins/Tax
Dec.& Notice of
Assessment
15 mins/Tax
Dec.& Notice of
Assessment

5 mins/Tax
Dec.& Notice of
Assessment
10 mins/Tax
Dec.& Notice of
Assessment

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. A. Medalla

Engr. D. Demillo

F. Betanzor/Dominador Taeza

A4
REASSESSMENT

1. Pre-evaluation of documents
submitted. If complete, the request
will be received, otherwise, the
documents will returned to the
requesting party

2. Record/Receive request

3. Referral to appraiser

4. Evaluation of documents and
records verification

5. Ocular inspection

6.FAAS Preparation and
cancellation of previous record

7. Recommending approval

8. Printing of Tax Declaration and

Notice of Assessment

9. Cross-checking of encoded Tax

30 mins/request

5 mins
10 mins
30 mins

2 hrs

30 mins/FAAS

5 mins/FAAS
10 mins/Tax
Dec.& Notice of
Assessment
15 mins/Tax

Engr. Medalla/ A. Coringcoting/
F. Encina/ R. Tan/ GV. Quejada/
E. Jaro

F. Betanzor/Dominador Taeza
Engr. D. Demillo

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. D. Demillo

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. A. Medalla

. CASSO Form No. 1
. Sworn statement of the True
and Fair Market Values of

the Properties

. Letter request
. Tax Clearance for the

current year

. Authorization duly
subscribed or SPA, if the
requesting party is not the

owner.

None unless
property is subject
of an encumbrance
wherein Sec. 92
(B) of Ord. No.
2005-9-63 shalll

apply.
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Declaration & Notice of
Assessment with attached
documents

10. Approval of Tax Declaration and
Notice of Assessment

11.Release of Tax Declaration and
Notice of Assessment

Dec.& Notice of
Assessment

5 mins/Tax
Dec.& Notice of
Assessment
10 mins/Tax
Dec.& Notice of
Assessment

Engr. D. Demillo

F. Betanzor/Dominador Taeza

A5
RECLASSIFICATION

1. Pre-evaluation of documents
submitted. If complete, the request
will be received, otherwise, the
documents will returned to the
requesting party

2. Record/Receive request

3. Referral to appraiser

4. Evaluation of documents and
records verification

5. Ocular inspection

6.FAAS Preparation and
cancellation of previous record

7. Recommending approval
8. Printing of Tax Declaration and
Notice of Assessment

9. Cross-checking of encoded Tax
Declaration & Notice of
Assessment with attached
documents

10. Approval of Tax Declaration and
Notice of Assessment

30 mins/request

5 mins
10 mins
30 mins

2 hrs

30 mins/FAAS

5 mins/FAAS
10 mins/Tax
Dec.& Notice of
Assessment
15 mins/Tax
Dec.& Notice of
Assessment

5 mins/Tax
Dec.& Notice of

Engr. Medalla/ A. Coringcoting/
F. Encina/ R. Tan/ GV. Quejada/
E. Jaro

F. Betanzor/Dominador Taeza
Engr. D. Demillo

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. D. Demillo

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. A. Medalla

Engr. D. Demillo

. CASSO Form No. 1
. Sworn statement of the True

and Fair Market Values of
the Properties

. DAR Order of exemption/

Conversion if not applicable,
a certification that subject
property is not covered by
CARP program/OLT; not
tenanted; conversion/
exemption approval is no
longer necessary.

. Tax Clearance for the

current year

. Site Development (field

inspection)

. Authorization duly

subscribed or SPA, if the
requesting party is not the
owner. Note: Subject of
Ocular Inspection

None unless
property is subject
of an encumbrance
wherein Sec. 92
(B) of Ord. No.
2005-9-63 shall

apply.
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11.Release of Tax Declaration and
Notice of Assessment

Assessment
10 mins/Tax
Dec.& Notice of
Assessment

F. Betanzor/Dominador Taeza

A.6 CORRECTION
OF ENTRIES ON
TAX DECLARATION

1. Pre-evaluation of documents
submitted. If complete, the request
will be received, otherwise, the
documents will returned to the
requesting party

2. Record/Receive request

3. Referral to appraiser

4. Evaluation of documents and
records verification

5.FAAS Preparation and
cancellation of previous record

6. Recommending approval
7. Printing of Tax Declaration and
Notice of Assessment

8. Cross-checking of encoded Tax
Declaration & Notice of
Assessment with attached
documents

9. Approval of Tax Declaration and
Notice of Assessment

10.Release of Tax Declaration and
Notice of Assessment

30 mins/request

5 mins
10 mins
30 mins

30 mins

5 mins/FAAS
10 mins/Tax
Dec.& Notice of
Assessment
15 mins/Tax
Dec.& Notice of
Assessment

5 mins/Tax
Dec.& Notice of
Assessment
10 mins/Tax
Dec.& Notice of
Assessment

Engr. Medalla/ A. Coringcoting/

F. Encina/ R. Tan/ GV. Quejada/

E. Jaro

F. Betanzor/Dominador Taeza
Engr. D. Demillo

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. D. Demillo

Engr. Demillo/A. Coringcoting/
F. Encina Engr. Medalla/

GV Quejada/R. Tan

Engr. A. Medalla

Engr. D. Demillo

F. Betanzor/Dominador Taeza

. CASSO Form No. 1
. Certified Copy of Title,

issued by the Registry of
Deeds

. Tax Clearance for the

current year

. Authorization, duly

subscribe if the requesting
party is not the owner.

None unless
property is subject
of an encumbrance
wherein Sec. 92
(B) of Ord. No.
2005-9-63 shall

apply.
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B. ANNOTATION/ CANCELLATION OF MORTGAGE/LIEN AND ENCUMBRANCE

1. Record/Receive request

2. Referral to appraiser

3. Pull out of FAAS and Tax
Declaration of subject property

4. Annotation on FAAS and Tax
Declaration

5. Approval of REM

6. Release of Tax Declaration

5 mins
10 mins
5 mins

15 mins

5 mins/TD
5 mins/Tax Dec

F. Betanzor/Dominador Taeza
Engr. D. Demillo

C. Yasay,

A. Claro

Engr. A. Medalla/A. Coringcoting
F. Encina/GV Quejada/R. Tan
Engr. D. Demillo

F. Betanzor/Dominador Taeza

. CASSO Form No. 1
. Mortgage Contract/

Cancellation of Mortgage
Contract

. Certified copy of tax

declaration/ owner's copy of
property subject of
mortgage

. Official receipt of the Real

Estate Mortgage

. Tax Clearance for the

current year

. Authorization duly

subscribed or SPA, if the
requesting party is not the
owner.

P50.00 fee
andP15.00
documentary
stamp for
annotation of
attachment, levy
writ of execution,
adverse claim,
notice of list
dependents or any
similar transactions

P50.00 fee for
annotation of real
estate mortgage,
property bond or
any other similar
transactions not
exceeding

C. ISSUANCE OF CERTIFICATION

C.1. NO PROPERTY/
PROPERTY
HOLDINGS

1. Pre-evaluation of documents
submitted. If complete, the request
will be received, otherwise, the
documents will returned to the
requesting party

2. Record/Receive request

3. Referral to Clerk

4. Property verification on records
and RPO cards
5. Preparation of Certification

5 mins/request

5 mins
3 mins

10 mins/person
or property
20 mins/
certification

F. Betanzor/Dominador Taeza

F. Betanzor/Dominador Taeza
Engr. D. Demillo/ E. Abulencia/
F. Maafio

M.D. Avila/ A. Claro

M.D. Avila

. CASSO Form No. 3
. Official Receipt of

Certification fee

. Authorization if requesting

party is not the owner, duly
subscribed

P50.00 certification
fee and
documentary
stamp of P15.00
per Ord. No. 2005-
9-63.

Research fee of
P10.00 per
property/ person
subject of request
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6. Cross checking with records 10 mins F. Maafio
7. Approval of Certification 2 mins Engr. D. Demillo/ E. Abulencia/
F. Maafio

8. Release of certification 5 mins F. Betanzor/Dominador Taeza
C.2. NON- 1. Pre-evaluation of documents 5 mins F. Betanzor/Dominador Taeza . CASSO Form No.2 P50.00 certification
IMPROVEMENT/ submitted. If complete, the request . Official Receipt of fee and
WITH will be received, otherwise, the Certification fee documentary
IMPROVEMENT/ documents will returned to the . Sketch of property subject stamp of P15.00
WATER requesting party of inspection per Ord. No. 2005-
CONNECTION OR 2. Record/Receive request 5 mins F. Betanzor/Dominador Taeza . Barangay Certification asto | 9-63.
ELECTRICAL 3. Referral to researcher for records 5 mins E. Abulencia/F. Maafio owner of land and building
CONNECTION verification . Photocipy of tax declaration | Research fee of

4. Records verification

5 mins/property

P. Parado/ A. Claro

(land)

P10.00 per

5. Referral to clerk for preparation of 5 mins E. Abulencia/F. Maaii . Authorization if requesting property/ person
certification party is not the owner, duly | subject of request.
7. Preparation of Certification 20 mins/ W. Cordero subscribed
certification
8. Approval of Certification 5 mins Engr. D. Demillo
9. Release of certification 5 mins F. Betanzor/Dominador Taeza
D. ISSUANCE OF CERTIFIED COPY OF TAX DECLARATION
1. Record/Receive request 5 mins C. Yasay/A. Claro . CASSO Form No. 4 P50.00 certification
2.Research with records 5 mins/property . Official Receipt of fee and
3.Printing of scanned Tax 5 mins/Tax C. Yasay/A. Claro Certification fee documentary
Declaration/ Photocopy Tax Dec. . Official receipt ev idencing stamp of P15.00
Declaration full payment of realty tax for | per Ord. No. 2005-
4. Signing of CXC of TD 5 mins/Tax Engr. D. Demillo/ E. current year, 9-63.
Dec. Abulencia/F.Maafio . Authorization if requesting
5. Release of CXC 5 mins C. Yasay/A. Claro party is not the owner, duly | Research fee of

subscribed

P10.00 per
property/ person
subject of request

47| Page




E. CANCELLATION OF TAX DECLARATION

1.Receive request for cancellation
2. Referral by Assessor
3.Field Inspection

4.Preparation of endorsement for
the Assessor's approval

5. Prepare endorsement from City
Assessor to the City Treasurer's
Office

6.Approval by the Assessor

7. Endorsement of Notice of
Cancellation to the City
Treasurer's Office

8 Cancellation of Tax Declaration,
FAAS and RPOC

5 mins
10 mins
4 hrs from
receipt of
referral
15 mins

15 mins

5 mins
5 mins

15 mins

F. Betanzor/Dominador Taeza
Engr.D. Demillo

Engr. A. Medalla/Engr. JL Ripalda/
R. Tan/GV Quejada

Appraiser assigned

Appraiser assigned

Engr. D. Demillo
A. Sabalberino/C. Yasay/A. Claro

E. Abulencia/F. Maafno

. Letter request for

cancellation

. Demolition permit, if any.
. Barangay Certification (if

needed)

. Real Property tax payment

None
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CITIZEN'S CHARTER

Republic of the Philippines

CITY GOVERNMENT OF TACLOBAN
OFFICE OF THE CITY TREASURER

Tacloban City, Leyte

Frontline Services

Procedure

Time

Responsible
Person/s

Requirements

Amount Payable

Payment of
Business Tax

1.Evaluation of declared gross sales and
issuance of tax assessment for
presentation during payment.

10 to 30 minutes
in (1) one
asessment

Business Tax
Division, Evaluators
and Assessment
Personnel

UNIFIED Form duly verified
by BPLD.

Per declared gross sales

2. Payments and issuance of official | 10 to 20 minutes | Revenue Collection UNIFIED Form Per declared gross sales
reeipt for presentation to BPLD for their | per transaction Officer/Collection
i ssuance of Mayor 6s Staff
Payment of Special | 1. Present the documents above stated Staff, Bus. Tax & -do- -do-
Permit for assessment of tax due. Fees Div of CTO.
2. Payment of tax due and receive official
receipt for presentation to BPLD for the Revenue Collectors -do- -do-
i ssuance of Speci al
Payment of Other 1. Present the TOP for payment sand | 10 to 20 minutes | Revenue Collectors -do- -do-
Fees and Charges issuance of official receipt. per transaction
Payment of Proceed to the teller for payment and | 10 to 20 minutes | Revenue Collectors | Val i d | D6 s ( S § Basiccomm. TaxplusAd d

community tax
certificate(individual
& Corporate)

issuance of Comm. tax cert. /corporate
Tax Cert.

POSTAL, Office ID), Payslip,
ITR

Comm. Tax of P1.00 for
every P1,000.00 of Gross
receipts.

Payment of
Professional Tax

Proceed to the teller for payment and
issuance of Professional tax.

10 to 20 minutes

Revenue collectors

Present annual registration
card issued by PRC

Corporate Tax P500.00 plus
Addt 61l P2.00
P5,000.00 of Assessed
value of Real Properties

f
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As prescribed in Ord. N0.99-
58.

Accepts payment of
Real Property Taxes

Payment of Transfer
Tax

Secure real property tax assessment

Presentation of the above stated
requirements  for  verification and
computation/issuance of transfer

tax/sales tax assessment.

Payment of transfer tax/sales tax/tax
clearance fee including doc. Stamps.

Present official receipt for payment of
transfer tax/sales tax tax clearance plus
doc.stamps, and submit true copies of the
required docs. For issuance of tax
clearance for purposs of transfer of title.

10 to 15 minutes
per tax
declaration

10 to 15 minutes
per transaction

10 to 15 minutes
if not peak
season

10 to 20 minutes

RPT Division Staff

RPT Division Staff

Revenue Collection
Officers/Collection
Staff

RPT Division Staff

Latest copy of Official
Receipts/Tax Declaration

Taxes are paid up to current
year

Certified True Copy of Title
from ROD.

Cert. Xerox copy of tax
declaraion, Deed of Absolute
Sale, Deed of Donation
Photocopy of valid ID

Tax Celarance
Fee/Certification and
Documentrary Stamp
Special Power of
Attorney/Authorized Letter if
not the owner
Cedula-Individual or
Corporate Tax Cert.

If Annual Tax is paid on or
before January 31 - 20%
discount

If paid on or before the last
day of the 1%t month every
quarter -15% discount

If paid within the quarter i
10% discount

Transfer Tax/Sales Tax Fee:
45% of 1% of the total
consideration involved in the
acquisition of the property or
of the market value which
ever is higher.

Tax Clearance fee of P50.00
plus Documentrary stamps
of P15.00=P65.00

Tax Clearance fee of P50.00
plus Documentrary stamps
of P15.00=P65.00

Certified True
Copies of Official
Receipts and any

Records

Submit letter request for certified true
copy to receiving officer. CTO receiving
officer endorses the letter to concerned
CTO Division for research purposes or

Half day
(minimum)

Staff,
Administrative
Division

Letter request from the
taxpayer/client.

Certified True Copy P50.00
Plus Documentary Stamp
P15.00
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digging from files the triplicate copy of
official receeipt.)

Payment of required fee and receive
official receipt.

Present Official Receipt to concerned
division of CTO for the issuance of
Certified True Copy of document as
requested.

10 to 15 minutes

10 to 20 minutes
per transaction

Revenue
Collectors

Staff, Admin
Division/RPT
Div./Bus. Tax &
Fees Div./Cash

Disbursement Div.

-do-

Certified True Copy P50.00
Plus Documentary Stamp
P15.00

Issuance of
Certificate of
Business
Retirement

Submit letter of Intent address to the City
Treasurer.

Issuance of Closure advice to client and
given the requirement for closure.

Ocular inspection as per schedule.
Submission of all requirements
Review of retired business documents
and evaluation of gross sales fpr

recommending approval.

Issuance of Certificate of Retirement and

10 minutes

3 days

1 day
3 days
10 to 20 minutes

per document

10 to 20 minutes

Staff,
Administrative
Division

BPLD Inspector

Staff, BusinessTax
Division

Inspector (BPLO)
Division Head,

Business
TaxDivision

Division Head, Bus.

Single Proprietor:

Brgy. Clearance; Percentage
Tax, if any/Gross Sales;
Lease Contract, if lessee;
Accomplished application
form of retirement in triplicate
copies; Current year
Community tax cert.;
Slaughter report for
meat/chicken vendor

Brgy. Clearance; Secr et ar

Rport/Board Resolutiion;
Financial Statement;

Certified True Copy fee of
P50.00 plus

Documentrary stamps of
P15.00=P65.00

Final approval Tax/ City Accomplished application
Treasurer form of retirment in triplicate
copies.
Issuance of Tax Payment of tax clearance fee /certification | 10 to 15 minutes | Staff, RPT Offical receipt for tax Tax Clearance fee of P50.00
Clearance and or fee and receive official receipt Division for Tax clearance plus Documentrary stamps
Certification Clearance of P15.00=P65.00
Staff, Business
Tax Div. for

certification
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Present official receipt to the concerned
CTO division for the release of document
as requested

10-15 minutes | Staff,
Administrative
Division for
certification

Official receipt for certification

Certified True Copy P50.00

1*"&“*\{,

EDNAC. MOLINO

Administgative Officer 1
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Noted by:

p M MK,
FE G. NAPOLES
OIC-Agst..City Treasurer

Approved by: )
zos:i& A. CORDANO

City Treasurer




Republic of the Philippines
CITY GOVERNMENT OF TACLOBAN
CITY ACCOUNTANT'S OFFICE
Tacloban City, Leyte

CITIZEN'S CHARTER

Frontline Services Procedure Time Responsible Person/s Requirements Amount
Payable
Receives the Certificateof |ASubmit requests to the 1 minute REGEME ALGO Certificate of Clearance
Clearance from AStamp "received" and re Admin Aide |
Requisitioner AForward to | melda Kempi Receiving Section
Receives the Certificate of A Write the Money accoun 1minute IMELDA KEMPIS Certificate of Clearance
Clearance for Money besides the name of the City Accountant Admin Asst Il
Accountability Verification AForward the clearance f Admin Officer-Designate
Noel Yu
Receives the Certificate of A Verify the property ac| 2minutes DAVID TATIERRA 1. Certificate of Clearance
Clearance for Property A  Attach a photocopy of Admin Asst Il 2. Bank Certificate of Loan
Accountability Verification any Supply Officer Balances
AWwr it e t hfeaccaunabilityidn the clearance 3. Service Record
form and initials besides the name of the City 4. Computation of Leave
Accountant Credits
AForward the clearance f NOEL YU 5. Affidavit of Undertaking
Admin Asst Il
Receives the Certificateof |A Approve the clearance 1 minute SALVADOR A. ABINA JR. | Approved Certificate of

Clearance for Approval

A Forward to I melda Kemp

City Accountant

Clearance
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Released of the A Release the Certificat| 1minute IMELDA KEMPIS Certificate of Clearance

Accomplished Certificate of | Requisitioner before acknowledging the same Admin Asst Il

Clearance (Money and through a signature in the logbook Admin Officer-Designate

Property Accountability)

Receives the Barangay Review correctness of the budget 10 minute ANALYN REYES Barangay Annual Budget
Admin. Aide VI

Annual Budget for Review
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Approved by:

/ //
y

S DOR A. ABINA,JR.
City Accountant




Republic of the Philippines
CITY GOVERNMENT OF TACLOBAN
CITY ENGINEER'S OFFICE
Tacloban City, Leyte

CITIZEN'S CHARTER

Frontline Services Procedure Time Responsible Person/s Requirements Amount
Payable
Receives all incoming 1. Submit letter requests/communication to the 2-3 minutes | Paulita Colminar Letter NONE
documents/ requests receiving clerk for recording Ma. Gina Acuin Route Slip
2. Attaches route slip and forwards
documents/requests to secretary of City
Engineer.
3.Receives document and signs logbook and 1-2 minutes | Magdalina Pantas
forwards documents to head of office.
4.Head of office endorses request to division 2-3 minutes | Engr. Dionisio De Paz
head concerned for necessary action Heads Of Division
Preparation of Program 1. Office head directs preparation of POW and 3-5 days Engr. Dionisio De Paz Identified project must be NONE
of Work, Detailed Detailed Estimate for an identified Project. Engr. John Manuel Say included in the AIP
Estimates and Plans Shekinah Marie Riveral
Engr. Danilo Macabingkel
Engr. Roberto Yepes
Ronel Saladaga
Jose Esperas
2.Checks accuracy and correctness 1-2 hourse | Engr. Felipe Picardal
Engr. Simeon Gaduena
3. Approval 2-3 minutes | Engr. Dionisio De Paz
4. Forwarded/Endorse to City Mayor for approval 2 minutes | Magdalina Pantas

Local Chief Executive
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Application and Issuance
of Building Permits,
Excavation and Ground
Preparation Permit,
Demolition Permit,
Electronics Permit, and
Mechanical Permits

1. Submit application form together with other
required documents to receiving clerk of the
building permits division

2.Evaluate the completeness of documents
submitted

3. Advise the client that a team will conduct an
ocular inspection.

4. Evaluation of submitted Bldg. Plans and
assessment of regulatory fees.

5. Conduct final inspection of newly completed
buildings (Gov's and Private building)

6. Order of Payment

7.Payment of fees

8. Review & Final evaluation

9. Recommending approval of permit
10. Approval of Permit

11. Issuance/releasing of Permit

Minimum of
7 working
days
processing
of application
with
complete
docs.

2-5 minutes
15 minutes
2-3 minutes
2-3 minutes
2-3 minutes

Carmela Quisay
Maria Reah Morante
Lemuel Linde

Roberto Gabriana

Engr. Simeon Gaduena
Engr. Arnel Brillo

Engr. Filemon Tandinco Il
Engr. Roy Endriano
Engr. Adonis Acuin
Engr. Jimmy Barrot
Engr. Dino Alvin Tiu
Archt. Shekinah Marie
Carmela Quisay

Maria Reah Morante
Lemuel Linde

City Treasurer's Office
Roberto Gabriana
Engr. Felipe Picardal
Engr. Dionisio De Paz
Uldarico Tanare

Jan Hoven Dela Cruz

1.Barangay Clearance
2.Locational Clearance
3.Tax Declaration
4,Tax Clearance
5.Title of Property
6.Sketch Plan of lot
7.Building Plan

Computation
of Regulatory
fees
according to
structure
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Application and Issuance
of Occupancy Permit

1. Submit Endorsement/Recommendation for
Fire Safety Inspection Occupancy from the
Bureau of Fire Protection

2. Received, evaluation and recording of
application and other required documents.

3. Verification of documents
4. Inspection of building and assessment of
fees

5. Payment of fees at the City Treasurer's
Office

3 minutes

20 minutes

20 minutes
1 day
(Dependent
on
availability of
the vehicle)

Engr. Roy Endriano

Carmela Quisay
Maria Reah Morante
Lemuel Linde

Roberto Gabriana
Engr. Marian Collante

Fire Safety Inspection
Occupancy Endorsement
and clearances from
regulating offices
1. Application Form
2. Duly Accomplished
completion form
3. Duly Accomp. Final Elect.
Inspection form
. Approved Bldg. Permit
. 2 picture of the bldg.
. Recent Tax Receipt
. Recent Tax declaration
. Brgy. Clearance for
electric Permit
9. Sketch Plan/Location
Map
10. As-built Electrical Plan
11. 1 set As-built Plan
12. Approved bldg. plans
13. Daily Activity logbook
14. Long Folder w/ fastener
15. Certificate of Fire Safety
Inspection

o N o o b

Official Receipt

Per
computation
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6. Acceptance of official Receipt

7. Preparation of Certificate of Occupancy

8. Processing & Approval

9. Final Evaluation and recommendation

10. Recommending Approval
11. Approval
12. Recording & Releasing

3 minutes

20 minutes

3 days

20 minutes

5-10 minutes
5-10 minutes
5-10 minutes

Carmela Quisay
Maria Reah Morante
Lemuel Linde

Carmela Quisay

Maria Reah Morante

Lemuel Linde

Engr. Simeon Gaduena-land
use

Engr. Filemon Tandinco lll-
Civil structural

Engr. Roy Endiano-Electrical
Engr. Dino Alvin Tiu-
Mechanical

Engr. Jimmy Barrot-Sanitary
& Plumbing

Engr. Adonis Acuin-
Electronics

Engr. Arnel Brillo-Geodetic
Shekinah Marie Rivera-
Architectural

Engr. Marian Collante/
Engr. Felipe Picardal

Engr. Felipe Picardal
Engr. Dionisio De paz
Uldarico Tanare

Jan Hoven Dela Cruz

Official Receipt

Certificate of Occupancy
and other supporting
documents

Certificate of Occupancy
Certificate of Occupancy
Certificate of Occupancy
and other pertinent
documents
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Application for Water and | 1. Conduct of on-site inspection and verification 1 day Area Building Inspectors/ Certificate from City Per
Electrical Connection 2.Issuance of assessment for payment 30 minutes | Engr. Roy Endriano Assessor's Office re: computation

3. Payment of fees City Treasurer's Office ownership of property

4. Processing, Approval and release of permit Roberto Gabriano/

5. Review and countersign of Permits Engr. Roy Endriano

6. Approval/Signature of Permits Engr. Felipe Picardal

Engr. Dionisio De Paz

Acquisition and payment | 1. Title of lots (certified xerox copy from Land 20-30 Roberto Gabriano Per
of lots offected by Registration Authority) minutes computation
government project about | 2. Sketch plan of lot (showing lot affected)
the following documents | 3. Tax Declaration
to evaluation 4. Tax Clearance on updated tax receipt

5. Letter demanding payment for just

compensation

6. Review of claim Engr. Felipe Picardal

7. Approval of claim Engr. Dionisio De Paz
Settlement of boundary  |1. Title of lots for both parties Minumum of | Roberto Gabriana
and Land disputes 2. Updated sketch plan of lots 2 days

3. Tax Declaration of lots review Engr. Felipe Picardal

4. Approval Engr. Dionisio De Paz
Building Inspection and  |1. Area building inspectors prepare report 1-2 days Engr. Marian Collantes

Apprehensions

regarding violations of PD1096/
C.0.98-08/2013-11-18/PD 1067

John John Arteche
Ramil Dela Cruz
Eulogio Coarte
Jerry Barrot

John Jandumon
Steve Fevidal
Gerardo Ripalda
Jerioberto Bato
Roger Biano
Romeo Gaviola

59| Page




Arturo Blente Jr.
Leo Jun Basog
John Carniel Druga
Lito Ravelo

2. Preparation of documents for cases indorsed 1 day Katherine Asebal
to legal office Juanita Falguera
3. Notices served to violators 2 hours Engr. Dionisio De Paz/
4. Approval of Judicial affidavit and other Area Inspector
documents
5. Endorsement of cases filed Engr. Dionisio De Paz
Monitoring and Inspection |1. Request for inspection of on-going infra Engr. Filemon Tandinco llI NONE
of City Infrastructure projects from contractors for billing purposes. Engr. Danilo Macabingkel
projects 2. Preparation submissions of Accomplishment Wilbert Quintero
Report Engr. John Manuel Say
Engr. Manuel Mate
Engr. Joel Igana
Aldous Kim Andrade
3. Filing of Accomplishment Report Merlinda Martinez
4. Review of Accomplishment Report Engr. Felipe Picardal
5. Approval of Accomplishment Report Engr. Dionisio De Paz
Clearing/declogging/ 1. Endorsement from Barangay Affairs office is 2-3 minutes | Diana Bumlao
dredging of canals and received and recorded Sheryl Carfiete
waterways. Repair of city |2. The head of office directs division head 1-2 minutes | Engr. Dionisio De Paz
hall bldg. & other concerned to act on the service requested Engr. Virgilio Concepcion
facilities. Removal of 3. Job-order slip is prepared, approved and 2-5 minutes | Diana Dumlao

illegal structure/
demolition/ clearing of
debris/ Garbage
Collection at North
Tacloban

4.

issued to the foreman of the team
Team foreman lead the delivery of the
requested service.

Sheryl Cafete
Nemesio Fraga
Alberto Jaucian Jr.
Dante Varona
Domingo Urbasido
Teodoro Madrigal
Zaldy Quero
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Provision for the use of
service truck/Bus and
other heavy equipment

1. Submit letter request/communication to
Department for approval

2. Department head approves request

3. Endorse request to Motorpool Division head

4. Division Head prepared/gate pass slip to the
driver concerned

Engr. Dionisio De Paz

Engr. Edgar Conise
Driver

Booking for the use of
CEO Conference Room

1. Submit letter request for approval by
Department Head
2.Booking / Availability

Engr. Dionisio De Paz

Joyce Soriano

Recommending Approval

Ador—
ENGR. FELIPEA. PICARDAL

Acting Assiét. City Engineer
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Approved:

. e e T,

ENGR. DIﬁNISID O. DE PAZ

City Engineer




Republic of the Philippines
CITY GOVERNMENT OF TACLOBAN
CITY ARCHITECT'S OFFICE
Tacloban City, Leyte

CITIZEN'S CHARTER

Frontline Services Procedure Time Responsible Person/s Requirements | Amount
Payable
1.DOCUMENTS RECEIVED 1. Receive and record documents or communication 3 mins. | Ms. Jovelyn C. Galo Requires an I.D
FROM MAYORG6S OF letter from Mayor és Of fi Administrative Officer and Contact
OTHER DEPARTMENT / | NGOO6 s ; number.
AGENCI ES [/ 1 NG( (Frontline In-charge) Mr. Demart P. Rupa
Liaison/Maintenance
A. Communication
B. Requests Mr. Jose E. Boco
C. Assistance Liaison/Maintenance
D. For Planning & Design
E. For implementation
2. Address all received documents or communication | 10 mins. | Arch. Danilo M. Fuentebella, FUAP
letter; City Architect
(Department Head)
3. Delegate the documents or communication letterto | 5 mins. | Arch. Danilo M. Fuentebella, FUAP
the division in-charge for comments or City Architect
recommendation if needed;
(Department Head)
4. Review / verify / and submit reports, Design, Plans Division In-Charge-
and POW or recommendation to the Department (Period/time shall be based to the
Head: technical aspect of the
A * A projects/concern):
A) Design Conceptualization /Space Planning; 1 week | Arch. lan Perez, UAP
B) Design Development Plans (Preparation of Design & Planning In-charge
working Drawings)
- Site Development Plan 1 week | Arch. Rhea Jean B. Baifio, UAP

- Section

Designer
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