CITIZEN’S CHARTER
CY 2024



BAGONG PILIPINAS

MANDATE

The City Government of Tacloban is mandated to deliver basic, regular, and direct services and effective
governance to its inhabitants.

VISION

A Globally competitive, green and resilient city, propelled by God-loving, gender responsive leaders and
empowered citizenry.

MISSION

To develop Tacloban into a resilient, commercial and industrialized city with a fast-growing economy, ecological
balance and

Social equity to maintain its status as the strategic hub of Eastern Visayas.



TABLE OF CONTENTS

A A0 N PP i
Y 1) L PP i
IS 3] ] N P i
LAY =1 I O T o O @ ]\ I A 1 PPN i
CITY MAYORIS OFFICE ...ttt ettt ettt e ettt e et e e ettt e e e et e eeeta e e e et e e e saa e e e san e e e sa s e e saa e e s saa e e e san e e e saneesesn e eesanseessanseessnneeessnaeres 1
RECEIVING OF COMMUNICATION LETTERS ... ittiitteitteitteatte et et e st e st e st e st e e s ateesateesabeesabeesateesabeesateeaabeesabeesabeeeabeesab e e e ek et e abe e e abee et et eabeeeabeeeabeeeabeeebeeeabeeenneeanbeeenbeeenneeenneeans 2
RECEIVING OF COMMUNICATION LETTERS THROUGH EIMALL ....ceiiiiiiiiee ittt sttt sttt sttt st sttt st et s bt e st et s bt e s abee st et e b et e abee e be e e abeeeabeeesbeeeaneeeneeenneeenneeenneens 7
RECEIVING OF DOCUMENTS FOR THE SIGNATURE OF THE CITY MAYOR OR HIS DULY AUTHORIZED REPRESENTATIVE ... 10
REQUEST FOR THE ATTENDANCE/ PRESENCE OF THE CITY MAYOR TO VARIOUS ACTIVITIES AND EVENTS ..uuiiiiiie ettt steesre e ste s te e stae e tteesteesaeesnaeesaneesnneas 15
REQUEST TO SCHEDULE A MEETING OR COURTESY VISIT WITH THE CITY IMAYOR .ttt ettt et et et e e ettt bttt ettt et eeeeeaaaaaeeaaesaasaaaa e nnnnnnsssbanbeeneeeeeeeeeeens 18
REQUEST TO SCHEDULE A CIVIL WEDDING ...cuuttiitieititeittteitt ettt ettt ettt stt e e sttt e i e e sttt esbeeesseeeshe e eabeeaseeeabe e ease e e sae e e she e e st e e aas e e ebe e e s e e e eaeeesh e e e am e e e eaeeeameeembeesaneesmbeeambeesateesmeeennneenanean 21
FEEDBACK IMECHANISIM ...ttt ettt ettt ettt stt ettt e s bt e bt e bt e s bt e e s be e e st e e bt e e b et e b et e sh e e e se e e se e e be e e st e e ase e e bt e e me e e es et e she e eas et e as b e e ee e e e m b e e eaeeesh et e s bt e aat e e sme e e meeeameeesbe e e maeenbeeenneeenneennneen 24
CITY ADMINISTRATORIS OFFICE ... ..o ettt e ettt e ettt e et e e e et e e e et e e e et e e e e ta e eeeaa e e s st e e s san e e et e e s st e eesan e easneesssneessnnaanes 26
EXTERNAL SERVICES ...ttt ettt et e e e e e e e e e e e e e e e e e e aaa et e beeee e ettt et e e e eaeaaeaeaaesaassa aaaanannsenseeseeeeee et e e e e e e e eeaaeeeeaessassanaannannnnsnneesbeeeee e et e e e eaeeaeeeeeseaesessasannnnnnsnnsensenneeeneeeeeeeeaeeas 26
Receiving of documents from external clients, and their approval and endorsement to concerned offices, agencies, personnel, & etC. ......cccovveeeiiiiiiiiiee e, 26
[ ool o AN A L= a o [T Y= o T @1 =Y oYt T [ 11 oY PP SRR 29
ool o A AN A LT o To [ Yo e RV [ To TU RN £ o £ PP PPPRRN 30
Ve TaTol= o) MO o A1 Tor (=l 2] A =] o =T o | ST U PP UPUPOPRRPRN 33
[oTyol<Toia toYa o)l CloTo Yo R Y =] oV Lol =Tl 2U=T o Yo ) o PP UURTN 36
Issuance of Pre and POSt-REPair INSPECTION REPOIT . ...uuiiiiii et e ettt e e e ettt e e e e et te e e e e e estteeeeeeesabttaeeaeeaaastaseeaeeaasetaseaeesasseseesessasssaseeessansssaaseessannsssaeeesssnnsssssaeessnnsssnneeseannnes 38
XYV ale R o) IS (=Y E (T = 1 <] o Lo o TP PP 41
I U T Tel N o) A G- T L1« PP PPRRN 43



AppProval Process fOr LIGUIAAtioN DOCUMENTS .....ciiiiciiiiii e i iiciiteee e sttt e e e e ettt e e e e e etteeeeeeesaaataeeaeeeaaastaeeaeeeaassteasaaeeaanssaseeeeeaassseaeaassaassseseeessannsssaseesessssseseeeeeasasteneeesesnnsssseeesennsnseenes 45

JiN oo oAV | I fo oI o gl 2¥=T1 0 Y o 10 CY=T0 01T ] &R TSP 48
Approval Process for AUEMENTAtioN Of FUNGAS/ARD ......ccciiiiieiieeeitieeciee ettt et e e teeeitee e tee s beeestae e beesatasasseesateesasassssaeansessnsasassasanseseasasasssesasesaatasansesanseesnsaesaseesnsasansasansessnsesensensnsenans 51
Approval Process for Notice of Meetings, RESOIULIONS, IMINULES, BLC. ..iiiiiiiiiiiii it e e e e e e e e eeeeeeeeeessssesse s aaan s e e e teesaaeeeaeeeeaeaaaeaaaasassesessssasaaasnnnssssesssessannnnnnreeeeaens 54
APPrOVal ProCESS fOr PRS/ORS/VOUCKELS ......eeiiiiie ettt ettt ettt e e ettt e e ettt e e e e etteeeeeabe e e e tbeeesetseeeeasbeseeasbaeeeassasesassaeeeassaeeeassaseeaasseeeansaeeeassaaeeansseeeansaeeeanbaeeeansseeeansaaeeasseeessres 56
FY oY Yo NV | I o Tol ot ah o T gl o] o Yo 1T | £ PSPPI 59
AT o 1oN Y | I e) o L= [ 2T o Yo PP PPRRN 62
REQUISITION QN ISSUE VOUCNEE (RIV) ....eiiiiiiii ettt e ettt e e e ettt e e e e e et et e e e e e eeubaeeaeeeeastasaaaaeaaasssaaaaaeaasssaasaaeaassssseaeesansssasaaeesasssasesaesansssssssaesaansssasseesaanssassaaesaansssanaassanses 65
Approval Process for Various REQUESTS OF EXEEINGI CHENT ........ooii ittt e e e e et te e e e e e e eateeeeeeeeaatasaaeee e staaaaaeeaaastaaeaaeeaaasaaaaeaeeaaassaaaeaesannteaaeesesasstaneeeeaaansenns 67
FY oYY Lo NV I o To ot RR o gl OF 1Y WAV LY 7= o o <SSP UUPR 73
LY oY Yo NV I o To o E R o T Y Y=Y ol b= B =T o o PSPPI 76
APProval ProCess fOr PrOSram Of WOKK ... uuiiiiii ittt e e e sttt e e s e sttt eeeessabtaeeeeeesassaeaeeeeeaassaeaeeeeeaaasseaeeeeeaansbeeeeeeesnsbeaaeeessansseaeeeessnssseaaeeesssnsseeneeeesnnnsenens 78
INTERNAL SERVICES ... .ttt ettt ettt e et e e e e e e e e e e e s s e aaaeeeseeee e et ee et e e et aeaaaaeaaessassansaaaaasnasesseeseeeeeeeee e e e e e e eeeeeeeasessensansnnsnsnnnssnsesbeeeeee e e e e e eaeeeeeeesssesssssasaaannnnsnsssssenneaeaeeeeeeeeeees 80
LY oYY LoN Y | I o Yol o g @ i {Tol I @] o =T SRR 80
FAY oYY LoN V| I o Tol ot aR o T gl W = V2 I @ e 1T PSPPI 84
Approval Process for new and renewal of the contract of COS and JOWS in the City SOVEINMMENT.......oii i e e e e e e e e s sabee e e e e e s sabraeeeeeenanseeeas 88
Approval Process for the Application of Leave of Absence of City GOVEINMENT EMPIOYEES.....cuiii ittt e e e s sttt e e e e s ssabeeeeeesssnbeeeaesessassteeaesesssnreees 91
Disbursement and signing of cheques for suppliers and salaries for the city government employees and WOIKETS .........cciiiiciiiiieeiiciiiiie et e e ectrre e e e e e eeatee e e e e e esaaaaeeeeeenanes 94
AU o 1oN Y | e i o L= [ 2 T o Yo RSP URRN 98
REQUISITION @NA ISSUE VOUCNEE (RIV) c.eeetrriiiiiiietiieiee ettt eeette et e ettt e e e e e eeettaaeeeeeeeettaaeeeeeeeastsaaeeeeesaasaaseaeesaasssasaaeeeaassssaaeeeeeassssaeeeeeaasssssseeeesansssaaeseesansssaseseeeansssaeeseeeansssneeeenans 101
AP PIOVAl PrOCESS FOr DTRS ...uutiiiiiiiiiitiiiteesteetitt et e e s eettteeeeessetteeeeeesaaateeeaeessaasteaeeeessaasteseeessaassseeeeesssanssssaeesssanssssesssssanssssssesssanssssseeessansssssssessssnsssessesssssssssesesessnssseseessnsnsseseeeessnnsses 104
AppProval Process fOr ACCOMPIISNMENT REPOITS ... ..uuiiiiiii ittt e e e ectt e e e e e et teeeeeeeeeutaeeeaeesaastaaaaaeseastsaesaaesaasssasaaaeaassassaaaesaassssssaassaassssseaeesasssasaeaeesansssssaaesesssasneaesannsres 106
APPrOVal ProOCESS fOr DPCR/IPCR/PPCR .....c.vviiietiteeciteee e ettt e eeetteeeeetteeeeetaeeesetbeeeaetaeeesasseseaasbaeeassaaeassesesassese e ssasesassaseaasseeeastseesasseseeansesesssasesssasesastasesassseesasbaeesanteeesanseeeenntaneesnns 108
APPIOVAl PrOCESS FOF COC/CTO .....uviiieciiieeeiteeeecttee ettt e e e etteeeeetteeeeetteeeeataeaesatsaeeaatsesesassasesssaseasseseassaeesasseseansseeeaassaeesanseeeansseeesassasesanseeeassaseeassasesansesesansssesassaseeanseeeeanseeeenntaneesnns 110



Y oYY o XV | I o o Tol ot aR o T gl = 1Y/ o ] PRSPt 113

FiN o] o] do )V | I (o Tol=IX N o) g Mo [01To = A [oT g W Do ol ¥ 1 01T o | £ PO P PPRTPPP 116
Y oYY o XV W o Tol ot R o T gl 0= T o] o O Y=Y o =T o PP PPPRNt 119
Approval Process for AUSMENTAtION OF FUNGAS/ARD .......cocvii i ittt ettt ettt e ettt e et e e e e etteeeeetteeeeetteeeeataeeeeasteeesassaeeeasteeeeassseesasseeeeasseeseastaseeasteeeeasseseeasseeeeassesesanteeeeanteeeeantenaeanns 122
Approval Process for Notice of Meetings, RESOIULIONS, IMINUEES, BEC. ...iiiiiiiiiiiiei ittt e ettt e e e e e sttt e e e e e eeabtaeeeeesasbaasaeeesasstaaaeaesaasstaaeseessasssasaseessastsasaessenstanneeesannsees 124
APPIOVal PrOCESS Of PRS/ORS/VOUCNELS......c.uviiitiiiitieeetie ettt eetteestteestteeetteesteeestbeestbeestseeatbeestseessseeasseeasseesaseeaaseesaseestsesasseeaaseessseeaaseeaaseesaseeaaseeasbeesaseesateesabeesasessabeesasessaseesnseesnsesssses 126
FY oY Yo XV | I o Tol ot 3R o T gl o o] o Yo LT | KPP PPPPNt 129
[SYVETaTolNo) MTa T oYotu o] Wel il CloTo o IR Y=Y aViTol TN 2T=Y oo AUt 132
VT olo) =T TaTo W oo 1y B A=Y o o Tl [ g Y o T<Yoru o] o Y=Y oo (PPN 134
N oYY o NV W o Tol R o g OF: 1 Yo LY 7= o o BRSSPt 137
YU el o) A I Y LT g - |l 20T o o PP 140
YUY Tel N o A G- T L1« PP PP 142
APProVal ProCESS fOr NOA/BAC DOCUMENTS. ....cccuvieeeetreeeeetteeeeereeeeeteeeeetaeeeeeteeeasaeseeasseeeaasteseaasseseeasseeesasseseaassesesassesesassseesassssesasseseeassseseassesesassaseeassssesasseeesassasesanseeeeasseeesnsteneesnns 144
N oY Yo NV I o Tol iR e Y o Y=Tol F= 1IN <Y o oV PSRt 146
APProval ProCess fOr PrOSIam Of WOTK..........uuiiiii ittt ettt e e e e e ettt e e e e e eeutteeeeeesaattaaeeeesaa st taeeaeesassssaseaeeaansseaseeessansssaeeeeseansssaaeaeesasssasaeeseansssaneaessannsssneeessannsees 148
FEEDBACK AND COMPLAINTS IMECHANISM ...ttt ettt e s e e e e e et ettt eb e e e s e e eeeeeeteaaeasaa s s eeeeeseeeaessana s s aeeeeeeeseaessssan s ssseeeeesseesssssnsnnsssssseeeeesenesssssnnnnsnsseeeeesenennnnnn 150
SANGGUNIANG PANLUNGSOND ...oiiiiiiiiiii ettt e e e et e et e e et e e et e e et e e aa e e aa e eta e et e e ea e e an e e an e ean e ea e anaeeaneeanaeeanneesneeannesanaesnnsaennrennnnees 151
REQUEST FOR ACCREDITATION OF NON-GOVERNMENT ORGANIZATIONS (NGO), PEOPLES ORGANIZATION (PO) ..ccocuutiiiieeiiieiiieeiieenieeesiie ettt et esveeesineesineesmeeens 152
Review and Approval Of Barangay OrTiNANCES .........uiiiiiiiiiiiiiee ittt e e eecit et e e e e sttt e e e e eseateaeeeeeasaustaeeaesaaasssaseaesaaasstsseeessassssseeessassssseseesssssssseeesasssssseeessasssseneesssnnsssnneesannn 156
Request for copies Of SP Ordinances OF RESOIULIONS . .ciii ittt ittt e e e ettt e e e s sttt et e e e s s ttaeeeeeeaasstaeeeeeeaasssseeeeeeaaasssseaeeesassssaeeaesanssssaeeaesanssesenaeeesnsssnneeesnns 159
Request for Legislative Actions SUCh @S RESOIULIONS OF OFQiNANCES ....uiiiiiiiiiiiiiiie et e et e e e eeeaaeaeeeeeeeesssssaa e aseeettesseassasasassasaaaaaaaaaasasesssssssaaaaannsnsssnsrsnsnnnns 161
FEEDBACK AND COMPLAINTS IMECHANISIM ... iiiiiiiiiiii ettt et ettt e e eeeeeeaeeaesaa e s e e aaasesseeseee e et e te e et e e e eeaaeeaaaessassaassanaannnnnansesbeeeeeeee e e e e e e eeeeeaeeaeessessasaanannnnnnnnssnnesnnnnnes 165
CITY PLANNING & DEVELOPMENT OFFICE.. ...ttt ettt e e e e e et e et e e e e e et e e et e e ea e et e et e e e et e e et e e e s e e e e e et e e et e e et e e e e eanneeanas 166
PRELIMINARY APPROVAL AND LOCATIONAL CLEARANCEL...... e eetttttttiiiaieee e et ettt ettttti e eaee s e s e e eeeetttatasta i aaseeeeeseeeaessanasasasaseeeeesenessssnsnsnsssssseeesessssssnsnsssnsseeeeeesenesssssnssnsnsseeeeesesennnsnn 166



R L S 173

LOCATIONAL CLEARANCE.......eeiitteitteetee st e st e st e st e st e st e e st e st e e s st e sat e e sab e e s abeesateesa st e sab e e sa st e ea s e e s bee e as e e ea s e e s ab et eab et e e s et s s et eabe e e b et st et e ase e e ase e e seeease e ease e e be e e s et e amaeesmeeenmeeenmneennneenneeenns 175
FEES FOR L ittt e e ettt ettt e s e e e e e et e ettt e s e s eeeeeeeseeenensaa e eeeeeeseteeessnnaa s eeeeeaeeseeneeseas s seeeeeeeeeeenssnana e eeeeeeeeseeeensaan e seeeeeeeeeeensenaa s eeeeeeeesenenensann e eeeeeeererennnnnn 182
ZONING CERTIFICATION FOR LAND USE CLASSIFICATION .....uttttttttttttttttettteea e e e e e et e e e e e e e e e et eae ettt et teeeeaaeaaaaasssassasaaaaannnasssseseeebeeeee e et eeaeeaaeeaeessssesssssaaaannsssssessbnneeebeeeeaeeeaeaaeeens 184
ZONING CERTIFICATION FOR BUSINESS ENDORSEMENT .....uuttiittteittteitte ettt ettt e sttt e sttt esbet e sttt e sueeesbeeesueeesue e esmeeesaseesheeeaseeeaaseesheeeameeeas s e e sae e e ameeeambeesaeeeambeesabeesabeesmbeesabeesmbeesabeesareennns 192
FEEDBACK AND COMPLAINTS IMECHANISIM ..ttt ettt sttt sttt st s e sttt st e s bt e s bt esab e e s a bt e s b et e a b et e b e e s b et e abe e e be e et e e e s e e e ase e e beeeabe e e be e e beeebeeeaseeeabeeebeeennneennneenmeeenns 202
HUMAN RESOURCE MANAGEMENT AND DEVELOPMENT OFFICE ......uui ittt ettt e e e et e e e et s e e et s e e et s e e et e e esaneeeesnnaenees 203
YT =Y RV T oY= o) A | M g YeloY a0l oY= 0 Lo Yol U] o o T=] o} £ SUPUUPU 203
(SYTo LU LY AT T o L Lo Yot U] o' 1<) o 3PP 205
[SSUANCE OF SEIVICE RECOIT.....ceeiiiiiiiitie ittt ettt ettt e s bt e st e st e e s a bt e s a bt e s st e e e b e e s bt e s as e e s b e e s ab e e s ab et e ase e e b et e b e e e be e e ab et e ab et e s et e seeease e easeeeabeeeseeemneesmeeenmeeennneenaneenneeenns 206
YUY tol W e) M@= g} dTor=Y d <l e}l = o o] [ 1Y o =T o | PSPPI 208
2 0=To TU =Ty o T g @ 1=Y=T = Yol < o o o o PRt 210
JiN oY o] ITor= 4 To ] Y0 Lo gl =¥a 0T o] Ko} Va1 T=Y 1 SRR PRPRROt 211
Request for Memorandum Order, Office Order, Travel Order and AULhOrity t0 REIMDUISE .......uiiiiiiiiiiiie e e e e e st e e e e e saba e e e e e eeasbbaeeeeesanssaaeeeeaans 213
[ ool (o T o) A M AVl Y o o] [ ot 1 4 o] o PPN 215
Certification of Leave Credit Balances fOr LOAn AP PlICatioNS ... uiiiiiii ittt ettt e e e et e e e e e s sb bt e e e e s esabteeeeeeesaasaeaeeeessaabeeeaeeessaasseaaeesssnssseaaeesssnssenaeesssnnnsennens 217
Processing Of Salary Payroll/VOUCHEr DOCUMENT ........c.veieeciee ettt eeteee ettt e e ettt e e eett e e e e etteeeeesteeeeetteeeeasseeeeaateeeeasseeeeeaseseeassseeeassasesaatasaeanseeeeanseeeeentaseeenseeeeaaseeeesasseeesnsseeeaseeeean 218
TEIMINAT LEAVE ClAiM ..cieaeiieieie ettt ettt ettt e s bt e s a e st esa et e sa bt e sat e e sat e e s a bt e s at e e sa st e aa b e e sat et sat e e sab e e sab e e ea s et e e b et sab et e ab et e ab e e S abeeea s et e abe e e abeeeas et e s et e beeeabeeeaseeebee e bee e neeenneeenneeenn 220
[ ool cTY Y (o= Mo 1YY YA AN VY T o PPN 223
BioMELriC MaChiNg/SYSTEM REGISTIAtION. .. .iiiiiiiiieiiieeicee et et e et e et e et e e st eesbeesbee e bee e beesbeeeabeeaseeeasaeansseassaeensasensasesaeansesansseetaeessseasseeasseessaeenseeessseensseensseessseessseensseessseesasenes 225
21 g T Aol = T £ U= T o ol PSPPI 226
GSIS MEMBERSHIP (For new employees of the City Government 0f TACIOD@N) ........ooii it e e e e et e e e e e e e ettt e e e e e e esabeeeaeeeeanabesaaaeeennsbeeeaeeannnrraneas 227
Request for Certified True Copy Of HR REIGTEA DOCUMENTS .......uuiiiii ittt e ettt e e eecite e e e e eetteeeeeeseatttaeeeeeaaassaseeeeaaasssaseeaesaansssseeeesassnesseeeseaassssaseeeeasnsssaseeesannsssnesessaasssnneesnann 228
FEEDBACK AND COMPLAINTS IMECHANISIM ..ttt ettt ettt sttt st e st e st e st e s bt e s bt e st e e aa b e e s b et e a b e e e b et s b et e abe e e b et s b et e b et e s et e beeeabe e e abe e e beeebe e emeeenbeeebeeenneennneenneeenns 230



CITY ACCOUNTANT S OFFICE ... oottt e e e e e e oo oo e et e oo o4 4o a b e e e et oo o4 ook bbb e et e e e e oo e s b e e et e e e e e s b e et e e e e e s s nanrnneeeas 231

ISSUANCE/SIZNING OF CIEATANCE FOIMM ..iiiiiiiiiieiieeciee et e st et e et e et e eeteesbeesbeesbee e beeebaeasbeeeabeeeasaeeasaeansseassseansasensaeersaeensasanseeantaeensasanssearsaeansaeensseensseesseensseessseasseensseesssennssennes 231
ISSUANCE/SIGNINEG Of CIEAIANCE FOIMN ....viiiiiiiie e eteee ettt eett et ettt e e ettt e e e ettt e e eetteeeeetteeeeesseeeeasseeesasseeeeassesesaaseseeasseeeeaaseseeanssseeasseeeeaateseeanseeeeaasseeeentaseeensseesanteeeesseseeansseeeasreeean 233
Processing Of DiSHUISEMENT VOUCNHEE (DV) ....uuiiiiiiiiiiiiiee ettt e e eete et e e e e ettt e e e e e e s ettteeeeeeeeaatsaeaaaesaaassaseaaeeaaassasasaeaaasssssesaesaansssaesaeseannssssseeeaansssaeseesaansssasseesaasssssaeeeeannssanneansans 235
Barangay ACCOUNTING TraNSaCiONS ..uuuuiii ettt ittt e ettt eese s e e e e eeeeteteataaa s asseeeeeeeeaasessasaasssseeeeesesssessssssssssssseeesesesssssssssssnsssseeeeesssssssssnsssnssseeeeesenesssssnssnnnsseeeeseenennnnns 237
Processing of Salary Payrolls & VOUCHEIs fOr CAsSh @OVaNCe ...t e e ettt e e e e ettt et e e e s s taaeeeeesaaataeeeeesaassaeeeeessnssbaeeeeseasssaeeaesenanssannaeesann 239
ProCeSSING Of ACCOUNTANT'S AGVICE .uuiiiiiiiiiiiiiiiiiie ettt e e e e et e e eeeeaaaeeeeeeeeesssaa e assaeaastestassaesasssssasaaaaaaaaasesessssssssaasssssssssssesssesansssssaseaaaaseeeesessssssssaasansnnsssnsssnsnnnns 242
[ e Yol =Ty 1 o V=ao] VLo YU Lol o =T oSSR 243
V1o o I Y=l O] e [T PSP POP RO PPTOPPOPRPTRPRI 246
Processing Of DIiSHUISEMENT VOUCKET .......oiii ittt ettt e e e ettt e e e e sttt et eeeesaateaeeeeeeaastaseeeeeassssaseeeeeassstseeeeeeansssseeeeeaasssaeeeeeanssssaeeaeeansssaeeeesanssssaaaeesesansssnneeenann 248
FEEDBACK AND COMPLAINTS IMECHANISIM L..iiitiiiiiiitesittesteesteesteeseteesbeesateesateesateessseesateesaseesaseesaseesnseesaseeensaesnseesasaeanseeanseesateeenseeenssesaseeesseeenseeeseeeseeenssessseeenseeenssesnsseesaseenns 250
O I I 0 = 110 LT I ] e o 252
BUDGET PREPARATION SERVICES ... ettt ittt ettt st st e st e st e s bt e st e e st e e sa b e e sabeeeab et e abe e e b et eabeeea b et e abeeaabe e eabe e e abeeeabe e e abee e abeeeabe e eabe e e beeebeeeaseeeabeeebeeennneennneenneeenns 252
BUDGET RELEASE SERVICES .......uttiiiteiieeiteesttesteesteesteeseteesateesabeesasaessseessseessseessseesasessssessnseesaseesaseesnseesnsessnsessnsessnsessnsesenssssnsessnsesenssesssesensesensssesseeenseeenssesssseessseenseesseesnseenns 256
BARANGAY SUPPORT SERVICES ......tiiiiiiiiteiitesteesttesittesteesteesteesuteesabeesaseesaseesaseesaseessseesaseesaseesaseeanseesnseeassassnseesssesansesanseeansesessesenssesnsesensesensseessesensesensssessseensseesseeseeesnseenns 260
FEEDBACK AND COMPLAINTS IMECHANISIM ..ttt ettt sttt ettt ettt e e bt e s bt e s bt e sabeeeabeesabeeeabeeeabee e bt e eabeeeabeeeabeeaabeeeabee et eeeabe e e asee e heeembeeeasee e ebeeebeeeneeeabeeebeeeneeesneeenneeanns 264
CITY TREASURER’S OFFICE ... ..ottt e ettt oo oottt e e et eetaa e e e e ettt e e e e eetta e e e e e et ta e e eeee e s e e e eeeetaa e e eeeesan e eeeeesnnaaeeeennnnnnes 265
REAL PROPERTY TAXES SERVICES ...ttt sttt sttt sttt st s bt sttt e st e st e st e s e bt e s bt e s ab et e b et s b et e b et e b et s b et e abe e e be e st et e as et e s et e s et e aseeeaseeebeeebe e emeeeabeeebeeennneesaneenneeenns 265
ASSESSMENT AND PAYMENT ON TRANSFER TAX . .eiiiitttiittteittteittt ettt e sttt e sttt e sttt e sttt esuteasuteesuteesseeeaaeeesaeeeaseeaaabeesheeaaabeeeabeeeheeeaateeambeeoaeeeaabeeeabeesabeesabeesabeeeabeesabeesabeesabeesabeesateenats 268
RPT - TAX CLEARANCE AND OTHER PURPOSES ... .ottt ettt ettt ettt e bt e s bt e e bt e s bt e et e e e bt e e be e et e e e abeeaabeeaabe e e bee et et eab et e asee e heeeabeeeabee e ebee e b eeeaneeeehbeennbeannbeesabeesueeanns 272
BUSINESS TAXES SERVICES ...ttt ettt sttt st s e st e st e s b e st e esa bt e aa bt e s abeesa bt e ea b et sabeeeab e e aabeesabeeeab et eabee s abeeeabeeeabeeeabeeeab et e asee e beeeabeeeabeeebeeeabeeeaseeesbeeenmbeennneesaneenneeanns 274
BUSINESS TAXES SERVICES ..o ottt sttt s e st e sttt st e st e st e e sa bt e s et e e s a bt e e a b e e sabe e s as e e sa bt e s ab e e eas et ea b et s e b et eabe e e e b et Sab et e ab et e as et e abe e e s se e ease e e be e e b e e eseeesheeenbeeennneennneenneeenns 282
BUSINESS TAXES SERVICES ... .eiiitiitieiiteitte sttt e st e st e s bt e st e s bt e sateesabeesabeesabeesabeesabeesabeesabeesabeesabeesabeesabeeeabeesaseesabeeeabeeeabeeaateeeabeeeaseeeebeeemseeeaseeeaeeabeeeneeesabeenabeanaseesateesaseanns 290
OTHER SERVICES ... tiiittt ettt ettt e ettt e e bt e st e st e e s bt e sate e s bt e s abeesabeesabeesabeesateeeabeesabeeeabeeeabeeeabeeaabeeeab et e abeeaaseeeabeeeabeeeaseeeabeesabeeeabeeeabeeeabeeeaseeeabeeeabeeeabeeeabeesabeeeabeeeabeesabeeenbeesneean 294



QLIRS AN 0 L R R T U LY O N 296

TREASURY ISSUANCES .....eeettettettett et ettt sttt s et e sutesbeesbeeabe e bt e bt et e eabeeat e easeeasesheesheesaeeabeesb e e b e ea bt eaeeeas e ea bt ea bt eat e easeeaeeeheeea e e abeenb e e b e e bt em b e embeeabeea bt eabeeabeeabeshbeeheeabeenbeenbeenbeenbeenbeenseans 298
TREASURY ISSUANCGES ...ttt ettt e e e e e e e e ettt tte e st e saeeaeeeetetesssaa s eeeeeaeaeeenesssaa e eeeeeeseeeeensanaaa e eeeeeeeseeesessaaaaaaeeeeessennenssnnnnssssseeeeeeseeenensnnnnnnssseeeeesenennnnnn 301
TREASURY ISSUANGCES ...ttt ettt et e e e e e e e e et e e e e e e e e e aaaseabeeeteaete et e e e eeaaaeaaaaaaaessasssaaauaaannnsensesseeeeee e e e et e e e e eaaeeaeasessassannannnaannnnnsssnseeneeeeae et e e e eeeaaeeeesesaesssaaaaaannnnsnnssnnennnnnnes 305
DISBURSEIMENT OF FUNDS ... .eiittiitteitteitterte ettt et e e bt et e satesateeatesatesatesutesueesaeesbeesue e bt e bt ebeea bt eabeeaseeaseeatesaeeeatesateoabeeaeeeaeesheeebeea bt e bt et e en bt en bt enbeeabeeabeeabeeabesabeeabesabesutesaeesbeenbeanaean 308
FEEDBACK AND COMPLAINTS IMECHANISIM ...ttt ettt ettt ettt stt e shte s bt e s bt e bt e sbeeabeea bt ea bt easeeabeeaseeas e eabeea s e eateeaeeeaeesh e e bt eabe e bt e b e eabeea bt eabeeabeea bt eateeabeeabeshbeeheesntesaeenbeenbeennees 310
CITY INTERNAL AUDIT SERVICE OFFICE ... oottt e et e e et e e et e e ettt e et et e e e et e e e e b e e e et n e e et e e e e tn e e e e st neeeaa e e eenaeeeennns 313
(@fo] o Yo [UTe lle) il =10} { RV @0 ] 1 =1 €] o To{ =S UUU 314
Conduct of Compliance / Management / OPEratioNs AUGIT ......c.eiiiiiiiiiiiee ettt erte e e eete e e et e e e setbeeeeetteeeeatbeeeaassaeesasseseaasbeeesassasesassesesasbesesassesesassesesasseeesnssesesassesenansens 316
(@fe] oTe [UTol lfe} il 3'4} A @leY o} =T o =Y aTol =Y Lo I AN U Lo [l 2¥=T o Yo Y i 1 o= PSSP 318
FEEDBACK AND COMPLAINTS IMECHANISM ...ttt ettt teee e e e e et e ettt ittt et e e e e s e eeeeaeeaaba st s seeeeeseaesensana s s aeeeeeeeseaessssasssassseeseeesessesssnsnsssnsseseeeesesesssssnssnsnsseeeeesesennnnen 320
L0 I I N1 T ST 0 ] S0 ] o o 0 PP 323
ISSUANCE OF TAX DECLARATION ....cetteittettettenteesteete e bt eteeuteeateeatesatesueesutesueesaeesbeesae e seesbe e beea bt en st emeeeaseeatesaeeeatesaeeoheeeateeaeesheeebeen bt e bt enteembeem bt em b e embeeabeeaeeeateeatesateeubesatesaeesbeenbeanaeas 323
00 I o I 3 N L A PSPPI 331
L.L.C. BUILDING ... ettt e e e ettt e e e e e e et e ettt tebe e s e e e eeeeeeeebeasa s eeeeeesaaasessasaa s aseeeeeasaensessasaa e seeeeesessnensannnasasseseesesennssssnnnssssssseeeesesessssnsnnsssssseeeeesenesessennnnsnsseesessennnnnnnn 339
00 e I 1YY 1AV =3 O PSPPI PPN 347
1.2. ISSUANCE OF TAX DECLARATION AS TO TRANSFER OF OWNERSHIP .....cetiiiiiiiiiiiiiiii ettt ettt ettt et e e e e e e e e e e ea e s e e e ee b bt et eeae e et ee et e e e eeaaaaaeeessassssssanaannnnnnssnseeneannes 356
1.2.10. TITLED LAND ...ttt ettt ettt ettt sttt ettt e bt et et e e a e eateeat e e ateeat e shteshteeaeesbeesheesae e st e b e e abeea bt eabeeaseea bt ea bt Saeeeateeuteeateeueeeaeeeh e e bt en bt et e emteeabeea bt eaeeeabeeabeeateeabesabeshbeeheesatesheesheenbeanaees 363
1.2.C. BUILDING/IMAGCHINERY.......eiiitteiitieiiteeiiteesiteeeiteeseteesiteesteesaseesasessssasasasasessssessnsessssssasssssnsessassssnssssnssssnsssassssassssssssansssensssansssesssesssesssssesssssssssessssessssessseessseesssesssseesssesssennes 369
1.3.ISSUANCE OF TAX DECLARATION AS TO CONSOLIDATION/SUBDIVISION ......cutiiititeiteeiiteeeitteeiteeestteestseessaeessasessssassasassssessssassssassssassssassssssssssssssssssssssssessssessssessssessseesssesssesnns 375
1.4. ISSUANCE OF TAX DECLARATION AS TO RE-ASSESSIMIENT ....eiieiiitiititttttttttteteeeeeaeaeeeeeeeesssaaa s s see s beeeee e et e et eeeeeaaaaaaaessassassaannannnnnsssesseeseeeeeeeeaeeeeaaeaaeesesssssasaanaannnnnsssnnsnnennnes 382
1.5. REQUEST FOR ISSUANCE OF TAX DECLARATION AS TO RECLASSIFICATION .....ceitttitteitteetteetee ettt etee et e ettt e beesabeesbeeebeesbeeeabeeaabeeaabeeeabeeeabeeeabeeeabeeeneeeabeeebeeennneesaneenneeenns 387
1.6. ISSUANCE OF TAX DECLARATION AS TO CORRECTION OF ENTRY/ENTRIES.......ueiutetteteitertistteitete st sttt st et et estesbesat et et saesse e st et e sbeeaeesbesbeebeessensenbesbeestenbenbeeseensebenbeeneennens 395
2. ANNOTATION/CANCELLATION OF LIEN & ENCUMBRANCES........cccitiiitieeitte ettt eitteeiteeeiteeeeteeesteesiteeeateeestesesasessseeasssessasessssasasesasansssesasessssasseasasenbseesseesasensaeesseetasesseansees 400



0y 1) QI A N I R 404

3. CANCELLATION OF ASSESSIMENT/TAX DECLARATION ..c..teutetesttetteutetesteettestestestesteestestestesseessestessees e easenseebeeseessebesheeseeste e e et e ehees s ens e b e eh e e st e b e nb e eh e en b et e nbeeseens e b e ebeeseentenbenaenseentan 408
4. PROPERTY VERIFICATION/RESEARCH FOR THE PURPOSE OF IDENTIFYING TAX DECLARATION NUMBER AND PROPERTY LOCATION ......coiriirieiinienieniieienre e 413
O IO 7Y N L @ 1 = I 1 7 I ] SO PP 415
5.2 NO IMPROVEMENT/WITH IMPROVEMENT .....cuttittitt it etterttesttesteeste e bt e bt ebeeabesutesuteeatesatesheesusesaeesheebeeabee bt e beeabeen bt eateeateeateoaeeeabeeateeheeeheeeaeesbeesb e e be e bt enbeenbeeabeenbeenbeeabesatesans 419
LT AT I O LA 1 1 T PP 424
5.4 ELECTRICAL CONNECTION ...ciiiiiiiiiiiii ittt ettt ettt e e et e e e e e e s s e e b bbb e et e e e ettt e e e e e e aeaeeasessessas s aasass s s b e s b e s e e e e et e e s e e e e e e e eaeeaess s sasssssanssssssbebbe e b e e e et eeteeeeeeaaaasesesssssassannns 428
5.5 PROPERTY TRACER/HISTORY ....uttitteiteieete et et etesutesutesseesutesseesteesse e seesseenseemseenseamseamsesmseaaeeaneesaeesseenseenseenseenseenseenseenseemseemseemeeemsesmeeseeeestesneesseesseenseenseenseenseenseenseensesnsesnsennes 433
6. ISSUANCE OF CERTIFIED COPIES OF TAX DECLARATION /ASSESIMENT DOCUMENTS ... .otiutieittiteittesttesttesttesteesteesbe e bt eteeateeatesaeesasesatesaeesseesaeesbeesbeenbe e bt ebeanbeenbeeneesasesasesaeesaes 438
FEEDBACK IMECHANISIM ..ottt ittt e s b e s et e e s s bbb e s e e e s s bbb e s e e e s s aaba s s e e e s s e aabba s e e e e s e asa b b e e e e e s e aab b s s s s e e s s aabaa s s b e e s s bbb b e b e e s s s bbb e s s e e s s b bbb e seessaasbbasseessans 441
I O IO N N I I o [ o I PP 442
OUT-PATIENT DEPARTMENT & DOH PROGRAIM SERVICES ...ttt ettt ettt ettt e e e s et e e e e s e e e e e e e s e s b et e e e e e e a s b et e e e e e s s b e e e e e e s s mnreeeeeeeaannreneeeeesannreenens 442
OUT-PATIENT DEPARTMENT & DOH PROGRAIM SERVICES ....cooiitiiiiitie ittt sie et sttt sttt e e sttt e st e e s bttt e s bttt e s b et e e s b et e e s sbe e e sas et e e s nb e e e smbeeesaneeeesanneeesanneeesaraneesnneeesanrees 447
OUT-PATIENT DEPARTMENT & DOH PROGRAM SERVICES ....cooiiiiiiiiitiiiitie ettt sttt ettt sttt et e s e e e st a e e e s e e e s ba et e s bb e e e s bb e s e s ba e e e sbb e e s snbe e e sabaeeesbaeeesanrees 450
OUT-PATIENT DEPARTMENT & DOH PROGRAM SERVICES ....coiiitiiiiiiiii ittt sttt s e e s ab e e e s b e e e s b e e s s b e s e saba e e e s bb e e s s mbe s e sabaeeesabbeeesanbaes 453
OUT-PATIENT DEPARTMENT & DOH PROGRAIM SERVICES ...ttt ettt ettt e e ettt e e e e et e e e e s et e e e e e e e e e s b et e e e e e s s b et e e e e e s s b et e e e e e e nnreeeeeseaannreeeeeeesannreenens 455
OUT-PATIENT DEPARTMENT & DOH PROGRAIM SERVICES ...ttt ettt ettt e e e et e e e e s et r e e e e e s m bt e e e e e s e s s et e e e e e s s b e e e e e e e e nnreneeessaannreneeesesannreenees 457
OUT-PATIENT DEPARTMENT & DOH PROGRAM SERVICES ....coiiitiiiiiitiiiitte ettt sttt sttt s bt e e s bt e e s b bt e e s sb et e s bb et e s bt e e e s bb e e e saba e e e s bnee e smbe e e saraeeesnneeesnrees 460
D 1 IR 0 PPN 464
NURSING SERVICES ...ttt e e ettt ettt e e e e eeaaeaeese s s e s s b s s b e e s b e e e e e e e e e e e e e e eeeaeeeeses s s s assase bbb s b e e b e e e e e e e e e e e e e aaeaaassessssssssnnnnnsnnssrrenrrrnranaes 468
LI LS I = SV L0 PO PPPPPPPN 471
NURSING SERVICES ....ooeeiiiiiiiiiiiee ittt ettt ettt e ettt e e s s as et e e e s s s be e et e e e s e s b e e et e e e s ms e et e e e e s s sa e e e e e e s e s se e et e e e s e ss e e e e e e e s e s s e e et e e s e mn e et e e e s s msea e e e e s e sn b e e e e e s s s sbaeeeessaannnnnneessaan 473
NURSING SERVICES ...ttt a et e e s bbb s e e e e s s b b e e e e e s s ab e s s e e e s s aaaba s s s e e e s e aaa b s s s e e e s e aab b b e e e e e s aab b a4 e s e e s e aab s s s b e e s s abb b e e b e e s s bbb e s s e e s s b bbb e seessaasbbaaaeessaas 475
LI L S N LG = 2 T O = PPN 477



NURSING SERVICES ... e b b e s e bt e e e s ba e e e s b b e e e e bb e e s s b e e e e s R b e e e e b b e e e e bb e e s s R b e e e e a b e e e s e R b e e e e ea b e e e s eab e e e e e a b e e e e ea b e e e s mbae e s sabaeeesabaeesanbaeeean 479

LI L RS LG o 2T T 0 PPN 481
NURSING SERVICES ...ttt et ettt e et e e e e e eaaeeeesesse s s s s s b b e s b e e e e e e e e e e e e e e e e aaeseeses s s s saasaasasbe b b e b b e e e e e e e e e e s e e e e e e e eaaasessssssssssnsnnsnnsesranrernaanaes 484
LABORATORY SERVICES ... .ceeeeiieei ittt ettt ettt e e s ettt e e s sttt e e s s m st e e et e e s s s s e e et e e s s ms e e e e e e e s an s e e e e e e e s amm e e e e e e e s e ms e e e e e e e s e ms e e ee e e e s e mn e e et e e e s amse e e e e e e e s nen e e eessaannnneneessaannnnnneessann 488
PHARIMAGY SERVICES .....oiiiiiiiiiiiiiie ittt ettt e e s s bbb et e e e s s aab b e e e e e s s bbb e e e e e s s aabaa s e e e e s e aabaa e e e e e s e asb b b e e e e e oo aab b b e e e e e s s aaab b s e b e e s s bbb b e e e e s s asbbb s e e e e s s s bbb e e eessanbbbaaeeessans 493
RADIOLOGY SERVICES ....coiiiiiiiiiii ittt e e s bbb s e e e e s s b b s e e e e e s bbb s s e e e s s aab e s s e e e e s s aabb s s e b e e s s aaa b b s e s e e s s aab b a4 e s e e s s bbb s e s e e s s b bbb e b e e s s s b bbb s e e e s s b bbb s e e e s ssabbbaaaeessaas 496
D I S ] L I PO PPPPPPPRN 501
FEEDBACK AND COMPLAINTS MECHANISM L..oiiiiiiiiiiiiiiiii ittt bbb e e et e e et e s e e e e eeaeseeses s e sa s b s b bbb b e s e e e e e e e e s e e e e eaaeaeaseesssssasaassasssnsasrasbasaaanaes 504
(Ol I o | =N I O [ PSPPI 505
MEDICAL CONSULTATION and TREATMENT /FOLLOW-UP CHECK UP (MANAGEABLE CASES) .....ceittrttriteitententeett ettt st st et ettt st este st st eatessenbesbeestesesbesbeestensestesseensesensesneennens 505
MEDICAL CONSULTATION and TREATMENT (UNMANAGEABLE CASES) ....coiuttitteitteittenttentee st et ettt et et st st e shtesatesaeesaeesheesbe e bt e bt et e e beea bt easeeabeeabeeaeeeabesabesabesueesusesaeesbeenbeensean 508
MEDICAL CONSULTATION and TREATMENT /FOLLOW-UP CHECK UP (TB/LEPROSY CASES) ... .utittertteiteetteteeteeteetesutesueesttesteenseesseanseasseenseenseenseansesneesnsesnsesnsesnsesnsesneesseesseesaees 510
DENTAL CONSULTATION ..ttt iiiittete ettt ettt ettt e e ettt e e s st e et e e e s s st ettt e e s e aa bbb et e e e s s ams e et e e e e s s s e e et e e e s ams e e e et e e s mn e e et e e e s mb b e e e e e e s e mn e et e e e s e mbea et e e s e sana et e e s s nsnbaeneessannraeneessann 513
TOOTH EXTRACTION (SCHEDULED) ... .eteittteittteiiteesitteeitt st e st e st e st e st e st e st esate e st e e sat e e sateesabeesat et sabee s beesab et eabe e e b et s e b et e as et e abe e s abe e e ab e e e abeeeab et e as et e s et e abeeeabe e eabeeebe e e beeenneenneeenneeenns 515
PREN ATAL/POSTINATAL. ...ecuttetteetteitestesteesteesttesseesseesseesseasseanseasseassesssesssssssesssesssesssesssesssesssessessseesssensessseessessssassesssssssesssssssssssesssensessssesssenseesseesseessessseesseensesssesssesssssssesseesseessesssees 517
e LI o 17 1 TR PPPPPPPRN 519
1A L0727 I L TSP P TP PPTN 521
NORMAL SPONTANEOUS VAGINAL DELIVERY ...evtttiiiiiiitiiie ittt ettt st aa s et e s s e bbb s e e e e s e bbb e s e e e e s e ab b b e e e e e s s bba s s e e e s s bbb b e e e e s sab bbb s e e e s saabbbaaeeessaasbbaseeessans 523
LABORATORY EXAMINATION ....utiiiiiiiiitiiiit ittt bt bbb et e e e s b b e e e e e s s aba s e e e e e s aaba s s e e e s s aaba s s e e e e s aaa b s s e e e e oo aa bbb s e e e e s e aaaaa s s b e e s s abb b b e b e e s s s b bbb s e e e e s s bbb e s e e e ssabbasaeessaas 525
SANITARY PERMIT ..ttt ettt e et e e e eeaeeeees s e s s s s s b s b e s b et s e e e e e e e e e e e e e e e eaaeaaess s asaaaaasaasessb e e b e e e e e e e e e e s e e e e e aaaeaasessesssssssssnsnnssbbesbeaaeeeeeeeseeeeeeaeseeas 527
WATER POTABILITY CERTIFICATE ...ttt ettt et e et e e bbb e e s et e et et et e e e e e eeeeeasesse s b s b e b e e e e e e e e e e e s e e e e e e aaeaasesssssassasss s s s bbb bbb b e b e e eeeeeeseeeeesaesesns 530
HEALTH CERTIFICATION (FOOD HANDLERS and NON-FOOD HANDLERS) .....cottt ittt ettt ettt ettt e et e bt e e bt e e abee s bt e e bt e e bt e aabeeaabeeaabee e abee e beeabeeeabeeeabeeaneeeabeeenbeeennneesnneenneeanns 532
MEDICAL/DENTAL CERTIFICATION .....ttittettettesttete et et et et eat e atesatesutesutesueesueesbeesbee bt esbe e beeabeeabeeaeeeabeeabeeateeaseeateea bt eaeeeaeesh e e beenbeea bt emteeabeea bt embeeateeabeemeeeabesabeshteebeesutesaeesheenbeanaeen 534
DEATH CERTIFICATION/BURIAL PERMIT (WITHIN TACLOBAN) ....eettttteutetertesteeutetesteeteestessestesteestessestesueensestesseeseessesseaseestense st sheeseente b e sheesten s e b e ebeestensebesheestenbenbesbeentenbenbeeneennens 536



DEATH CERTIFICATION/TRANSFER PERMIT (BURIAL OUTSIDE TACLOBAN) ...c..cuteutitiititeitettettet ettt sttt b ettt h bttt b e bbbt b st eb bbb e bbbt s b e b e b et eb e e bbb e e e bt etes 541

EXHUMATION PERIMIT ...ttt ettt st e sttt e st e sttt e st e st e sat e e sab e e s ab e e sat e e s asee s as et s e st e e e s e e s ab e e s as e e ea s e e s s e e e as et e e s e e s s e e e abe e e se e s abeeeas et e s et e seeease e e aseeeabeeebeeemeeenneeenbeeenneennneennneenns 544
FEEDBACK AND COMPLAINTS MECHANISM ...ttt ettt ettt et e e e e e ettt ettt et e s e e e e e e e et eteee s e s s eeeeeseeeeessana s eeeaeeeeseaeeesaan e eeeeeeseeteensenaaa s seeeeeeesenenensnnnnasssseeseeeenennnnnn 546
O I I Y I o | A ] e o [ 547
CONSULTATION & TREATIMIENT Of PET ANIIMALS..... ettt ettt ettt ettt sttt st s e st e st e s e e st e st e s bt e s bt e sa st e s b e e s b e e e e b e e s ab et sab et s ab e e s ab et s e b et e abe e sabeesabeeeabeeeabee e beeeabeeeaseeeabeeenneesaneeen 548
ISSUANCE OF VETERINARY HEALTH CERTIFICATE (VHC) etieie ittt e eitie e ettt e ettt e e ettt e e tteee s etteeesutaeeeataeeaassaeaaaasaeeaansaaeeassaeeaansseeannsaaeeansaeeeansaeeeansseeeansaeeeansseeaansaeeesnsseeesnsseesanssneann 549
ANTI-RABIES VACCINATION . e ettt e e e ettt ettt ee s e e e e e e et e eteae b e s e eeeaeeeeseteaensaa e seeeaeeseteaensnn e seeeaeeeeseessnssaa s e eeeeeeseeeeensanaa e aeeeeeeeeseeenensnnnaa s seeeaeeseennnnsnnnnnsnseeeaeanes 550
ANTI-RABIES VACCINATION (FREE) ..eeeiuttteeiiteeisitiieestieeeestteseeetteeestteeesteeesassteseaseeeesssseesassseseansssesasssesesansesesnsseeesssessaanssesssssseesssesssansesssnssssessssesssssssssannsseesssssesssseesennseesssnsenessnns 551
DOG IMPOUNDING SERVICES ......ceuitiiieeiitteiitte st e st e st e st e st e st e s bt esa et e sab e e sabeesabeeaa bt e s abeesabeesabeesabeesas e e aabe e s abeeeas et e a s et s abeeeabe e e ase e e abeeeab et e as et e beeeabe e ease e e be e e b et eseeesbeeebeeennneennneenneeenns 553
REDEMPTION OF IMPOUNDED ANIMALS ...ttt ettt ettt st sb e st e st e st e st e st e e s b e e s bt e sab e e s be e s b et eabe e e s et s b et eabe s e be e et e e e abe e e ase e e beeeane e e seeebeeebeeemeeeabeeebeeenneensneenneeenns 555
VOLUNTARY SURRENDER/PICK=UP OF ANIMALS .....ccottteittteiteeiteesteesteestteesteeestseessseessseestseesssseasseessseessssessseesssesssssssssessssessssssssssesssessssessnsesssesssssssesssesssessnsessssesssessnsessnsessses 557
DIOG ADOPTION i ittt ettt ettt et eeeaeaaaaaeeaasaaaaaa s uaaaseabeestee e et e e e et e eeaeaaaaaeesesasssnssnnaasnnsnnnessseebeeeeeeeeeeaeeeaeeaaasssassnnssnnnnnsnnsssssseeeeeeeae et eeeeeeeeeaeeeesessssssanaannnnnnssnnsennnnaes 559
SPAY AND NEUTER ...ttt ettt e et ettt et e e e ettt e et ettt et e e eeeeaaaaaaaesaaesaa s a aaaasenseesee e aee e e e e e eeeeeeaaeeeeaessassannsnnannansessseseeeeeeeee e e e e e aaeeaeeessessasssasaannnnnnnnsssesbeeneeeeeeesaeeaaeaaeeens 561
Livestock Dispersal Project (Carabao,Goat, SWine,Native ChIiCKEN & CAtLl@) ........ciiiiiiiiiiiiiiiiiiie ettt e e e e e et e e e e e et ataaeeeeeeaataaeeeee e sssaseeeeeansbaaaeesesnnssanneeeaann 563
Artificial INSEMINAtION (CAraban & CAtLIE) ......ccccuiiiiiiiiie ettt e et e e et e e e e tbeeeebteee e tteeeeastaeeassaeeassaeeaasseeanssseesassaeesansaeeanssaeeesssaeeaassseeaassaeeessaeesansaeesanssneannsaneennn 565
VETERINARY CLEARANCE ....cceeiee ittt e ettt ettt e s e e e e e e e sttt e aa b e e s eeeaeeeeseeeeea s s s e seaeaeesetenessan s e eeeeeeeseessssann s e eeeeeeseeenensanaa e eeeeeeeesenenensannsnsaeeeeeeesennnnnsnnnnnsnsnenaeanes 567
Conduct of Inspection of Slaughtering of Food Animals at Tacloban NeW SIaUghtErNOUSE .....ceeei i e e e e e e e e e e re e e e e ereeseeeeeaaaaaaaeeeaessasnaanns 569
FEEDBACK AND COMPLAINTS IMECHANISIM. ...ttt ettt sttt st sa e e s ht e s bt e s bt et e e bt ea bt eabeeabeeabeeateeateeaeesaeesb e e bt e bt e bt et e e been bt aa bt eabeeabesateeabesubesaeesbeenbeanaean 571
CITY DISASTER RISK REDUCTION MANAGEMENT OFFICE. ... .ottt e e et e et r e e e e e e e e et e e et e e e e e et n e et e e et e e et e eaneeanas 572
SERVICES NAME: Emergency CommuNICation COMMANG CONEET ..iiiiiiiiiiei i iciiieiee ettt e e e ettt e e e s e sttt e e e e e saeabtaeeeeesaastaeeeeesaasseeeeeessaasseaeeeessaasstaeaeesesansteneeessesasseneeesssnnsses 572
SERVICES NAME: Receives all incoming doCUMENTS/reQUESTES @Nd IEEEEIS ....ccuvii ittt et eee e e e et e e e e tte e e eeabeeeeetteeeeetteeeeeteeesasteeeeabeeeeastaeeeanteeeennteeeenans 574
SERVICES NAME: Application fOr FINANCIAl ASSISTANCE .....uiiiiiiiiiiiiee ettt e ettt e e e e eeete e e e e e ee et tteeeeeeseaattaeeeeesaasttasaaaeaaasstasaaeesaasstsseeassasssaaeeeesansssasaeeeeaasstaneaassansssaneeaesannsees 576
SERVICES NAME: Information and Education (IEC) Campaign/Conduct of DRR Training/Drill ......c..ccciiiiiiiiiiiiie ettt ere e sre e eve e sve e e beesbeeeabeesabeesabeesaresears 577
FEEDBACK AND COMPLAINTS IMECHANISM ... .ttt ettt ees e e e e e e ettt ettt ab e e e e e e e e e e et taabe s aaa e seeeeeseaesessana s aaeeeeaeeseaesssans s seeeeeesessssssnnnnssnsseseeeesenesssssnsnnnnseeeseeserennnnnn 578



CITY GENERAL SERVICES OFFICE ... .ottt e e oot e e e e oo et e e e et e e e 4o e e b et e e et e b b et e e e e e b e e e et e abb e e e s e e aba s 579

Y olol=T o) - [ [ol =l o} B L= LRV o =TSP PPPNt 579
YU Ta Lol =T o) @i ot IR T o o] LT3N 582
T YA LYo TN ol o YT 53R (o gl o= 1Y 4 1 =T o} PPN 584
Issuance of Official Documents (TCT’s, Copy of Vouchers, Property Accountabilities of EMPIOYEES) ......uuiiiiiiiiiiiiiii ettt e e e e sra e e e e esatbaeee e s eseasaaeeeeens 587
Processing of vOUChers for NEWIY ProCUrEd @QUIPMENT. ......ii ettt e e e sttt et e e e ssttaeeeeeeaaassaseeeeeaasstaeeeeeeaanssseeeeesaasssseeeeesasnssaeeeeeannsssaeeeesansnsssanaesssnsssnneesnsnn 589
RO To [U Iy o fo T ST o F TV A (Y=t o gl @ i Tl I = o PRt 592
Clearance from Property ACCOUNTADIITIES ........ciii ettt e ettt e e e e e ettt e e e e e eebteeeeeeeeaabeaeeaeeeaaaaseaaaaeeaassaaaaaeaaaassasaaaeesassasaeaseaasssassaesaasssassaesaasstessaeseaasssneeeseannnsranens 595
Returning of Serviceable and Unserviceable Materials @nd EQUIPMENTS . ...ci ittt e e e e e e e e e e eratae e e e e s e staaeeeeeaaasasaeeeeeaasssaseeesaassssaseeesaannssssaeeseansssnneesannn 598
Reproduction/Printing of FOrmMS and Other PUDIIC DOCUMENTS........c.eiiiiiiiitieiiteectee et e et e erteeeeteeeeteeesbeeeeteeesteeestaeessseesbasesasenbseastaeestssaasseeasssesseensseessseensseensseessseesseensseessseesasenes 601
Request for Repair/Maintenance of Building, Aircon, Plumbing, Electrical Connection and Repair of Other Office EQUIPMENT ...cc.veeiiieiiieiieecie ettt ee v sve e 603
Facilitate Payments of City GOVEINMENT ULIITIES ...cceeii it e e e et e e e e e e e e e e e e et et eeeeeeeeeeaeaaeaaaaaaaaeeaassasaaaaaassssenssesseessesannsssesaeaaaaaaaeeseessessssaaanansssssnsssnnnnnns 605
Request for Posting in the FDP BOard @t City Hall LODDY ............iiiiiii ettt e e e ettt et e e e ettt e e e e e e e aataaeeeeeesaasaaesaesaaasssaeseeseaasssssseeesanassasseeeaanssssssaessasssssaseseaansssnneaanann 606
e U1 E o gl O Y=l AV A=T 1o T o Tl 1Y/ = T Y o Lo 1V T PPN 608
T TR o o T O T o YT o VAT A o T PP UPRN 610
LT I Yo Y T 1T V=T oY PP PPPRRt 612
O T d o=t 0o [ F=Teta oY oV A Y oY a1 oY T Y= TSSOSO 614
2T [ o o YT VA ol I VZ = Y ol [T PPN 616
SBCUITTY DIVISTON ettt eeeieiiitii ettt e e e e e e e et e et tetab e e asseeeeeeeseaasaasasa e ssaeeeeeesesessasss s seeeeeesessssnssnsssnnssseeeesssssssssssssnssseeseessessssssnsnsssssseeeeeesessssssssssnsnseeeseesssennssssnnnnenseeeaees 618
FEEDBACK AND COMPLAINTS MECHANISM ...ttt ettt ettt e e e e e e e ettt ettt b a s e e e eeee et eteee s s s seeeeeseeeeensana s aeeeeeeeseaesessan s s seeeeeeseseesssnsnnassseeeeeeesenensssannnnsnsseeeeeeenennnnnn 620
L0 I I =8 1 ST o o O S 622
T [T A e o4 = Yo Yo YV o PPN 622
REQUEST IMaINTENANCE SEIVICES ..uuuiiiiiiiiei ittt eiee et e et e e e e ettt e e e e ettt e e eetata e eeassaasaeeassansaeesssanseesssanseesssnnseesssnnsseessssnseesessnnssesessssssesssssnseesessnnseesssssnsseesssnnseessssnnseessssnnseesees 626
BOOKING/RESERVATION FOR USE OF THE CEO CONFERENCE ROOM ....cccviiiiiiiteeeieeeiteeeteeeiteeeiteeeteeeteesebaeestasetaeeabasestasabseaatasantasansseeesseassseesseessseeasseensseessseessbeenaseesasessasennns 628



Just compensation of 10ts affeCted DY GOVEINMENT PrOJECT ......uuiiiii it e ettt e e e e st e e e e e s et tareeee e e aetaaeeeeeaaassaseeeeeasssaaeeeeeaassssaeeeesaasssaseeesaansasseeeesannsssnneeenans 630

Service Vehicles, DUMP truck and Other NBAVY EOUIPIMENT .....uiiiiiiiiiiiiiiiieeeee et r e e e e e eeeeeeeeeeeeeeeeeeeeseaesasaa e st sssssbsasaasasaaseaaeaaaaeeeeeeesessasssssssssssssssssssssssesssaeaneeaaeees 632
Y TolU =l =T ={] 1o T VA o=Y 0 Y £ PP PPPPNt 633
2 TUT1fo [T Ta Ty o Y=ot a oY Y=Y o I Y o o =] a1 0 51 L] o YUY 638
CITY ARCHITEGCT S OFFICE ...ttt oo ettt e e e e e e e e e e e et et e ettt ess s e oo e e e e e e e e e e e eee s st te e bRt e e e e e e eeeeeeeessebebs i n e e e e eeeeeeeeeeessnsnnnnnn 643
INTERNAL FUN CT ION S it titttiiieeee e e e e ettt ettt eeee s e e e e e e e ettt rtaba e seeeeeeeaseresassanaasaseeeeeesennssssassassssseeeeesssesssnsnssssnseseesesessssssnsssssnsseseeesessssssnsnsssssseeeesesenesssssnssnsnseeeseesenennnnnn 643
RECEIVED OTHER PERTINENT DOCUMENTS NEEDED BY THE OTHER DEPARTMENT OR AGENCIES ...ttt e e et e e e e e e e e eeeeenens 643
REQUEST FOR FINAL INSPECTION ...oeiitttittttittttaetaaaaa ettt et e ettt ettt ettt et e et eeeeaaaaaaaaesaaaaaaaaaaaaaaaaaseesseaeee e et e et eeaeeaaaeeasessassssnnsnnannnnsessesseeeee e e e e e s e e e eaaeaeaeeeesesssanaanaannnnnnnssnnsennnnnes 645
REQUEST FOR INSPECTION (FOR BILLING) ....teiutteiutteitteitee it st ee st te st e st e st e st e st e st e sateesabeesabeesat e e sabeesas e e eabeeeabeesab et aabe e e abeesabeeeas et e asee e beeeabe e eabeeebeeebeeeseeenbeeebeeenneennneenneeenns 649
REQUEST FOR CHANGE ORDER.......coitteiiteitteette sttt ettt s e sttt e st e st e st e s bt e st e e s st e s bt e s bt e s as e e s bt e s b e e e as et e s et e b et e abe e e be e oot et e ab et e ase e e aseeease e e se e e beeebeeeneeeabeeenseeennneennneenneeenns 653
DESIGN, PLANNING AND PROGRAIMIMING DIVISION .....iiiiiiitiiiiiiiieee e et e et etttttiieses s e e e et eeetttatats s ssseeeeesetestssanasasaaasseeeesessssssnsssssssssseeeeessesssssnsssssseseeeesesesssssnssnnssseeseererennnses 656
FEEDBACK AND COMPLAINTS IMECHANISIM ... ittt ittt ettt et e eeeeaaeaaeaeaaaaaa s s aaasea s eeseee bttt e ee e e e e e eeaaeaaaaessassassssnsannsnnnnsssseeeeeeeee et e e e eeeaaaaeesesesssssaanaannnnnnnssnnennnnnaes 664
TRAFFIC OPERATIONS, MANAGEMENT ENFORCEMENT AND CONTROL OFFICE ... .coi it e et e e e e e aneees 666
PUBLIC ASSISTANGCE DESK ... eiiiiiiiiiiiiiee ettt eeee e e e e e e ettt tettaba s e seeeeeetetetessasaaa s aaseeeeeesennssssassasssseeeeeesssssssssnssssnssseeeesessssssssssnsssssseessessssssssnsssssseeeeeessnesssssnssnnnsseeeeeresennnnnn 666
(0feT 0 oY o] =11 oY D71 PSSR 667
INSPECTION, CLEARANCE, PAYMENT OF VIOLATIONS ...ttt ettt et e et e eeaeaeeaeeaaa s e e e e aaaaesaeeeeeee et e teeeeeeaeeaaaaaaaessassassssnannnnnnssessseeeeeeeee e e e e e eaeaaaaaasesessssnaaaaaannnnnssnnsnnnnnnes 669
TOWING & IIMPOUNDING ....cuttitiiiiiiititeee e eeiiitt et e e s sttt e e s sautbteeeeessauueteeeessaaubeaeeeessaasstaaeaessaasstseeeessasnsaseeeessasassasaeessansstsseeessaansteteeeesasasssaeeeessassssseeeessaasssaaeeessannssseaeesssansssaeeessnns 674
FEEDBACK AND COMPLAINTS IMECHANISIM ..ttt ittt ettt ettt sttt st e st e st e st e s bt e s bt e s at e e aab e e s b et e ab et e be e s b et eabe e e abe e aa b et e e b et e st e e abeeeabe e e abe e e be e e b et easeeenbeeenbeeennneenbneenneeenns 676
CITY SOCIAL WELFARE & DEVELOPMENT OFFICE ... oottt et e e e et e et r e e e e e et e e et e e e e e e e e et n e et e e et e e ea e e anneeanas 677
Day Care Service/Early Childhood Care and DEVEIOPMENT PrOZIAM .......c.ueiiiiveeeieieeeeetteeeeeteeeeeteeeeetteeeeetaeeeeeteeeeaaeeeesseeeeaseeeeasseeeeaseeaeaasseeeaseeseasteseeesseesanseeeeeasseeeensseeeasresenn 678
(YUY Tol N o)l =T g 1= 0= T < T Vo g =4 PPN 680
ISSUANCE OF SOCIAL CASE STUDY REPORT ....eiiutteitteittesteesttestte st eesiteesuteesateesateesabeesabeesabeesaseesabeesaseeaasee s bt e eabeeeasee s s et aabeeeabeesab et e ab et e st e e aseeease e easee e beeebeeeseeenbeeenbeeeneeennneennneenns 683
ISSUANCE OF FAMILY ASSESSIMENT «.eetttiiiieeee ettt eeetttttit e s e e e e e ettt tettab s e s e e eeeeeetetessasa s aseeeeeeseaneessasaa s aeaeeeseeesessananasseeeeeeesenessssnnnsssssseeeeeeeseesssnnnssssssseeeeesenensssnnnnnsssseeseesenennnnnn 686
ISSUANCE OF CERTIFICATE OF INDIGENCE...... i eeeieitiiiiieee ettt ettt e e s e e e e e ettt ettt e e e e e e eeeeereaeee s s a s s seeaeeseeeeensanan s aeeaeeeeseeessssan e eeeeeeeseteenssnnaaaasseeeeeeesenesensnnnnnsnsseeeeesenennnnnn 689



IS0 LN @ L O O Y = 10N 691

ISSUANCE OF CERTIFICATE OF INDIGENCE FOR PUBLIC ATTORNEY’S OFFICE OR INTEGRATED BAR OF THE PHILIPPINES ......uuttiiieiieiiieee ettt ee e esvee e e e esvae e e e s e ssnanaeeeeeas 702
FEEDBACK AND COMPLAINTS MECHANISM ...ttt ettt ettt et e e e e e ettt ettt et e s e e e e e e e et eteee s e s s eeeeeseeeeessana s eeeaeeeeseaeeesaan e eeeeeeseeteensenaaa s seeeeeeesenenensnnnnasssseeseeeenennnnnn 704
CITY COOPERATIVE DEVELOPMENT AND LIVELIHOOD OFFICE-. ... oottt e e et e e e et e e e e et e e et e e e e e e et e e et e e eaeeeneeaneeannns 706
Ta I vy Le] st MBIV =Y o] o g g Y=Y ol e} il @e o] o T=T - 4 LY7o PPN 706
FEEDBACK AND COMPLAINTS IMECHANISM ...ttt ettt eee e e s e e e et ettt ettt e e e e e e eeeeateaabe s e e e seeeeeseaeaensanaa s aaeeeeeeaseaessssan s seeeeeasessesssnsnssssssseeeeesenesssssnnnnsnsseeeeesenennnnnn 707
CITY ENVIRONMENT AND NATURAL RESOURCES OFFICE ...ttt e e e et e et e e e e et e e et e e et e e e e et e e et e e et e eeneeaneeannns 708
Application for Issuance of ENVIroNmMENTal CertiTICAtION ......ooc it e e e e ettt e e e e e e e etbtaeeeeesea st tasaaeesaasstasaeaesaasstaaeeeesasstasaeeeeaasstassaaesansstaneeeesannstes 708
Application for Issuance of Tree CULLING COrtiTICAtION .....uiiii it e e et e e e e e ettt e e e e e e e s s ttaeeeeesasbtasaeeesasttaseeaesasseaaeeessasstasaeaseaasstaneaessannstaneaeesannsees 711
(Mo Yol=TY 1 oT-ae) A O VYo VA =T o Y} Y o] o] L Tok=1 4T o TP PPN 713
FEEDBACK AND COMPLAINTS MECHANISM ...ttt ettt e e e e e e ettt ettt e e s e e e e e e e et eteee s e a e s e eeeeseeeeensana s aeeeeeeeseeesesaan s eeeeeeeeeteensanaaa aseeeeeeesenenensnnnnnsnsseeeeeeenennnnnn 719
CITY AGRICULTURIST’S OFFICE ... .ottt ieiiiiie ettt e e e e et e e et ettt e e e e e e e et e e et et etaa e e e e e e et st e e e e e e et s e e e e ee s s e e e e ee s ba e e e eeeesan e eeeeesnn e eeeennnnnnns 720
PROVISION OF FARM INPUTS AS PER CLIENT'S INTEREST/REQUEST EXCEPT THOSE UNDER SPECIAL PROGRAMS......c..tiuiiiitirtieitete sttt st sttt st it ettt st et sbesneennens 720
PROVISION OF TECHNICAL ASSISTANCE AS PER CLIENT'S INTEREST/REQUEST EXCEPT THOSE UNDER SPECIAL PROGRAMS .....oooitiiiiiieeciie ettt eere e stteestteesiveestve e tveesaaeesaveesaneens 722
PROVISION OF FARM INPUTS (Rice/Corn/Hybrid Vegetable Seeds/Fertilizers with pre-identified beneficiaries thru a masterlist as required the donor agency) ................... 724
REQUEST FOR CAPABILITY-BUILDING ACTIVITIES. ... ee ettt eeee ettt ettt et eeeaeaeaaaaeaesaasaaa e aaaasesseesbeeeeeeee e et eeaeeaaeaaaasssassasssssannnssnnssssbeeeeeeeee e e e e e eeeaaeaeeeessessassaaaanannnnsnnnnsnnnnnes 726
REGISTRATION OF FARMERS (Registry System for Basic SECtors in AGriCUITUIE (RSBSA) .....coi uiiiiiie ettt e ettt e e e ettt e e e e e e st e e e e e e saataaeeeeeesnsataaeeeseasnsssaaaeseannssnneeenans 728
FISHERIES LICENSE/PERIMITS ... ettttetteutestesttett et st st et et e st ebe et e e s b she e st et e s tesueea s et e ebeeb e ea s en s e bt eh e e s e em st nh e ea e ea e e a s e bt eh e eae e s e bt eh e eaeem b e eh e e h e en s e m bt eh e ea s en b e b e e bt eh e en b e b e nheenbenbenbeeneententenbeeneennens 730
FISHERIES FISHING VESSEL REGISTRATION ...ttt ettt ettt ettt e e s e e e e ettt ettt e e e s e e e e eee et e teee s s s e s s e eeeeeeeeeensasaa s aeeeeeeese et sesann e eeeeeeeeeeeensena s seeeaeeeneaenensannaasseeeeeeeenennnnnn 733
ISSUANCE/ COLLECTING FEES FOR AGRI. FISHERY CERTIFICATION ....ecittiictteeiteeiteesteesiteeeteeeteesteeestesassesassasassasassesassssansesansssansesessssassssessssessssensssesssssssssessssessssessssensesessessssnnnns 736
ISSUANCE/ COLLECTING FEES FOR AUXILIARY INVOICE AND FISH INSPECTION .....ceittittirtteiteett et et e it et et eitesatesatesatesatesheesbe e be e st e enbeeabeenbeemteaabeeabeaateeasesatesaeesatesatesaeesbeesaeenaeas 738
FEEDBACK AND COMPLAINTS IMECHANISM ..ttt ettt sttt sttt st e st e st e st e s bt e sabe e sab e e s a b e e s b e e e ab et e a b et s b et e abe e e be e e ot et e ab et e ase e e beeeabe e e abee e beeebeeeaseeeabeeebeeennneennneenneeenns 740
CITY CIVIL REGISTRAR’S OFFICE ... ..ot e oo oo e o4t ettt ettt e b oo oo o oo e e e ettt et e et ee b b e oo oo e e e e e e ettt e e et bbbb e e e e e e eeeeeeeeeeesnbnnnnnn 742
REQUEST FOR CERTIFIED TRUE COPY OF BIRTH, DEATH AND MARRIAGE CERTIFICATE ...ttt ettt ettt ettt ettt e e eeeeaaaaaeeseessasaaa s e nnnnnssnnrrneenaee 742



REQUEST FOR AUTHENTICATION OF BIRTH, DEATH AND MARRIAGE CERTIFICATE ...coiiiiiiii st 744

REQUEST FOR ENDORSEMENT OF BIRTH, DEATH AND MARRIAGE CERTIFICATE TO PSA FOR SECPA ...ttt 746
TIMELY REGISTRATION OF BIRTH ..eeiiiiieieieie ettt e ettt ettt e e s e e e e e et e ettt eb e e s e eeeeee et etae s s e s e e eeeeeseeteessana s eeeeeeeeseeesesann s aeeeaeseeneenssnnna e eeeeeeeseeenansannnnsssseeeeesennnnnnnn 748
LATE REGISTRATION OF BIRTH ...eieiiiitiittittttitetteeeee et e e et e e e ettt ettt ettt et et e eeeeaaaaaaaaesaasaaa aaaaaaasesseeseeeeeeeteeeeeeeeeaaeeeaasssassssnssnnnnnnnsnsessseeeeeeeee e e e e e eaaaeeeeeeesesssasaasaaaannnnssnnnsnnnnnen 750
TIMELY REGISTRATION OF DEATH ..ottt ettt ettt sttt ettt e st e st e st e st e e s at e e sat e e sa b e e sab e e sabeesabeesab et eabe e e abeeeabeeeab et e abee s abeeeab et e abeeeab et e ab et e s et e beeeabeeeaseeenbeeenbeeesneenneeenneeann 753
LATE REGISTRATION OF DEATH ... tie ittt ettt ettt st e st e st e st e st e st e e s bt e st e e st e e ea b e e s bt e e b et e be e s b et eab e e e b et s ab et e abe e e abe e st et e a b et e ase e s abee e abe e e abee e beeebeeeameeeabeeebeeenneennneenneeenns 755
TIMELY REGISTRATION OF IMARRIAGE ... ettt ettt e e s e e e et et e ettt bt e s s e eeeeeeeetaaeabaa s s s eeeeeseaesessana s e seeeeeaseessessanaasssseeeeessensesssnsnnssnssseeeeeseeensssannnnnsseeeeeeseennnnnen 757
LATE REGISTRATION OF IMARRIAGE ...ttt ettt e e e e e e e ettt ettt e s e e e eeeeeeeteee s e s aeseeeeeseeeeensana e aeeeeeeese et eesann e aeeeeeeeeseensesaaa s seeeeeeesenenensannnasseeeeaenenennnnnn 759
APPLICATION FOR MARRIAGE LICENSE ...ttt ettt ettt et et e e e e e e e b e b et e ettt ettt e e e eeeaeeaaaaeesassaaaaaaananseesees bt e ee et et e e e e e e e eeaeeeaeessaessannnnnnnnnnnsssesbebaeeeeeeeseeaeaeaanaens 761
SUPPLEMENTAL REPORT IN THE BIRTH, DEATH AND MARRIAGE CERTIFICATE ......otiiiieitieiit ettt ettt sit e sttt e st esat e smb e s et e sat e e smte e sateesateesmbeesaneesaneesnbeesareenanes 765
LEGITIMATION (For Birth acknowledged by the father at the time Of FEZISTratioN) ......cueiiiiiiii e e e et e s re e e s ta e e e e bt e e e sbaeeessaeeessseeeansreeens 767
LEGITIMATION (For Birth NOT acknowledged by the father at the time Of regIiSTratioN) ........ci i e e e s e e e et e e e s bae e e sraeeessaeeeanseeeeas 769
RA 9255 (For Birth acknowledged by the father at the time Of FeGISTratioN) ........ooo et e e e e e et r e e e e e e e etaaeeeeeeassaaseaaeeanssasaaaeeannsssaseaasann 772
RA 9255 (For Birth NOT acknowledged by the father at the time Of regiSTration) .........eeiiiiiiii e e e e e et e e e e e s ara e e e e e sensabaeeeesennnsaaeeeeans 775
COURT DECREES ...ttt ettt sttt s e st s e s b e st e s bt e s bt e s at et e a b e e s e bt e sa bt e e a b e e s et e e s at e e e ab et s b et ea s et e e b et 2 ab et e o b et ea b et S o b et e a b et e e b et s et et e abeesabeesabe e e b et e beesabeeeabeeeabeesabeeeareesaneenn 778
COURT DECREES ... oottt ettt e e e e e e e et e ettt bt aaa s e aeeeeeeeeaaaesesaaa e seeeeeeeaesessssanaaassseeeeesesesesssnnnssssssseeeeesessssssnnsnssnsseeeeeeeneesssssnnssssnseeeeesseenssssnsnnnsnsseeeesesseessnnnnnnnnnns 780
RA 9048 (CHANGE OF NAIME) . iiiiiiciie ittt ete e ettt e e sttt e e ettt e e sttt e e st taeeasteeeaasseeeaastaeeasseeeassseseanseseeansseeeasnsseeansseeesassaeeeassseeannsaeeeanseeeeanseeeenseeeeansaaeeanseeeaanseeeesnsseeesnsseessnssneenn 782
RA 9048 (CORRECTION OF ENTRY) utttiiiitteeeiiiteetaotieeesitteeesstteesssuteeessseesssuseessssssssssssesessssesssssssssssssssesssssssssssssessssssessssessssssseesssssssssssessssssessssssessssssessssssessssseeessssessenseessssseees 786
2N 0y T T TSP P ST PO PPOPPPTOPRI 790
FEEDBACK AND COMPLAINTS IMECHANISIM L.ttt ettt sttt sttt et s e st e st e s bt e s bt e s st e s bt e s b e e e b et e b et s b et e abe e e be e et e e e s et e s et e be e e s e e e aseeebeeebeeeseeeaneeebetenneenneeenneeenns 794
CITY HOUSING AND COMMUNITY DEVELOPMENT OFFICE ... .ottt et e et e et e e et e e e e b e e e et e e e et e e e et e e e et e e e eaa e e e enneeeesnns 795
2T [0 o o]l @< o ) {ToF= 1 4 Lo PPN 795
RO [ o (o gl D | - TP 799
R[OS o o ol o Lo U E T =g Y ) = T PPN 801



HOUSING CONCEINS @NGA ISSUBS ....uuviiieiiiiiiiiieeeeeititeeeeeeeseitteeeeeesittareeeeeesauetseeeasaaasssseeesssaasssassaasasasssssssesasssssssesssassssssssessasssssssssssannssssssesssnsnssssssssssnssssssessssnssssssesssasnssssesesesnnsssneessnnn 802

10 oY T ToT oW ol VY oY o -V o o] [oF=) d o] T s e 1 1 ¢ VU PPPTPPP 805
FEEDBACK AND COMPLAINTS MECHANISM ...ttt ettt ettt et e e e e e ettt ettt et e s e e e e e e e et eteee s e s s eeeeeseeeeessana s eeeaeeeeseaeeesaan e eeeeeeseeteensenaaa s seeeeeeesenenensnnnnasssseeseeeenennnnnn 807
CITY LOCAL GOVERNMENT OPERATIONS OFFICE ... .o ittt et e e e et e e e e et e e et e et e e et e e et e et e e et e e aa e e e e ean e e ean e e et e eeneeaneennnns 809
Certificate Of INCUMBENCY/ SEIVICE FENUEIEA . ......oi ittt ettt et e et e e te e e ebeeeeteeebeeeabeeeebeseabeeebeeeabeseabasenseeeabesenbeeenbesentasensseebeeenbesentseentaeetaeensseensseentaeentseenseeas 809
Endorsement of Medical and DEath/BUrial BENETITS .......ccviiiiiiiiiiciiee ettt e ettt e e e et eeeateeeeeateeeeeateeeeeateseesabeeeeastaeeeaateeeeaabeeesanbeeseentaseeenbeeeeanbeeeesnseeeesnseeeeanseesenn 811
(Y o dhiTor=} oY oY Lo T g @AV IY =Y oV Lol TN = L1 o 11 11 42U UURRREN 813
(Of=Y g d) ot} oY oI feY Yol aTo] F= 1] o 11« JPU U TS UU 815
Certification for Newly Elected/Appointed Barangay OffiCials ........ccciii ittt e ettt e e ettt e e e etbe e e e taeeeeatbeeestbeeeeasteeeeasbaseesbeseeassesesansaeeessaeeeasteeenanses 817
Endorsement for the Appointment Newly Barangay Official (in case of permanent vacancy of Barangay COUNCIl) ........ccouieucvuuieccieeeciiieeeeiieeeeeiee e ecieeeeeeaeeesivee e 819
Authority to Travel Abroad/Scholarship Grants for Local Government Officials & EMPIOYEES ......oooviiiiiiiiiie ettt ettt et be e s be e s b e e sbe e ebe e sabeesabeesaresears 821
FEEDBACK AND COMPLAINTS IMECHANISIM ... ittt ittt ettt et e eeeeaaeaaeaeaaaaaa s s aaasea s eeseee bttt e ee e e e e e eeaaeaaaaessassassssnsannsnnnnsssseeeeeeeee et e e e eeeaaaaeesesesssssaanaannnnnnnssnnennnnnaes 826
CITY INFORMATION OFFICE. .. oottt ettt ettt ettt et e et e et e e et e e et e e et e e et e e aa e e e anee et e e ean e e ea e e aa e e e aaeeean e e e s e e e a e e ea e e an e e eaneeeneeeneeaneennnns 828
RECEIVE INCOMING DOCUMENTS .. .ciiiiiiiiiiiiiiee e et et e et ettt eeee e e e et eeetetetaaba i aasseeeeeteaetessasaaass s seeeeeesennssssassssssssseeeeesssesssssssssssseseesesessssssnsssssssssseessessssssssnsssnsseseeeesenesssssnssnnnsseesessesennnnnn 828
LY oTo e N N ISV L (e W O IO =T T=X @ Lo 11T =TT 830
e T IX (o VAT (<o) A o e o) (o W Mo 1V =T - T={ =N - Vot V7 L L=Y T SRRSO 832
Dissemination of News and Information through Radio Programs and NEWSPAPELS .......eeiiiiiiiiriiieeiiiitieeeeeeeiittreeeesaaitaeeeeesaaastsaseeesaaaisssesesssassssassessssassssseesasssssssssssesassssneeesans 835
Dissemination of News and Information through Social Media — Facebook; CGOT WEDSITE. .......ciiiiiiiiiiiiee ettt e eectt e e e e re e e e e e sarr e e e e e sssaaraeeeeeesnabaeeeeesesssssaaeeseansssneeeesans 837
FEEDBACK AND COMPLAINTS IMECHANISM ...ttt ettt e e s e e e ettt ettt et e e e e e e e e e et etata s e s s seeeeeseeeaessanasa s aeeeeeeeseaessssan s s seeeeessessssssnsnnsssssseeeeesennsssssnnnnsnsseeeeesenennnnnn 839
CITY MANAGEMENT INFORMATION SYSTEM OFFICE ..ottt e e et e e et e e e et e e e et e e e et e e e e aa e e e et e e e et e e e eaa e e e eaneeeanans 841
SYSTEM DESIGN AND DEVELOPIMENT ...ttt ettt ettt e e e e e e e e e e ae s s s e s e aaaeabee b et s et e e et et e e e e eeaaaeasasssassasaansnananssnssesbeesee e et e e e e e e eeeaaeeaeessaessssannnnnnnssssesbenbeeeeeeeseeeeeeaasaens 841
SYSTEM MAINTENANCE (INTEINAI) .ttt ettt ettt ettt e s bt e e bt e s bt e e s bt e e b et e bt e e she e e am et e ea s e e sh et e me e e ea b e e sh et e am et e em b e e she e e me e e emb e e sa e e e ams e e sabeesabeesmbeesaneenmteesmreesareenans 844
REQUEST FOR INTERNET CONNEGCTION ....iiiieiiiiiiiiiiieee et ettt tttttteeee s e e e e e e et tttestaaa e seseeeeeeeetaeessaa e s eeeeeseaeaessananasaaeseeeeesenessssnnnasssseeeeessessesssnsnnssssseeeeeesenensssnnnnnsnsseeeeeeenennnnnn 847
REQUUEST FOR IT RESOURCES ...ttt ettt ettt s e e e e e e ettt ettt e e e e e e ee et e teee s e s s s e eeaeeeeseanee s s aa s seeeeeeeseeensssaaa e aeeeeeeeseeeeessan s aeeeeeeeeeeenssnnna s aeeeeeeesenenensannnnsssseeeeesenennnnnn 850



REQUEST FOR IT EQUIPMENT REPAIR ....oetiiiii e s s e b e e s b b e e e e e hb e e e s b b e e e e R b e e e s e R b e e e e e R b e e e s ea b e e e e e bt e e e e e R b e e e s mbae e s saba e e s sabaeeeenbaeee s 852

REQUEST FOR ID ISSUANCE ....coitieitteiiteitee et et st e st e st e st e st e st e e s bt e s bt e st e e s st e s bt e s a st e s e b e e s bt e s as e e sa s e e s ab et s as e e e e b et s b et e abe e e s et st et e ab et e ase e e seeease e e see e beeebe e emeeesmeeenmeeennneesaneenneeenns 855
FEEDBACK AND COMPLAINTS MECHANISM ...ttt ettt ettt et e e e e e ettt ettt et e s e e e e e e e et eteee s e s s eeeeeseeeeessana s eeeaeeeeseaeeesaan e eeeeeeseeteensenaaa s seeeeeeesenenensnnnnasssseeseeeenennnnnn 857
O I I 0 I 7 L 0 858
DRAFTING OF LEGAL DOCUMENTS FOR CITY EMPLOYEES AND WALK IN CLIENTS ...citteitteit ettt sttt ettt ettt ettt s ebe e e sbe e bt s sbeeeabe e e smseesseeesmeeenmneesaneenneeenns 858
NOTARIZATION OF LEGAL DOCUMENTS FOR CITY EMPLOYEES AND WALK IN CLIENTS .eeeeiieieee ettt ettt e e e ettt ettt ees s s e e e e e eeeeeeasaaasasseeeeeeeseaesensannsasssseeeessesennnnnn 860
Preparation of Legal Opinion/ RESEArch 0N LAW @nd JUIISPIUENCE ......cvvei ittt et eete e e ettt e e et e e e et e e eeteeeeeateeeeeabeeeeasteeeeeateeeeesseeeasseeeenteseeesseeeanteeeesnsseeesnsseeeasreeenn 862
Preparation and review of contracts entered into by the City of Government Tacloban with various persons, entities or offices (both private & public).......ccccccceevennnennennn. 865
Preparation & review of proposed ordinances for the submission to the SangguNIaNg PangIUNSOU. ........cooiiiiiiiiiiiiciieee e e e er e e e e sra e e e e e ssaaaaeeeeeesnansaeeeeeeans 868
Administrative investigation of officials or employee for neglect/misconduct or violation of 0ath of OffiCE. ......c.eciiiiiiiiiiiice e e 870

Clearances for relief of accountability and/or retirement upon request of employees of the City 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) .......ociouiiiiiiiiiiiiiieee e e 872

Certification for loan clearance as requested by employees of the City government (That the applicant has no pending administrative case before the City Legal Office.)..875

Notarial Services to all GOVEINMENT EMPIOYEES ....ccciiiuiiiiiieieiiiitiee e e ecciie et e e e ee ettt e e e e eeeettteeeeeeseaatsaesaaesaaassassaesaasssasaeeesaassssseseesaansssseseessanssssseeesaaassaeseesannsssasseessannssssaseesansssnneeenann 878
FEEDBACK AND COMPLAINTS IMECHANISIM ..ttt sttt sttt st st e sttt sab e sttt st e s b e st e esab e e s a b e e s b et e ab et e be e e b et e abe e e be e et et e ab et e ase e e abeeease e eabe e e beeebeeeneeeebee e beeenneenneeenneeenns 881
CITY POPULATION OFFICE ... ittt ettt e e et e e e et e e e e e et e e et e e et e e et e e ean et e e e et e e e a e e e a e e ea e e e e e e e e e e et e e e e e et e e e ne e e e e et e e eaneeeaneenn s 882
Provide population and gender-related data and INTOrMATION. .. ......oiiii it e ettt e e e e et ee et e e e e e attaeeeeeeastsaeeaeeaaassssesaeesaassassseeaansssassaeeaansssaaaeseaanssaneeansann 882
Provide Technical Assistance for the Preparation of PPDP & GAD Activity and Project PropoSals ........cocuuiiiiiiiiiiiiiiee ettt e e et e e e e e eaba e e e e s esasaaeeeeeeennnsaaneaeenn 884
Provide Technical Assistance for the conduct of Capability-building and other IEC ACTIVITIES: ... .uiiiiiii e e e e e e e s ra e e e e esabbaeeeesessssaaneaeeas 886
Issuance of Pre-Marriage Orientation Certificate of Compliance & Pre-Marriage Counseling Certificate as a Pre-requisite for securing Marriage License.................. 888
FEEDBACK AND COMPLAINTS MECHANISM ...ttt ettt e e e e e e e ettt ettt e e e e e e e e e et e teee s e s e e s e eeeeeeeeeen s e na e aeeeeeeeseeeeessaa e e seeeaeeeeeeensana e seeeeeeeseeenensannaa s seaeeeaeenennnnnn 890
CITY TOURISM OPERATIONS OFFICE ... ittt ettt et e et e et et et e e et e e et e e aa e e e aa e e et e e et e e ea e e aa e e e aateeanee e e e e e a e e ea e e an e e eanne et e eeneeeneennans 892
ISSUANCE OF TOUFISIN CITITICATE .. eentiiiieiie ettt sttt ettt s e s bt e st e st e e b e e st e e s as e e s b e e s bt e s ab et e e s et s b et eabe e e be e s b et e a b et e s et s aseeeabe e e seeebeeebeeemeeeaneeenseeennneennneenneeenns 892
[SSUANCE Of TOUIISIM €O tITICATE .. et i utiie ittt ettt ettt e sttt e sttt e e s ube e e s u b et e s ubeeesaubeeesasbeeesasteeesaabeeeeanbeeeeab e e e s aabe e e e s baeeeaabeeeeeasbeesabeeeeaabaeeeeabbeesanbeeeesabbeeesasbeesanseaeans 894



XY o Tot=X o) il Ko O TR ] 4 (N =T A (T or= ] (U RTRTRRN 897

FEEDBACK AND COMPLAINTS MECHANISM L.ttt e e bbb e e e s s bbb s e e e e s s b bbb s e s e e s s bbb b b e e e e e s s bbb s e s e e s s bbb b e b e e s s b bbb e s e e s s b bbb e s e e s ssabbbaaseessaas 899
CITY SPORTS AND PHYSICAL DEVELOPMENT OFFICE. ... ..o ittt ettt e e et e e e e e e e e e e e e e et e e b e e e e e e na e e e e ennna s 900
RECEIVING, RECORDS KEEPING AND MANAGEIMENT ..ottt ettt ettt ettt e e e s a et e e s s e et e e e s s e b e e et e e e s e s b b et e e e s s b b e et e e e s s amb e et e e e s s snba et eeseansnbaeeeessaannraeeeessans 900
CITY ENGINEER’S OFFICE (CEO) GYM REGULATION AND USE ...ttt sttt sttt ettt sttt s bt e bt e st e e s b et e b e e s abe e e abe e e b et s b e e e abe e e abeeeabe e e b et s b e e sabeeeabeesabeesabeeenneesneeen 901
TECHNICAL SUPPORT AND ASSISTANCE TO LOCAL SPORTS ASSOCIATION(S) ..t euteeutesuterteesteesteenteesteesteesteestteusteusesutesueesueesueesseesseebeenseenseeabesasesasesasesasesheesbeesseesseenbeenseenseensesnseens 903
PARTICIPATION TO SUMMER SPORTS CLINICS AND OTHER TRAINING PROGRAMS AND ACTIVITIES ...oviiiiiiiiiiiiiiiiiiiiiiii et e e s saeeneee 904
PARTICIPATION TO THE “TAEBO JAM” AT THE PARK FITINESS SESSION ......etiiitiittiitttateeette et ee et et e et e s bt e eabeeebee s bt e abee e bt e abeeeabe e e see e bee e bt e eabeeeabeeaabeeeanbeesheeesmbeanneeesaneenneeanns 907
FEEDBACK AND COMPLAINTS MECHANISIM L.ttt ittt ettt b b e e e s b e s e e oo e s e bbb s e e e e s s aab b b s e s e e s s bbb s e e e e s s bbb s s e e e s s bbb b s b e e s s s bbb e s e e s s bbb b e s e e s sabbbasseessaas 908
(O I I LU I I I N B L PP 909
SERVICES NAME: PROCESSING AND EVALUATION OF BARANGAY NUTRITION SCHOLAR (BNS) ..eoiiiiieiierieniieieeite ettt ettt st st sreesreesneesneesreesreeneenneeneens 909
SERVICES NAME: ISSUANCE OF CERTIFICATION TO BNS FOR APPLICATIONS FOR CIVIL SERVICE ......cctiiiiiiiiiiiiiiiietee ettt et e e s e e e s s emrree e e e s s snnnee 912
SERVICES NAME: AVAILMENT OF NUTRITION INFORMATION, EDUCATION AND ..euiiiiiiiiiiiiiiee ittt st e et e e e s s ssbaa et e e s s ssmnaseee s s snnraseeesssannnes 914
SERVICES NAME: INTERNSHIP FOR NUTRITION AND DIETETICS STUDENT ....oitiiiiiiiiiiiit ittt ab e e e s saba s e e e e s s sabb b e e e e s s sabbaseeeessanans 917
BUSINESS PERMITS & LICENSING DIVISION ...ttt e e e e e e st e s e e e s e e e e e e s e e s b e e e s e e ab e e e s seebbneeeeennes 920
OTHER BUSINESS. ...ttt ettt ettt ettt e e s st e e e e s s e s b et et e e s san b e et e e e e s am s e e e e e e s s e s s e e e e e e e s e m s e e e e e e e e e a s e e e e e e e e e ms e e e e e e e e aam s e e e e e e e e eam s e e e e e e e e ams e e e e e e e e s ns s e e e eeeeannreneeessaannreeeeesesannrenneas 921
OTHER BUSINESS . ...ttt ettt a et e e e e s e b e et e e st e b b e e e e e s s e bbb e e e e e s s s abb e e e e e e s s aab b e e e e e s s e aab b e e e e e s s e b b e e e e e s s s bbb e s e e e e e s bbb e e e e s s e b ba s e e e s sssnbaaeeesssanbaaeeas 924
L I R 2T ] N PP 927
T2 V) 2 PR PPPOPPPIN 931
LT ) 2 PR PPPOPPPIR 935
B3NN ST 2 O OO PP PP TOPPTPTTN 939
I3 NN ST 2 O PP TPPPPPTN 942
L0 L0 @1 N I T TN o = 2 Y O PPN 945
R0 o O S 1 Y PO P PP PP 947

Xvii



0] L NI N S 949

SPECIAL PERIMITS: .. ettt ettt ettt ettt ettt et ettt ettt ettt et e e bt e b et e b et e b et e bt e e b et e s et e sbe e e ame e e be e e se e e ase e e se e e sb e e e s et e et e e s b e e e s et e me e e se et e me e e ee e e e sa e e e m et e emb e e sae e e amb e e saneesaeeesmbeesaneesaneesareesareenans 951
SPECIAL PERIMITS: .. etiette ettt ettt ettt ettt et ettt et e e b ee s bt e et e e e bt e e bt e e bt e e bee e bt e e bt e e aseeeshe e e st e e aee e sheeeasee e aee e oaeeea e e e sabeesheeaabeeeabeeeaeeeea b e e ea b e e oaeeeeabeeeabeeeaeeesabeeeabeesabeesubeesabeesabeesabeesateenans 953
SPECIAL PERIMITS: ..ttt ette ettt ettt et ettt ettt ettt e bt e e b et e bee ettt e bt e e b et e b et e bee e bt e e bt e e aseeeeheeease e e aee e oheeeasee e aee e oaeeen b e e eabeeohee e s eeeeabeeoaeeeea bt e ea b e e oabeeeabeeeabeeea e e e eabeeeabeesabeeeabeeeabeesabeeeabeesabeenars 955
ISSUANCE OF IMAYORS CLEARANCE ......eeiutteittteitte it e st et e st e st e st e st e st e e sabeesabe e s bt e s abeesabeeaabeesabeeeabeeaabeesabeeeab e e e abeesabeeaabe e e abeeoabeeeab et e abeeaabeeeabe e eabeeebeeeabe e e st e eabeeenbeeennneesnneenneeanns 957
ISSUANCE OF CERTIFICATIONS: ... etteiteeiitteitte et et st e st set e st e st esat e e s bt e st e e sab e e s e bt e s ab e e s ab e e e a b e e s as e e sas e e e a b e e s ab e e e as et ea b e e s b et eabe e e e b et st et e ab et e s et e beeease e eabee e beeeabeeeaseeeaneeenseeenneennneenneeenns 959
ISSUANCE OF CERTIFICATIONS: ...citteiteeiiteeiteesteesiteesteesteesuteesubeesabeesutaesabeesaseesabeesabeesaseesabeesabeesabeesaseesaseesabeesaseeeaseesabeeembeeaaseeaateeeabeeaaseeaasaeeaseeensee e beeenbeeeateeenbeenaseenseesaseesaseanns 961
ISSUANCE OF CERTIFICATIONS: ... eeteeiteeeiteeaitte et e eate e st e s bt e sate e s bt e s abeesateesabeesabeeeabeeeabeesabeeaabeeeabeesabeeeabeeeaseeaabeeeabeeeabeeeabeeaabeeeabee ot eeeab e e e s ee e aeeeaseeeasee e ebee e b eeeneeeenbeesnbeannteesnteenneeanns 963
FILING OF COMPLAINTS ..ottt ittteittteeitee sttt e sttt e st e st e e suteesateesateesabeesabeesateesaseesateesateesabeesabeeaabeeeabeesabeeeaseeeabeeeabeeeab et e aseeaabeeeabeeea b et aabeeea b e e e st e e abeeeabeeeabeeebe e e b et easeeenbeeebeeannneenbneenneeenns 965
COUNSELLING/TECHNICAL ASSISTANCE: ... .eeiteettetteite st stteettesttesttesteeste e bt e sbe e beeabeeateeuseeatesatesaeeeaeesaeesheeahe e bt e bt e b e eabeen bt eateeateeabeoae e easeeatesheeeheeeaeesbeeeh e e be e bt et e et e eabeenteeatesabesatenas 967
COUNSELLING/TECHNICAL ASSISTANCE: ... .etecteeteeteeteieesteseesstesseesseesseesseesseassesssesssessseassesssesssssssesssesssssssssssesssesseenseenseenseesseesseesssassesnsesssesssessesssesseesseesseesseessesssessesnsesssessssnes 969
COUNSELLING/TECHNICAL ASSISTANCE: ... .ttictteteeteetestestesstessteseeesteesseesseasseasseassesnseasseansesnsesssssssesssesssssssesssesseesssensesnseenseensesnseenssansssnsesssesssessesssesseenseesseessesnsesnsesnseensesssessesnes 971
OFFICE OF THE SENIOR CITIZEN’S AFFAIRS ... ...ttt e e ettt e e e e e ettt e e e e ettt e e eeeetaa e e e e e eesaa e eeeeeesanaaeeeeesnneaeeeensnnnnes 973
LRV oY ol o= Y gl ah (o Y= oY Lo Y g @1} b =] T <Y =4 1] o = A T o o PPN 973
Applicants for Replacement of OSCA ID for LOSS, Damage OF TraNSTEIEE c.couuuiiiiiii ettt e e e e e et e e e e e e ssabteeeeeesaabtaeeeeessasstaeaeeeeaasstaeeaassansssaneeessannsses 975
Yool -1 W e Y=] g F o) Y AY o o [T ok I e o SRR PPPNt 977
(o o VL E AT =Y=T R o T AN o o] LT ok= o o TN 978
(@feTaaY o] 110} €3 oY Y=Y a1 1o T Ok ubr2=T o ISR DYoo 18 o} FS USRI 979
FEEDBACK AND COMPLAINTS IMECHANISM ..ttt ettt sttt sttt sttt e st e st e st e s b e s bt e sab e e s e bt e s b et e be e e b et s b et e abe e e be e oot e e e s e e e see e seeease e eabee e beeebe e emeeenbeeebeeenneennneenneeenns 980
PERSONS WITH DISABILITY AFFAIRS OFFICE ...ttt e e e e et e e et e e e e et e e e ettt e e et e e et ea e e e et e e e et e e e e et neeesaneeeba e e eenn e eennnaenees 981
ISSUANGCE OF PWD LD, .ttt sttt ettt ettt sttt e st e s bt esateesab e e s ateesateesabeesabeeaabeeeabee skt e eab e e eabeeeabeeeab et eabeeeabeeeabe e e beeaabeeeab e e e st e e beeeabeeeabeeebe e e b b e e embeesaeeensbeennbeesaneenneeanns 981
ISSUANGCE OF PWD LD, .ttt ettt ettt s bt e st e sa bt e s ab e e s ab e e sat e e sa bt e e a b e e sa b e e e a b e e sabeesas e e eabe a2 abeeeab et eabee e abeeeabeeeabeeaabeeeab e e e s et e beeeabeeeabee e be e e bt e eambeesbeeenbbeennneesnneenneeenns 983
ISSUANGCE OF PWD LD, .ttt s e sttt e s e st e s et e st e s et e e sa et e sas e e s a b et s et e e e e b e e s abe e s as e e s e b e e s as et e as et e b et s b e e eabe e e be e ot et e s et e ase e e se e e ne e e aseeeabe e e b et emneesmeeenmeeenmneesaneennneenns 985
ISSUAINGCE OF PWD LD, .oiiiiieiieeiite st e st e sttt e st e st e sbeesteesateesabeesabeesataesaseesaseesateesaseesaseesabeesaseesaseesaseeanseesaseeensaeeaseeeasaeembeeaabeeaateeeaseeaaseeeaseeenseeenseeeseeeseeenaseesabeensseenaseesnseesaseanns 987

XVili



FEEDBACK AND COMPLAINTS MECHANISIM L..ooiiiiiiiiiiiii et s a e e e a b e e e b b e e e e e hb e e e s e b b e e e e R b e e e s e R b e e e s e R b e e e s ea b e e e e e b b e e e e e a b e e e s am b e e e s saba e e s sabaeesanbaeeean 989

PUBLIC EMPLOYMENT SERVICES OFFICE.... . ittt ettt r et e e et e e et e e et e e e n e e e e e et e e et e e e e e e e e et e e et e et b e e e e e e e e e neeanneeaneeeans 990
ISSUANCE OF REFERRAL LETTER (fOr JODS@EKEIS/APPIICANTS) .. .vviiiiitiieeetieeeeeeee ettt ettt e e ettt e e e ettt e e e ett e e e eetteeeeeteeeeeateeeeeabeeeeasseeeeansaeeeeataeaeaasseeeansseseentaseeensseeeanteeeesseeeeasseeeasresenn 990
REQUEST SPEAKER FOR THE CONDUCT OF CAREER GUIDANCE AND EMPLOYMENT COACHING TO SCHOOLS ..ottt ettt ettt et e e e e e e e e e e e e e e s e e s nneeneeeeee 993
CAREER GUIDANCE AND EMPLOYMENT COACHING TO WALK-IN APLLICANTS .. tteetteitteet et ee sttt ettt ettt st et e st e st e s e sab e s bt e s b e e saseesabeesabeesabeeeabeeeabeesabeeeabeesabeeeneeenreesneees 995
PROVISION OF LABOR MARKET INFORMATION (LM ..uuteeitteeeiitieeeeitiee e sttt e e ettt e e eetteeeetteeeseasaeesssaaesassaeaassaaassssseansssaesassasasansseeassasesansasasansseeeanssseeansaseaansseeeansasessssseesnsseeeanssesann 997
SPECIAL RECRUITMENT ACTIVITY (SRA) FOR OVERSEAS EIMIPLOYMENT ...iiiieiiiite ettt e ettt e ettt e ettt e e stteeeseteeesstaeeansaeeassseeeasseessasseeeassaeessssaseaasseseansenesansaeesanseeesansenesnnsenensnes 999
LOCAL RECRUITMENT ACTIVITY (LRA) FOR LOCAL EMPLOYIMENT .....etiiititeeitteeeeitteeestteeesuteesstseesasssesesssaeessssseesassseesssssessssssessssssseesnssesssnsssssanssesssnsessssnssssessssessssssesssnssesssnssnees 1001
REGISTRATION OF EMPLOYERS TO PESO EMPLOYMENT INFORMATION SYSTEM (PEIS) .. .eetiuttettteteteitee ettt ettt ettt ettt et ettt ettt et e sie e e sbee e et e sbeeebe e emeeesbeeesmeeenneeesbeeenneeennneens 1003
OFW RE-INTEEIatiON ...uiiieieiiiiiiiiiieie ettt ee e e e e e e ettt ittt tbb e s e s e e e e e et eaatas s aas s aeseeeeeaeaessssan s seeeeesesessssanssnssssseeeessssssssssssssnssseeeeesesssssssnssssssseeseesessssssssnssnnsnseeeeesssenesssnnnnnneseees 1005
REQUEST FOR LIVELIHOOD ORIENTATION (FOR ASSOCIATION/GROUPS) ...couvieitiieiit ettt eeite e ettt eetteestveestaeesteeestaeestseestaeessseessseeatseeasseaasasesseensseessseesseessseestasensaeeasseessseensseensseens 1007
REFERRAL FOR SKILLS TRAINING (SOFT AND HARD SKILLS) ..eeiutttteictteeeiitteeesitteeesiteeestteeestteessssessassseeesssssesssssaesasssessssssesssssessssssssssnssesssnsssssssssesesnssssssssssssssssessssssesssnssesssnseees 1009
SPECIAL PROGRAM FOR EMPLOYMENT OF STUDENTS (SPES) ..veeiittttiiitteeiitteeestteeestteesstteeestteeesuteeessssaeesasssesassseeesanssasssnssesssnssnsssnssesssnsssssssseesssnsssssanssesssnseessssssesssnseeesasssesssns 1011
GOVERNMENT INTERNSHIP PROGRAM (GIP) ...ceuiteitieiiee ittt ettt st sttt sttt et st et sttt sb e e bt e e bt s bt e bt e e bt e s b et e be e e se e e saeeabe e e s et e s et e s et e ame e e b e e e ebe e e s e e e ebe e e sbeeeameeesbeeenseeesneennneenmeeennne 1014
JOBSTART PHILIPPINES PROGRAM (JSP) eeiiiitiieiiiiteeetie e ettt e ettt e e e tte e e e taeeesttaeeesataeaaaassaeaassaaeeassseeaansaeeeassaaeesassaeeanssaeeassseeesassseeanssseeanssaeeanssaeeassseeeanssasesnsseeesnssaeeanssaeesnsseeennssees 1017
TULONG PANGHANAPBUHAY SA ATING DISADVANTAGES/DISPLACE WORKERS PROGRAM (TUPAD) ....cecittieitieecite ettt esiteestteestteesteeestaeestaeessseessssessseessssassssensssessssessssssssesssseans 1020
ISSUANCE OF PESO CERTIFICATE (FOR RENEWAL OF BUSINESS PERMIT) ..eiittteiiittesitieteeittee e ettt e estteeestteessatteessnsseassasseeesssaeesansseaasssseessssesssnssesesnssnsssnssnsesnsseseanssesssnssessnnsseees 1023
FEEDBACK AND COMPLAINTS MECHANISM ..ttt ettt h et bt e bt e s b et e b et e be e e bt e e bt e e be e e be e ease e e b et e be e e ase e e s et e be e e s et e be e e be e e ase e e be e e beeeaseeebeeebeeeabeesnbeeeneeeneeens 1025

CITY HALL EXTENSION OFFICE, TACLOBAN NORTH ..oui ittt ettt e e e e e et e et e e e e e et e et e e et e et e e e e e e et e e et e e ea e e e eenns 1027
RECEIVING OF COMMUNICATION LETTERS ... eeeeiitiitiieeee e e e e ettt e e s e e e e e ettt tttta s e e e eeeeeseteaes s as i seseaeeeaseansesaas s eeeeeseeteessannaa e eeaaeeeeseaessnnnnaansseeeeessesennnsnsnnnnnsnseeeeeeneens 1027
FEEDBACK AND COMPLAINTS IMECHANISIM ... ittt ettt e e eeeaeeeeeeaae s e s e e aaaaae s ee et ee e et e te et e e e e eeaaeaeaaessassaaaaannaanaaseseesseeeeee e e e e e eeaeaeeaaessaesasssanannnnnsnnssnsanneeeeeeeneees 1030

TACLOBAN CITY CONVENTION CENTER. ... ittt ettt e e et e e e et e et e et e et e e et ee e e e e aa e e e ea e e et e e et e e ea e e ea e e an e e en e e et e e eaneeeanneennns 1032
PROCESSING OF NEW APPLICATION FOR LEASE OF TCOCC STALLS .ottt ettt s e e e e e e ettt ttea e s e s e eeeeee et eeabasa s eeaeaeeeseaesessana s seeeeeseesennssnnnnnsnsseeeeeseeenns 1032
PROCESSING OF RENEWAL APPLICATION FOR LEASE OF TCCC STALLS ..ttt ettt ettt e e e et ettt ettt e e s e e e e e e e et eesbe e e e eeaeeeeseaesesnaaa e seeeaeeeeeennssnnnnnsnaeaaeeseneens 1036



2100 1 L C 0 o 1040

ISSUANCE OF BILLING STATEMENTS TO STALL HOLDERS ...ttt ettt ettt ettt et ettt e he et e bt e e bt e e b et e bt e be e e b et e bee e be e e se e e be e e be e e ne e e beeeneeeneeeabeeeneeennneens 1043
ISSUANCE OF CERTIFICATE OF COMPLETION OF COMMUNITY SERVICE ...ttt ettt e e e e e e e e e ettt eebe s e e e e eeeesete s e s naaa e seeeaeseeeennssnnannasaeeaaeeeeeens 1045
ISSUANCE OF CERTIFICATE OF OCCUPANCY TO STALL HOLDERS FOR RENEWAL OF BUSINESS PERIMIT ...ttt ettt e e et e e e e eee e 1047
FEEDBACK AND COMPLAINTS MECHANISM ..ttt ettt ettt ettt ettt ettt ettt ettt e bt e bee e s bee e be e e be e e abe e e st e e be e e be e e ase e e bt e e be e ease e e s et e abe e e s et e bee e be e ease e e beeeabeeeaseeebeeebeeeabeeeabeeenbeeenneens 1049
(@] Y oy N N (@ NI @ ] 1Y N PP 1050
Y = 11 72 o o ot 1 o ] o R 1050
(@fo) Yo I¥ Totu T o¥ =3 ad oY o a o X uToT o =1 AN xRV o =T3PPSR 1053
Y=o U gL oY=V T A @ [T 1= o Lol =P PUPRNS 1056
Y T =1 A Of=T o o) o= o] o F OO OO P PP PR O PPOPROPRTRPRN 1059
Y =To U gt oY =Y =Tl = | ST o o' PP PPPRRS 1061
FEEDBACK AND COMPLAINTS MECHANISM ... ittt ettt ettt eeeeaeeeeeeaeasa s s e aa s e e bbe s teeeeeeee e et e e e eeaaeaaasessassaaaaannnananssssesseeeee et e e e e eaaaaaaaseesessssssssnnnnnnnnssnsnnneaeeeeeneeees 1063
TACLOBAN CITY FISHPORT MANAGEMENT OFFICE ... .ottt et ettt et e e e e e et e e e e et e e et e et e e ea e e aa e et e et e e eanee et eeannns 1064
FISH UNLOADING ....ceittttiiiiiieee e e ettt tetettitieses s e e e e eeeettttttssaaaaaeseeeeeaeeasssssassassssaseeeeesssesssssnssssssseeeeesessssssssnsssssssseeessssssssssnssssnssseeeesesssesssssnssssssseeseesenssssssnsssssseeseeesessnsssssnnnsnseeeesessennns 1064
UNLOADING OF NON-FISHERY PRODUCTS .....iiiiiiiittiiiiiiiiee et eeeetttettiieeeeseeeeeeettttsessuaaaa s aseeeeesetesassnsaasssssseeeeeeseesssssnssssssseeeeesesssssssnssssssseeeeeeesesessssnnnsssssseeeeseessnnssssnnnsnseseesesesenns 1066
TO SECURE ENTRANCE TICKET ..eiiiitttttttttttttettteeee e e e e e et e e s e e s e ee e uaase s bt e eeet ettt et e e teaaaeaaaaessassaaaasaanannsnnesseeeeee e e e e e eeeeeaaaesessessessassssnnannnsssseeseeeeee e et e et eeeaeeeaaeessssesssanaaannnsnnssnssnnaeneeeeeeees 1068
TO SECURE BERTHING PAY ...ttt ettt ettt e et e e ettt e e e e e e be ettt e ettt et e e e eeeaaaaaaaessassaasaaaannannesneesee e e ettt e e e e e e e eeaaeseseeesessnnssansnnnnssesessseeeeee et e e e eeaeeeaeesssessssssanaaansnnnnssnssnnneneeneeeees 1070
[CE UNLOADING .....eeetttetieeitte ettt et ettt ettt e bt e ebe e e bee e bee s bt e e be e e bt e e bt e e ase e e b et e seeeabe e e st e e beeeas et e se e e ab et eas et e abe e e be e ea s et e s e e e be e e a s et e b et e abe e e a s et e beeea b et e ase e e seeeab e e e aseeebeeeabeeeabeesnbeeenneeennneens 1072
FEEDBAGCK ...ceieieeeeeeeettttitieee e e e e e e e e et ttttab e e s e e e eeeee et tasessaa e seaeeeseeasassansaas s seeseessssaessssannsasssseeeeesessssssnsnnssnssseeeeeesensssssnsssssssseseesesssesssnsnnsssssseeeeesenessssnnnsnsssseeeessessssssnsnnnsnseeeeeeessenns 1074
AND COMPLAINTS IMECHANISIM ...ttt ettt ettt e e e s e e e e e ettt e ettt e e seeeeeee et aaeesbaa s s s eeeeeseteaesessaaa e seeeeeesenesessanaaa s seeeeeeeesensssnnnnnsssnseeeeeseensesssnnnnssnseeeeeeesenensnsnnnnnnnneeens 1074
TACLOBAN CITY YOUTH OFFICE ...ttt ettt e et e et ettt e et e e et e e et e e et e e ea e et e e et eeea e e ea e e ea e e aa e e e e e e ea e e ea e e an e e en e ean e eeanneeaneeannns 1075
REQUEST FOR TECHNICO ASSISTANCE (TRAINING) ...eeutteittteittteitte ettt ettt e sttt e sttt ettt ettt e sttt ebee e beeesbeeease e e beeeabeeeas et e abeeebe e ease e e aseeeabe e e s et e be e e be e e aseeeabeeeabeeeaseeebeeemeeeaneeesbeeeneeennneens 1077
YOUTH ORGANIZATION REGISTRATION PROGRAM (YORP) .. .uttiiiitiieeittteeeittteeetteeestteeesteeeaaatseeaaatasaesssaeeaansseaaasssaeassssasaanssseaansaseeansseesansssesansaseesnssseeansssssansssessnsssesanssesssnssesasns 1079
COMMUNITY LIVELIHOOD AND ENTREPRENUERIAL PROGRAM ..ottt ettt e e e et e e e e e e et e et e et e et e e et e e et e e aneeaneeanaeeans 1083



(@eTa 0l 0 [F] o 11 a YA MAY/=1 11 oo YoTe - o I obrau =Y 1 o o JY= Vi YU SPPR 1083

(0117 (@ Bl 7 A 4 = 1 PP 1087
BORROW ING OF SERVICE VEHICLES.......ceetettittttiatiiaiae ettt ettt ettt ettt et eeeeaaaaaesaaaaaaa e aaaseaseesbeeeeeeeeeeeeeaeeaeaaeesessasssanannnnsnnsseseeeseeeeee e e e e e eeeaaeeeaeeseesasssansnnnnnnnnssnssnnnneeeeeneees 1087
FEEDBACK AND COMPLAINTS MECHANISM ..ottt ettt e et e e et e et e e et e e et e e et e e et e e aa e e e aa e e et e e et e e aa e e an e e an e et e eeaneeenneeennns 1090
L0017 (@ B U = I PP PPTPP 1092
REQUESTING AND RELEASING OF COMMON OFFICE AND JANITORIAL SUPPLIES ... ..ttt ettt et et e e e e e e e e e e e e e e bbb et ee ettt et e e e eeaaaeaaaaeesaesaaaaaannnnnnnnsrnsenneeeeeaeaeees 1093
REQUESTING AND RELEASING OF SPORTS EQUIPMENT, MEDALS, TROPHIES, PAINT, READING GLASSES, MEDICINE, MEDICAL EQUIPMENT, AND MINE RAL
AL N I PP PPPPR 1095
REQUEST FOR TARPAULIN PRINTING ....uiiiiitttiitttiitteette ettt ettt e sttt ettt e sttt e sbeeesbeeeameeesbeeesae e seeeabeeeaseeeabeeease e ease e e s et e be e eas et e ase e e be e e s et e beeeabe e e aseeeabeeeabeeeaseeebeeeabeeeabeesabeeenneeennneens 1097
REQUEST FOR CATERING SERVICES AND FOODSTUFF (BUFFET, SNACKS, AND PACKED IMEALS) ....ueiiieeiie ettt ettt e ettt e e stte e e tte e e s tae e e sntaaeesnaaaaesastaeesnnaeeeenneens 1099
PRICE CHECKING OF ITEMS IN PURCHASE REQUESTS AND PROJECT PROPOSALS ...ttt ettt e e e e e e e ettt e e e e e e e e e e e e et s e s s s e s e e eeeseeeeeensnnaanseeeaeaeeneens 1101
FEEDBACK AND COMPLAINTS IMECHANISIM ... ittt ettt ettt e e e eae e e e e e s e e s e e e e aaaneeabe bt e e e et et e e et e e e eeaaaaaaeeesassaaaaaanansansesbesbeeeeee e e e e e eaeaaaaesessesssassanannnnnnnnssnsenneeeeeeeneees 1103
BIDS AND AWARDS COMMITTEE ...oe ittt ettt et e e e e et e e e e e et e e et e e et e e et e e aaneeaa e e et e e e s e e ea e e aa e e aa e e et e e et e e et e e en e eanneeenneennnnes 1106
FUNCTION OF THE BIDS AND AWARDS COMMITTEE .....euciei ittt ettt ee s s s s e e e e e ettt tas b saeseseeeeeaeeaaeaba s s seeeeeaeaaaassasaaa e seeeeeseaessnsannsnsssseseeeeesensssssnnnnnsneneeeesenens 1106
Supplier Registry for Alternative MO Of PrOCUIEMENT. ... . .. ittt e e e e e eeeeeeeeeaaaaaaaaessaasaaaaasnssaseessesseeasaasasssssaaeaaaesaaeessssssassaaasssssnsssssessansnnnnenees 1108
(VT ol=N o)l {=Te [V =Ty & o TR O LW Lo =Y o] o I { 2{ 1 © ) DS U 1110
[SSUGNCE OF NOTICE OF AWK ...ttt ettt ettt ettt sb et e sb et e s b et e b et e bt e e b et e b et e be e e bt e ease e e be e e be e ea b et e s et e abe e eas et e ab et e abe e e a s et e se e e s et ease e e beeeabeeeaseeebeeebeeeaneeesbeeenneeennneens 1113
Ty Tol=N o) ] (ol T 0] o LT OO TSP ST TR O PPOTRPOPRRPRN 1115
U Tel =N o) i1 Te Fo I qY - T Tol Uy q =T o | 3PP 1117
FOR THE PROCUREMENT OF GOODS AND SERVICES: ...ttt e e e e ettt ettt e e e e e e e et ettt eee e s s aeseeeeeareeeee s s a e e e seeeaeseeeeensesaa s eeaeaeeeseaesennana e seeeeeeeennnnssnnannasaeaaaaeeneens 1127
FEEDBACK AND COMPLAINTS IMECHANISM ... ittt ettt ettt ettt ettt ettt ettt ettt e bt e bt e s bt e e b et e be e e bt e e st e e bee e bt e eas et e abeeebe e e s et e b et e abe e e s e e e be e e beeease e e beeeabe e eaneeebeeeabeeeabeeenbeeenbeeanneens 1131

XXi



CITY MAYOR'’S OFFICE V

BAGONG PILIPINAS

VISION AND MISSION

VISION

A Globally COMPETITIVE GREEN and RESILIENT City, Propelled by GOD-Loving, Gender-
Responsive Leaders and Empowered Citizenry.

MISSION

To create a city where there are no masters or kings but only subjects, whose only concern is the
well-being of each and every Taclobanon.
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City Government of Tacloban
mayorsoffice@tacloban.gov.ph
(053)832-3131

BAGONG PILIPINAS

RECEIVING OF COMMUNICATION LETTERS

Receiving of Communication Letters from the City Government of Tacloban Offices and outside offices/agencies
The City Mayor’s Office receives a great amount of communication letters from various offices and clients such as but not limited to requests,
notices of meetings, letters of intent, and coordination letters.

CITY MAYOR'S OFFICE

Simple

G2C/ G2B / G2G
Il

Three (3) copies of the communication letter (1 Original & 2 (Client
Photocopies)
Complete contact details of the sender Client
CLIENT STEPS AGENCY ACTIONS
FEES TO BE PAID |PROCESSING TIME PERSON RESPONSIBLE
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1. Submit 3 copies of the 1.1 Read the content of the None 5 Minutes
communication letter to the communication letter
CMO receiving area (1
Original & 2 Photocopies) Ms. Mercy Espinosa / Ms. Anne
1.2 After verifying the . Margarette Palomo
content, acknowledge None 10 minutes o . .
receipt of the letter by Administrative Aide |
stamping the “received” City Mayor’s Office
logo on the
communication letter;
Write the name of the
receiver, including the
date and time; and then
place a barcode on the
letter
2. Accept the end-user copy | 2. Release the end-user None 1 Minute Ms. Mercy Espinosa / Ms. Ann
copy Margarette Palomo
Administrative Aide |
City Mayor’s Office
3. Highlight the client’s None 5 Minutes Ms. Daisy Cinco

request/concern in the
letter

Contract of Service

City Mayor’s Office
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communication letter

. Input the contents of None 5 Minutes Mr. Beryl Karl Espino
the letter in the Data o , ,
Archiving and Tracking Administrative Aide |
System (DTAS) City Mayor’s Office

. Scan the documents None 5 Minutes Mr. Harry Chris Berdan
and upload the same in o _ _
the DTAS Administrative Aide |

City Mayor’s Office

. Forward the documents None 10 Minutes Mr. Harry Chris Berdan
to the Personnel o _ _
assigned for routing Administrative Aide |

City Mayor’s Office
Attach route slip to None 1 Minute Ms. Tessa Lizanne T. Uyvico

CGADH Il

City Mayor’s Office

Ms. Irish Sheryl A. Tonog
Executive Assistant Il

City Mayor’s Office
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to the person in charge
for routing to the
responsible office/s

8. Verifies the content and None 10 minutes Ms. Tessa Lizanne T. Uyvico
routes the document to the o o . .
responsible office/s with Supervising Administrative Officer
recommendatory comments City Mayor’s Office
or action to be taken
Ms. Irish Sheryl A. Tonog
Executive Assistant Il
City Mayor’s Office
9. Update/input in the None 5 minutes Ms. Russel Grego / Mr Percy Paa
Data Tracking System o _ _
(DTAS) including the Administrative Aide |
comments/action to be
taken by the
responsible office/s
10.Record in the logbook None 5 Minutes Ms. Krizzia Lavente
Administrative Aide |
City Mayor’s Office
11.Forward the document None 5 minutes Percy Paa / Krizzia Lavente

Administrative Aide |

City Mayor’s Office
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11. Route the document to
the responsible office/s

None

15 minutes

Beryl Karl Espino

Administrative Aide |

City Mayor’s Office
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RECEIVING OF COMMUNICATION LETTERS THROUGH EMAIL
Receiving of Communication Letters sent by various offices/agencies through the official email of the City Mayor’s Office. The City
Mayor’s Office's official email address receives numerous emails from various offices and agencies mostly communication letters for

coordination meetings, courtesy calls, and other inquiries.

CITY MAYOR’S OFFICE

Simple

G2C/ G2B/G2G

Email with complete attachments

Client

1. Send an email with all the complete| 1.1 Read the content of the
attachments and contact details communication letter

1.2 After verifying the content,
acknowledge receipt of the
letter

Complete contact details of the sender Client
CLIENT STEPS AGENCY ACTIONS
FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
None 10 Minutes Mr. Percy S. Paa

Administrative Aide Il

City Mayor’s Office
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Print the email and all its None 3 Minutes Mr. Percy S. Paa
attachments o _ _
Administrative Aide Il
City Mayor’s Office
Stamp the “RECEIVED” logo None 10 Minutes Ms. Norena T. Tupaz
on the communication letter; o _ .
Write the name of the receiver, Administrative Aide |
including the date and time; City Mayor’s Office
and Place a barcode on the
letter
Input the contents of the letter None 5 Minutes Ms. Norena T. Tupaz
in the Data Archiving and . _ _
Tracking System (DTAS) Administrative Aide |
City Mayor’s Office
Scan the documents and None 5 minutes Ms. Norena T. Tupaz
upload the same to DTAS o _ .
Administrative Aide |
City Mayor’s Office
Forward the letter to the person None 1 minute Ms. Norena T. Tupaz
in charge of routing o _ _
Administrative Aide |
City Mayor’s Office
Read and Route the letter to None 5 minutes Ms. Tessa Lizanne T. Uyvico

the concerned department

CGADH 1l
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City Mayor’s Office

Ms. Irish Sheryll Tonog
Executive Assistant Il

City Mayor’s Office

. Input in the Data Archiving and None 5 minutes Ms. Russel Grego / Mr. Percy Pazz
Tracking System (DTAS) the o _ )
action taken by the router Administrative Aide |
City Mayor’s Office
Route to the concerned None 15 minutes Mr. Beryl Karl Espino

department/office

Administrative Aide |

City Mayor’s Office

9|Page




RECEIVING OF DOCUMENTS FOR THE SIGNATURE OF THE CITY MAYOR OR HIS DULY AUTHORIZED REPRESENTATIVE

The City Mayor as the Local Chief Executive is vested with the authority to sign documents on behalf of the City Government
The City Mayor’s Office receives a volume of documents daily that the City Mayor should sign as part of his ministerial function.

CITY MAYOR'S OFFICE

Simple

Document/s for signature such as but not limited to: Client

Office Orders;
Travel Orders;

Memoranda of Understanding,
Memoranda of Agreement
Deeds of Donation

Deeds of Sale

Deeds of Usufruct

Service Records
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Application for Terminal Leave
Oath of Office

Authority to Reimburse
Clearance Forms

Local Finance Resolutions

GSIS Forms for Retirement
Senior Citizen Booklets
Senior Citizen IDs

PWD IDs

Solo Parent IDs

CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

. Forward the document/s for

signature/ approval of the Local
Chief Executive (LCE)

1.1 Verify the document for
signature/approval as
to completeness of
data/information, etc.

1.2 Acknowledge receipt of
the document by affixing

None

5 Minutes

Mr. Melvin Coralde
Administrative Aide |

City Mayor’s Office

Ms. Russel L. Grego

Administrative Staff
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signature on the client’s
logbook

City Mayor’s Office

representative affixes
his signature on the
document

. Forward the document None 5 Minutes Mr. Melvin Coralde
for signature to the City Administrative Aide |
Administrator’s Office ) i
for City Mayor’s Office
review/countersignature

. Receive the verified None 5 Minutes Mr. Melvin Coralde
document from the City Administrative Aide |
Administrator’s Office _ _

City Mayor’s Office

. LCE or his authorized None 8 hours Alfred S. Romualdez

City Mayor

City Mayor’s Office

Lila Czarina A. Aquitania, ESQ

City Administrator
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City Administrator’s Office

(Authorized Representative)

5. Scan and Record the None 10 Minutes Mr. Melvin Coralde
signed/approved Administrative Aide |
document

City Mayor’s Office

Ms. Russel L. Grego
Administrative Aide |

City Mayor’s Office

6. Inform the end user that None 5 Minutes Mr. Melvin Coralde
the document was Administrative Aide |
already signed and

ready for pickup City Mayor’s Office

Ms. Norena Tupz
Administrative Aide |

City Mayor’s Office
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3. The Client Receives the
approved/signed document

Let the client acknowledge
the receipt of the document
by affixing his/her signature
on the logbook

None

5 Minutes

Mr. Melvin Coralde
Administrative Aide |

City Mayor’s Office

Ms. Russel L. Grego

Administrative Staff

City Mayor’s Office
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REQUEST FOR THE ATTENDANCE/ PRESENCE OF THE CITY MAYOR TO VARIOUS ACTIVITIES AND EVENTS
Various offices, both government and private, request the presence of the City Mayor to grace their activities and events

CITY MAYOR'S OFFICE

SIMPLE

Communication Letter client
Copy of the event’s program client
Complete contact details of the sender client

CLIENT STEPS AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1. Submit the required documents | 1.1 Read the content of
to the Receiving Area of the City the communication
Mayor’s Office for verification letter

1.2 Verify the content and
acknowledge receipt of
the letter

None

10 Minutes

Ms. Mercy R. Espinosa / Ms.
Anne Margarette Palomo

Administrative Aide |

City Mayor’s Office
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1.3 Stamp the client’s copy
with the receiving
stamp; indicate the
name of the receiver,
time, and date

received
2. Accept end-user's copy 2. Give the receiver's None 1 Minute Ms. Mercy R. Espinosa / Ms Anne
copy to the end user Margarette Palomo
Administrative Aide |
City Mayor’s Office
3. Forward the document None 10 Minutes Mr. Harry Chris M. Berdan
to the Executive o ) )
Assistant assigned for Administrative Aide |
the LCE’s schedule City Mayor’s Office
4. Verify the content and None 1 day Ms. Irish Sheryl Tonog

program, if any; get
details from the
requesting
agency/office; and
Input the said activity to

Executive Assistant Il

City Mayor’s Office
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the calendar of events
of the LCE

5. Inform the requesting None 10 minutes Ms. Abigael L. Gatela
party of the
confirmation of the
attendance of the City City Mayor’s Office
Mayor or his duly
authorized

Tourism Operations Office Il

representative
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REQUEST TO SCHEDULE A MEETING OR COURTESY VISIT WITH THE CITY MAYOR
Request for Various offices, both government and private request the presence of the City Mayor to grace their activities and events

CITY MAYOR'S OFFICE

Simple

Communication Letter with the purpose of the meeting or Client
courtesy visit

Complete names of the attendees Client
Complete contact details of the sender Client

CLIENT STEPS AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1. Submit the required documents (1.1 Read the content of the
to the Receiving Area of the City|communication letter
Mayor’s Office for verification

1.2 Verify the content and
acknowledge receipt of the
letter

None

10 Minutes

Ms. Mercy Espinosa / Ms. Anne
Margarette Palomo

Administrative Aide |

City Mayor’s Office
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with the receiving stamp,

receiving staff, time and
date.

1.3 Stamp the client’s copy

and indicate the name of the

2. Accept the client’s receiving

copy of the communication letter
from the CMO Staff

2 Give the receiver’s copy

to the client

None

1 Minute

Ms. Mercy Espinosa / Ms. Anne
Margarette Palomo

Administrative Aide |

City Mayor’s Office

. Forward the document

to the Executive
Assistant assigned for
the schedule of the
LCE

None

10 Minutes

Mr. Harry Chris M. BErdan
Administrative Aide |

City Mayor’s Office

. Verify the content of the

letter; get details from
the requesting
agency/office if
necessary; and Input
the said activity to the

None

1 DAY

Ms. Irish Sheryl Tonog
Executive Assistant Ill

City Mayor’s Office
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calendar of events of
the LCE

. Inform the requesting
party of the
confirmation of the
schedule of the
meeting/ courtesy call
with the City Mayor or
his duly authorized
representative

None

1 Day

Ms. Irish Sheryl Tonog
Executive Assistant Ill

City Mayor’s Office

Ms. Abigael L. Gatela

Tourism Operations Office Il

City Mayor’s Office
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REQUEST TO SCHEDULE A CIVIL WEDDING
Couples residing in Tacloban who wish to get married through a Civil Wedding As vested by the Local Government Code of 1991
the Local Chief Executive as one of his functions, has the authority to solemnize marriage for residents of Tacloban who wish to get married.

CITY MAYOR'S OFFICE

Simple

Accomplished Civil Wedding schedule form City Mayor’s Office
Marriage License City Civil Registrar
CLIENT STEPS AGENCY ACTIONS
FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Couple may proceed to the |Check if the couple has a None 10 Minutes Mr. Melvin Coralde
City Mayor’s Office for valid Marriage License, and o ) )
inquiry/scheduling give out the Civil Wedding Administrative Aide |
Form for them to fill out City Mayor’s Office
2. The couple will fill out the Accept the accomplished None 10 Minutes Mr. Melvin Coralde
form and upon completion, form and check the o ) )
Administrative Aide |
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hand in the same to the
attending staff

information written in the
form

City Mayor’s Office

. Receive the copy of the civil
wedding schedule form and
wait for the confirmation of
the schedule through a text
or phone call from the City
Mayor’s Office

3.1 Give the couple a copy
of the schedule form

3.2 Inform the couple of
the waiting period for
the confirmation.

4. Forward the
Accomplished Form to
the Executive Secretary

None

None

5 Minutes

5 minutes

Mr. Melvin Coralde
Administrative Aide |

City Mayor’s Office

Mr. Melvin Coralde
Administrative Aide |

City Mayor’s Office

5. Check the schedule of
the LCE

None

1 day

Ms. Irish Sheryl Tonog
Executive Assistant Ill

City Mayor’s Office

6. Input the said wedding
date to the calendar of
events of the City
Mayor upon
confirmation of its
availability

None

1 day

Ms. Irish Sheryl Tonog
Executive Assistant Ill

City Mayor’s Office
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. Inform the requesting
party of the
confirmation of the
schedule of the civil
wedding

None

5 Minutes

Ms. Irish Sheryl Tonog
Executive Assistant Ill

City Mayor’s Office

Mr. Melvin Coralde

Administrative Aide |

City Mayor’s Office

23| Page



How to send IAnswer the client feedback form and drop it at the designated drop box in front of the City Mayor’s Office- Receiving Section
feedback

Contact info: (053) 832-3131 or mayorsoffice@tacloban.gov.ph

How feedbacks are [Every Friday, the Administrative Officer-Designate opens the drop box and compiles and records all feedback submitted.
processed

Feedback requiring answers is forwarded to the relevant section or personnel concerned and they are required to answer within three (3) days
from receipt of the feedback.

The action taken and the answer of the section or personnel concerned is then relayed to the citizen/ complainant.

For inquiries and follow-ups, clients may contact the following telephone number:

(053) 832-3131

How to file a Answer the client Complaint Form and drop it at the designated drop box in front of the City Mayor’s Office-Receiving Section
complaint

Complaints can also be filed via telephone. Make sure to provide the following information:
- Name of person being complained

- Incident
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- Evidence

For inquiries and follow-ups, clients may contact the following telephone number:

(053) 832-3131

How complaints are
processed

The Complaints Officer opens the complaints drop box every Friday and evaluates each complaint.

Upon evaluation, the Complaints Officer shall start the investigation and forward the complaint to the relevant section/personnel for their explanation within
72 hours upon receipt.

The Complaints Officer will create a report after the investigation and shall submit it to the Chief of Staff or duly authorized representative for appropriate
action.

The Complaints Officer will give feedback with regards to the action taken and the investigation conducted to the client/ complainant.

For inquiries and follow-ups, clients may contact the following telephone number:

(053) 832-3131

Contact Information
of the City Mayor’s
Office

E-MAIL: mayorsoffice@tacloban.gov.ph

(053) 832-3131
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CITY ADMINISTRATOR’S OFFICE

BAGONG PILIPINAS

EXTERNAL SERVICES

RECEIVING OF DOCUMENTS FROM EXTERNAL CLIENTS, AND THEIR APPROVAL AND ENDORSEMENT TO CONCERNED OFFICES,

AGENCIES, PERSONNEL, & ETC.
These are personal requests of external clients that are acted upon by the City Administrator by way of approving it or referring the letter/document to

the concerned offices, agencies, and personnel for appropriate action.

City Administrator’s Office

Simple

Government-to-Government (G2G)/ Government-to-Citizen (G2C)/ G2B (Government to Business)

All (City Departments/Offices/Operating Units, City Councilors, City Government Officials and/or Employees, Teaching and
non-teaching Employees, Utility Concessionaires, Contractors/Service Providers, National government agencies, Private
Universities and Colleges, State Universities and Colleges, Local government units, Private entities, business owners’

constituents, guests/visitors, etc.)

Request letter (1 original copy, duly signed by the requesting party) Concerned Office /[Requesting Party
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submit the request |1. Receives, reviews, and stamps
letter/documents  to  the  City |documents with ‘RECEIVED” _ o
containing the date, time, and the None 5 minutes per document Receiving Clerk
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Administrator’s receiving window.

receiving clerk’s signature.

Office of the City Administrator
2" Floor

1.1 Encodes details of the
letter/document in the Document

Receiving Clerk

Tracking Archiving System (DTAS) & None 5 minutes per Office of the City Administrator
logbook. document 2" Floor
1.2 Segregates and endorses Receiving Clerk
letter/document to the AO-Designate . ] _ o
for review. None 5 minutes per document | Office of the City Administrator
2" Floor
1.3 Endorses letter to the Assistant Administrative Officer -
City Administrator/s or the City Designate
Administrator  for  their actions, 5 ch
: ocument in-charge
comments, and recommendations. None 5 minutes per document
Office of the City Administrator
7" Floor
1.4 Conducts Complete Staff Work
through review (e.g. evaluation, o _ .
validation, inspection, and analysis). Administrative Officer —
Designate
Legal Consultant
None 1 day per document

Gives an evaluation report and/or draft
action documents to the Assistant City
Administrator/s or the City
Administrator for final consideration/
approval/ signature.

Writer

Office of the City Administrator,
7" Floor
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1.5 For action.

City Administrator/Assistant
Office Administrator

None 15 minutes
Office of the City Administrator
7" Floor
1.6 Gathers and verifies all the
communications acted by the City o
Administrator's/OIC-Asst. City Receiving Clerk
Administrator None 5 minutes per document | Office of the City Administrator,
2" Floor
1.7 Endorses the letter/document to Releasing Clerk
the concerned office/s for their further . ‘ . o
evaluation /investigation/research and None 15 minutes per document| Office of thengtlty Administrator
appropriate action. 2" Floor
2. Claim and receive the document at 2. Releases documents to the Releasing Clerk
the releasing window/area. concerned office or client. _ ] _ o
None 5 minutes per document | Office of the City Administrator

2nd
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PROCESS OF ATTENDING TO CLIENT’S INQUIRY
The process of attending to clients’ inquiries and addressing appropriate action as per marginal notes advised by the City Administrator or OIC-

Assistant City Administrator.

City Administrator’s Office

Simple

Government-to-Government (G2G)/ Government-to-Citizen (G2C)/ G2B (Government to Business)

All (City Departments/Offices/Operating Units, City Councilors, City Government Officials and/or Employees, Teaching and non-
teaching Employees, Utility Concessionaires, Contractors/Service Providers, National government agencies, Private Universities and
Colleges, State Universities and Colleges, Local government units, Private entities, business owners constituents, guests/visitors, etc)

Communication/letter of requesting party/clients (one original copy, duly signed by the | Requesting party

client)
PERSON RESPONSIBLE
CLIENT STEPS AGENCY ACTIONS
FEES TO BE PAID PROCESSING TIME
1. Inquire/follow-up letter requests at the |1. Check the status in the logbook & Receiving Clerk
receiving area of the City Administrator's |DTAS.
Office. None 10 minutes per document | Office of the City Administrator, 2"
Floor
2. Claim and receive the document at the| 2. If with an UPDATE, prepare to release Receiving Clerk
releasing window/area. the documents to the clients.
None 5 minutes per document | Office of the City Administrator, 2"
Floor
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PROCESS OF ATTENDING TO VARIOUS VISITORS
The City Administrator’s Office attends to various visitors seeking courtesy calls with the City Administrator. This involves scheduling
appointments, receiving visitors, and facilitating their meetings with the City Administrator.

City Administrator’s Office

Simple

Government-to-Government (G2G)/ Government-to-Citizen (G2C)/ G2B (Government to Business)

Teaching and non-teaching Employees, Utility Concessionaires, Contractors/Service Providers, National
government agencies, Private Universities and Colleges, State Universities and Colleges, Local government units,
Private entities, business owners’ constituents, guests/visitors, etc.

Letter of Intent (original copy, duly signed by the head of Visitors or Guests
the office or concerned individual

PERSON RESPONSIBLE

CLIENT STEPS AGENCY ACTIONS
FEES TO BE PAID| PROCESSING TIME

1. Submit a Letter of Intent with |1. Receives, reviews,
complete attachment/s duly |and stamps the
signed by the Head of Office or |document with
concerned individual received | "RECEIVED” None 5 minutes per document | Office of the City Administrator, 2" Floor
at the receiving area of the City |containing the date,
Administrator’s Office. time, and the receiving
clerk’s signature.

Receiving Clerk
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1.1 Encodes details of
the letter in the
Document Tracking
Archiving System
(DTAS) & logbook.

None

5 minutes per document

Receiving Clerk

Office of the City Administrator, 2" Floor

1.2 Endorses the
document to the in
charge for review.

None

5 minutes per document

Receiving Clerk

Office of the City Administrator, 2" Floor

1.3 Conducts
Complete Staff Work
through review, (e.g.
evaluation, validation,
inspection, and
analysis).

Gives an evaluation
report and/or draft
action documents to
the Assistant City
Administrator/s or the
City Administrator for
final consideration/
approval/ signature.

None

1 day per document

Administrative Officer — Designate

Legal Consultant

Writer

Office of the City Administrator, 7™ Floor

1.4 For action.

City Administrator/OIC Assistant City
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None 15 minutes per document Administrator

Office of the City Administrator, 7™ Floor

1.5 Checks for the City Schedule In-charge
Administrator’s , , : - th
availability None 15 minutes per document | Office of the City Administrator, 7" Floor

1.6 Gathers and
verifies all the

communications acted Receiving Clerk

by the City None 5 minutes per document | Office of the City Administrator, 2" Floor
Administrator’s/OIC-
Asst. City

Administrator

2. Clam and receive the 2. Release the Releasing Clerk
document at the releasing document requested.
window/area

None 5 minutes per document | Office of the City Administrator, 2" Floor

32|Page



ISSUANCE OF CERTIFICATE OF RETIREMENT
The certificate of retirement is issued to Business Permit holders with terminated business operations.

City Administrator’s Office

Simple

Government-to-Citizen (G2C)

Business Stakeholders

Assessment Form (one original copy) Business Permits and Licensing Division
Barangay Clearance (one original copy) Respective Barangay Hall

Letter Request for Retirement (one original copy) Business Permit Holder

Proof of Payment (Official Receipt) City Treasurer’s Office

Valid ID (one, photocopy) Business Permit Holder

Latest Business Permit (one original copy) Business Permit Holder

Barangay Certificate of Closure Indicating Date of Closure (one [Respective Barangay Hall
original copy)

Duly Accomplished Retirement Application Form (one original ~ [Business Permits and Licensing Division
copy)

Notarized Affidavit of Closure, Board Resolution, or Notice of Business Permit Holder
Dissolution Indicating the Exact Date of Closure (one original

copy)
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CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1.
Clearance to the Receiving Area of

Submit the secured Mayor’s

the City Administrator’s Office.

1. Receives, reviews, and
stamps the document with
“‘RECEIVED” containing
the date, time, and the
receiving clerk’s signature.

None

5 minutes per document

Receiving Clerk

Office of the City Administrator, 2" floor

1.1 Encodes details of the
letter in the Document
Tracking Archiving System
(DTAS) & logbook.

None

5 minutes per document

Receiving Clerk

Office of the City Administrator, 2" floor

1.2 Endorses the
document to the in charge
for review.

None

5 minutes per document

Receiving Clerk

Office of the City Administrator, 2" floor

1.3 Conducts Complete
Staff Work through review,
(e.g. evaluation, validation,
inspection, and analysis).

Gives an evaluation report
and/or draft action
documents to the
Assistant City
Administrator/s or the City
Administrator  for final

None

1 day per document

Document in charge

Office of the City Administrator, 7™ Floor
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consideration/  approval/

signature.
1.4 For action. None 15 minutes per document City Administrator/Assistant City
Administrator
Office of the City Administrator, 7™ floor
2. Claim and receive at the|2. Gathers and verifies all
releasing window/area and return the | the communications acted
documents to the person in charge at by the City Receiving Clerk
the Business Permits and Licensing o ,
Division A(Ijmmlstr.at.or s/OIC-Asst. None 5 minutes per document Office of the City Administrator, 2" Floor
City Administrator
2.1 Release the documents
requested. )
Releasing Clerk
None 5 minutes per document Office of the City Administrator, 2" floor
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INSPECTION OF GOODS & SERVICES REPORT
A service is provided and a document is issued to end—users for the deliveries made.

City Administrator’s Office/lnspection Division

Simple

Government-to-Government (G2G)/ Government-to-Citizen (G2C)/ G2B (Government to Business)

Il (City Departments/Offices/Operating Units, City Councilors, City Government Officials and/or Employees,
Teaching and non-teaching Employees, Utility Concessionaires, Contractors/Service Providers, National

government agencies, Universities and Colleges, State Universities and Colleges, business owners’ constituents,
etc.)

Delivery Receipt / Charge Invoice of Goods and Services  |Business Establishments/entities
(one original copy)
Acceptance Report (one original copy) CGSO
CLIENT STEPS AGENCY ACTIONS
FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
1.  Call or submit the receipts| 1. Receives the receipts Receiving Clerk
to the Inspection Division to|from the client and
conduct an inspection  Of| records them in the None 5 minutes per Office of the City Administrator-Inspection
goods/services delivered. logbook document Division Office, 2" floor
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releasing window/area

requested.

1.1 Prepares and issues None 5 minutes per document Receiving Clerk
Inspection and ) , )
Deployment Order to the Inspection Div. Chief
designated Inspector Office of the City Administrator-Inspection
Division Office, 2" floor
1.2 Deploy Inspector. The None 15 minutes per Inspection Div. Chief
inspector conducts initial document
and actual inspection of Concerned Inspector
deliv_ered goods  and Office of the City Administrator-Inspection
services Division Office, 2" floor
2. Submit the fully compiled 1.3 Receives the approved None 5 minutes per document Receiving Clerk
receipts to the Receiving Area of AIR from CGSO, and . ) o ]
the City General Services Office. |assigned a number for AIR Office of th_e_C_lty Adm|n|strator-lnspect|on
Division Office, 2" floor
1.4 Conducts verification of None 15 minutes per Concerned Inspector
submitted AIR by the document ) ) )
Inspector and approval of Inspection Div. Chief
the same by the Chief Office of the City Administrator-Inspection
Inspector Division Office, 2" floor
3. Claim and receive at2. Release the documents None 5 minutes per document Releasing Clerk

Office of the City Administrator-Inspection
Division Office, 2" floor
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ISSUANCE OF PRE AND POST-REPAIR INSPECTION REPORT
A service is provided and a document is issued to end—users for the repair made.

City Administrator’s Office/lnspection Division

Simple

Government-to-Government (G2G)/ Government-to-Citizen (G2C)/ G2B (Government to Business)

Il (City Departments/Offices/Operating Units, City Councilors, City Government Officials and/or Employees,
Teaching and non-teaching Employees, Utility Concessionaires, Contractors/Service Providers, National
government agencies, Universities and Colleges, State Universities and Colleges, business owners’ constituents,
etc.)

Pre-Repair Findings Report (one original copy) Carpool
Post-Repair Inspection Report (one original copy) Carpool
CLIENT STEPS AGENCY ACTIONS
FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID

1. Call or submit the pre-repair | 1. Receives and records
request to the Inspection | pre-repair requests from

Division the concerned office or
department, with Receiving Clerk
complete findings
provided by the None 5 minutes per Office of the City Administrator-Inspection
mechanic or technician, document Division Office, 2" floor
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along with their
signature

1.1 Prepares and issues
Inspection and

Receiving Clerk

Deployment Order to the None 5 minutes per document Inspection Div. Chief
designated Inspector Office of the City Administrator-Inspection
Division Office, 2" floor
1.2 Deploys Inspector to None 15 minutes per Inspection Div. Chief
conduct pre-repair document
e e Concerned Inspector
findings Office of the City Administrator-Inspection
Division Office, 2" floor
1.3 Approval of Pre- None 5 minutes per document Inspection Div. Chief
repair Inspection
Concerned Inspector
Office of the City Administrator-Inspection
Division Office, 2" floor
2. Submit the approved Pre-|1.4 Receives and
repair inspection to the |assigns a number to the _ o
Receiving Area of the Carpool. |signed complete Post S minutes per document Recelving Clerk
Repair findings from the None Office of the City Administrator-Inspection
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mechanic/technician Division Office, 2" floor

1.5 Conducts post-repair Concerned Inspector
recommendations  and
findings of the submitted

Post Repair Report by None 15 minutes per Office of the City Administrator-Inspection

the  Inspector  and document Division Office, 2" floor
approval of the same by

the Chief Inspector

Inspection Div. Chief

3. Claim and receive at releasing 2. Release the None 5 minutes per document Releasing Clerk

window/area documents requested. ) ) o )
Office of the City Administrator-Inspection

Division Office, 2" floor
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ISSUANCE OF WASTE MATERIAL REPORT
A service is provided and a document is issued to end—users for the utilization made.

City Administrator’s Office/lnspection Division

Simple

Government-to-Government (G2G)/ Government-to-Citizen (G2C)/ G2B (Government to Business)

Il (City Departments/Offices/Operating Units, City Councilors, City Government Officials and/or Employees,
Teaching and non-teaching Employees, Utility Concessionaires, Contractors/Service Providers, National

government agencies, Universities and Colleges, State Universities and Colleges, business owners’
constituents, etc.)

Waste Material Report (one original copy) End-user & CGSO

Report of Utilization (ROU) (one original copy) End-user

Attendance sheets End-user

Documentation End-user

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

1. Call or submit the|l. Receives signed Receiving Clerk
ROU/Waste Material report to the|documents from CGSO
Inspection Division g None 5 minutes per Office of the City Administrator-

document Inspection Division Office, 2" floor
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logbook.

1.1 Assigns Inspector to
conduct validation and

5 minutes per document

Inspection Div. Chief

to the City Accounting Office

inspection of waste None Offlce. of thfe .C.lty Admlnlstrr]itor-
A Inspection Division Office, 2" floor
1.2 Conducts validation 15 minutes per Concerned Inspector
and inspection of waste document ) ) o
o None Office of the City Administrator-
Inspection Division Office, 2" floor
2. Claim and receive at releasing|2. Release the 5 minutes per document Releasing Clerk
window/area and submit the same |documents requested. ] ) o
None Office of the City Administrator-

Inspection Division Office, 2™ floor
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ISSUANCE OF GAS SLIP
A document is issued to end—users for the fuel utilization made.

City Administrator’s Office/lnspection Division

Simple

Government-to-Government (G2G)/ Government-to-Citizen (G2C)/ G2B (Government to Business)

Il (City Departments/Offices/Operating Units, City Councilors, City Government Officials and/or Employees,
Teaching and non-teaching Employees, Utility Concessionaires, Contractors/Service Providers, National

government agencies, Universities and Colleges, State Universities and Colleges, business owners’ constituents,
etc.)

Gas Slip (one original copy) CADMO

itinerary of travel (one original) End-user

Travel/ office order (one photocopy) End-user

CLIENT STEPS AGENCY ACTIONS
FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
1. Submit Gas Slip Request| 1. Receives gas slip Receiving Clerk
to the Inspection Division requests from the

P — T None 5 minutes per Office of the City Administrator-Inspection
records them in  the document Division Office, 2" floor
logbook.
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1.1 Assigns Inspector to
conduct validation and

Inspection Div. Chief

inspection of fuel request None 5 minutes per document| Office of th.e.C?|ty Admlnlstrator-lnspectlon
Division Office, 2" floor
1.2 Conducts validation Concerned Inspector
and inspection of waste _ ) ) o )
e — None 15 minutes per Office of the City Administrator-Inspection
document Division Office, 2" floor
2. Claim and receive at releasing |2. Release the Releasing Clerk
window/area documents requested. . ] ) o ]
None 5 minutes per document| Office of the City Administrator-Inspection

Division Office, 2" floor
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APPROVAL PROCESS FOR LIQUIDATION DOCUMENTS

The City Administrator signs liquidation documents, verifying the accuracy and completeness of financial reports for expenses incurred by city
government personnel. This ensures transparency and accountability in the use of public funds.

City Administrator’s Office

Simple

Government-to-Government (G2G)

Itinerary of travel (two original copies), if necessary

Il City Government Employees

Concerned Party

Tickets/ official receipts (original copies)

Concerned Party

Office/travel Order (one photocopy), if necessary

Concerned Party

Appearances (one certified true copy), if necessary

Concerned Party

Certificate of Travel Completed (one original copy), if necessary

Concerned Party

Narrative Report (one original copy), if necessary

Concerned Party

Certificate of Completion (one original copy), if necessary

Concerned Party

Invitation (one photocopy), if necessary

Concerned Party

CLIENT STEPS AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE
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1. Submit requirements.

1. Receives, reviews, and
stamps documents with
‘RECEIVED”  containing
the date, time, and the
receiving clerk’s signature

None

5 minutes per document

Receiving Clerk

Office of the City Administrator, 2" Floor

1.1 Encodes details of the
letter/document in  the
Document Tracking
Archiving System (DTAS)
& logbook.

None

5 minutes per document

Receiving Clerk

Office of the City Administrator, 2" Floor

1.2 Segregates and
endorses letter/document
to the Document in Charge
for review.

None

5 minutes per document

Receiving Clerk

Office of the City Administrator, 2" Floor

1.3 Reviews and endorses
documents to the City
Administrator/OIC
Assistant City
Administrator  for their
action

None

15 minutes per document

Document In-Charge

Office of the City Administrator, 7" Floor

1.4 Conducts Complete
Staff Work through review,
(e.g. evaluation, validation,
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inspection, and analysis).

Administrative Officer — Designate

Document In-Charge

Gives an evaluation report None 1 day per document Legal Consultant
and/or draft action ‘
documents to the Assistant Writer
C!ty Adm!n!strator/s or ‘the Office of the City Administrator, 7™ Floor
City Administrator for final
consideration/  approval/
signature.
1.5 For action. City Administrator/OIC Assistant City
Administrator
None 15 minutes per document
Office of the City Administrator, 7™ Floor
2. Claim and receive at releasing 2. Gather documents and Releasing Clerk
window/area release signed liquidation
None 10 minutes per document Office of the City Administrator, 2" Floor

documents
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APPROVAL PROCESS FOR REIMBURSEMENTS

The City Administrator signs reimbursement documents, verifying the accuracy and validity of expense claims made by city government
personnel. This ensures accountability and compliance with reimbursement policies and procedures.

City Administrator’s Office

Simple

Government-to-Government (G2G)

Il City Government Employees

Itinerary of travel (two original copies), if necessary Concerned Party
Tickets/ official receipts (original copies) Concerned Party
Office/travel Order (one photocopy), if necessary Concerned Party
Appearances (one certified true copy), if necessary Concerned Party

Certificate of Travel Completed (one original copy), if necessary |Concerned Party

Narrative Report (one original copy), if necessary Concerned Party
Certificate of Completion (one original copy), if necessary Concerned Party
Invitation (one photocopy), if necessary Concerned Party
CLIENT STEPS AGENCY ACTIONS
FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submit requirements. 1. Receives, reviews, and
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stamps documents with
‘RECEIVED”  containing

Receiving Clerk

the date, time, and the None 5 minutes per document Office of the City Administrator, 2" floor
receiving clerk’s signature
1.1 Encodes details of the

letter/document in  the _ o

Document Tracking None 5 minutes per document Receiving Clerk

Archiving System (DTAS) Office of the City Administrator, 2" floor
& logbook.
1.2 Segregates and

endorses letter/document _ o

to the Document in Charge None 5 minutes per document Receiving Clerk

for review. Office of the City Administrator, 2" Floor
1.3 Reviews and endorses

documents to the City _

None 15 minutes per document Document In-Charge

Administrator/OIC
Assistant City
Administrator for their
action

Office of the City Administrator, 7" Floor

1.4 Conducts Complete
Staff Work through review,
(e.g. evaluation, validation,
inspection, and analysis).

Administrative Officer — Designate
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Gives an evaluation report Document In-Charge
and/or draft action
documents to the Assistant None 1 day per document Legal Consultant
C!ty Adm!n!strator/s or.the Writer
City Administrator for final
consideration/  approval/ Office of the City Administrator, 7™ Floor
signature.
1.5 For action. None 15 minutes per document City Administrator/OIC-Assistant City
Administrator
Office of the City Administrator, 7™ Floor
2. Claim and receive at releasing 2. Gathers documents and Releasing Clerk
window/area releases signed _ _ _ .
documents. None 10 minutes per document Office of the City Administrator, 2" Floor
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APPROVAL PROCESS FOR AUGMENTATION OF FUNDS/ARO
The City Administrator signs documents related to the augmentation of funds/ARO, verifying the allocation of additional financial resources for

specific purposes.

City Administrator’s Office

Simple

Government-to-Government (G2G)

Il City Government Employees

Letter Request, duly signed by the head of the office (one  |Respective Department/Office
original copy)

Fund Balance Certification (one original copy) City Budget Office
CLIENT STEPS AGENCY ACTIONS
FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
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1.

Submit requirements.

1. Receives, reviews,
and stamps documents
with “‘RECEIVED”

Receiving Clerk

containing the date, time, None 5 minutes per Office of the City Administrator, 2" Floor
and the receiving clerk’s document

signature.

1.1 Encodes details of

the letter/document in ) o

the Document Tracking None 5 minutes per document Receiving Clerk

Archiving System Office of the City Administrator, 2" Floor
(DTAS) & logbook.

1.2 Segregates and

endorses ) o

R e o None 5 minutes per document Receiving Clerk

Document in Charge for Office of the City Administrator, 2" Floor
review.

1.3 Reviews and

endorses documents to

the City

Administrator/OIC None 15 minutes per Document In-Charge
Assistant City document

Administrator for their
action

Office of the City Administrator, 7™ Floor

52|Page




1.4 For action.

City Administrator/OIC Assistant City
Administrator

None 5 minutes per document
Office of the City Administrator, 7™ Floor
2. Claim and receive at releasing 2. Gather and release Receiving Clerk
window/area signed ARO documents ) ) ) o
None 10 minutes per Office of the City Administrator, 2" Floor

document
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APPROVAL PROCESS FOR NOTICE OF MEETINGS, RESOLUTIONS, MINUTES, ETC.
The City Administrator signs notices of meetings, resolutions, and minutes, ensuring their accuracy and compliance with established
procedures. This facilitates effective communication of decisions made within the city government.

City Administrator’s Office

Simple

Government-to-Government (G2G)

Il City Government Employees

Notice of Meetings/Resolutions/Minutes (one original) Respective Department/Office
Agenda/issues/concern of meeting (one original) Respective Department/Office
CLIENT STEPS AGENCY ACTIONS
FEES TO BE PAID| PROCESSING TIME PERSON RESPONSIBLE
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1. Submit requirements. 1. Receives, reviews, and stamps
documents with “RECEIVED”
containing the date, time, and the Receiving Clerk
receiving clerk’s signature.

None 5 minutes per document Office of the City Administrator, 2" Floor
1.1 Encodes details of the
letter/document in the Document
Tracking Archiving System (DTAS) & Receiving Clerk
logbook ) ) ) o
None 5 minutes per document Office of the City Administrator, 2"d Floor
1.2 Segregates and endorses
letter/document to the AO-Designate
for review. None 5 minutes per document Receiving Clerk

Office of the City Administrator, 2" Floor

1.3 Reviews and endorses documents
to the City Administrator/OIC Assistant
City Administrator for their action

None 15 minutes per document Administrative Officer-Designate

Office of the City Administrator, 7t Floor

1.4 For Action. City Administrator/OIC Assistant City Administrator
None 15 minutes per document Office of the City Administrator, 7t Floor
2. Claim and receive at releasing 2. Gathers and releases signed Releasing Clerk
window/area meetings/resolutions/minutes.
None 10 minutes per document Office of the City Administrator,7" Floor
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APPROVAL PROCESS FOR PRS/ORS/VOUCHERS
The City Administrator signs PRs, ORs, and vouchers, verifying the accuracy and validity of transactions and expenses. This ensures
compliance with procurement and financial regulations within the city government.

City Administrator’s Office

Simple

Government-to-Government (G2G)/ G2B (Government to Business)

Il City Government Employees

Purchase Requests End-User

Price Quotation (three original)

Approved Proposal (one photocopy)

Approved PPMP (one photocopy)

APP (one photocopy)

Picture of Items (if items being purchased are unknown)
e Market Survey (if needed)

Obligation Requests End-User

e Contract of Agreement
POW
e Attachments for Suppliers
o PhilGEPS Registration
o Permit of Business
o One valid ID of the owner
Vouchers End-User

e Signed OR
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Signed Office Order
Audited ltinerary

CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1. Submit requirements.

1. Receives, reviews, and
stamps documents with
‘RECEIVED”  containing
the date, time, and the
receiving clerk’s signature

None

5 minutes per document

Receiving Clerk

Office of the City Administrator, 2" Floor

1.1 Encodes details of the
letter/document  in  the
Document Tracking
Archiving System (DTAS) &
logbook.

None

5 minutes per document

Receiving Clerk

Office of the City Administrator, 2" floor

1.2 Segregates and
endorses letter/document to
the Document in Charge for
review.

None

5 minutes per document

Receiving Clerk

Office of the City Administrator, 2" Floor

1.3 Reviews and endorses
documents to the City
Administrator/OIC Assistant
City Administrator for their
action

None

15 minutes per document

Document In-Charge

Office of the City Administrator,7" Floor

1.4 Conducts Complete
Staff Work through review,

(e.g. evaluation, validation,
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inspection, and analysis). Administrative Officer — Designate

Document In-Charge

Gives an evaluation report None 1 day per document Legal Consultant

and/or draft action ‘

documents to the Assistant Writer

City Administrator/s or the Office of the City Administrator, 7™ Floor

City Administrator for final
consideration/  approval/
signature.

City Administrator/OIC Assistant City
Administrator

1.5 For action.

None 15 minutes per document
Office of the City Administrator, 7™ Floor

2. Claim and receive at releasing 2. Gathers and releases None 10 minutes per document Releasing Clerk

window/area signed notice of PRs/ORs/
Office of the City Administrator, 2" Floor
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APPROVAL PROCESS FOR PROPOSALS

The City Administrator signs the proposal, indicating approval and endorsement for further consideration or implementation.

City Administrator’s Office

Simple

Government-to-Government (G2G)

Il City Government Employees

Approved DFPPT (one photocopy) Respective Department/Office
Fund Balance (one original) City Budget Office
Layout (one original) Respective Department/Office
Price Quotations (3 original) Respective Department/Office
CLIENT STEPS AGENCY ACTIONS
FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
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1. Submit requirements.

1. Receives, reviews, and
stamps documents with
“RECEIVED” containing
the date, time, and the

Receiving Clerk

None 5 minutes per Office of the City Administrator, 2" floor
receiving clerk’s document
signature
1.1 Encodes details of the
letter/document in the .
Document Tracking Receiving Clerk
Archiving System (DTAS) None 5 minutes per document| Office of the City Administrator, 2" floor
& logbook.
1.2 Segregates and
endorses letter/document ) o
e None 5 minutes per document Receiving Clerk
Charge for review. Office of the City Administrator, 2" Floor
1.3 Reviews and
endorses documents to
the City
Administrator/OIC None 15 minutes per Document In-Charge
Assistant City document

Administrator for their
action

Office of the City Administrator, 7" Floor

1.4 Conducts Complete
Staff Work  through
review, (e.g. evaluation,

Administrative Officer — Designate

Document In-Charge

60| Page




validation, inspection, Legal Consultant
and analysis). .
None 1 day per document Writer

Office of the City Administrator, 7" Floor
Gives an evaluation
report and/or draft action
documents to the
Assistant City
Administrator/s or the
City Administrator for
final consideration/
approval/ signature.

1.5 For action City Administrator/OIC Assistant City
) Administrator
None 15 minutes per
document Office of the City Administrator, 7" Floor
2. Claim and receive at releasing 2. Gathers and releases Releasing Clerk
window/area signed proposals. ] ] ] o
None 10 minutes per Office of the City Administrator, 7™ Floor
document
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RENEWAL OF FIDELITY BOND
Fidelity Bond is a form of business insurance that offers an employer protection against losses that are caused by its employees' fraudulent or

dishonest actions. This form of insurance can protect against monetary or physical losses.

City Administrator’s Office

Simple

Government-to-Government (G2G)

Il Plantilla/Non-Plantilla Employees (Casual, and Permanent)

Properly Accomplished Form General Form No. 57 A City Treasurer’s Office/ Bureau of Treasury
(Revised March 24, 1976)

6 pcs 2x2 ID Picture (Colored) Requesting Party
3 copies of Updated and Notarized SALN Requesting Party
3 copies of Office Order Human Resource Mgt and Dev't. Office

3 copies of Panunumpa Sa Katungkulan (For Managerial| Requesting Party

Positions)
3 copies of 2 valid I.D.s (government issued ID) Requesting Party
CLIENT STEPS AGENCY ACTIONS
FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
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1. Submit the pre-process and
registered General Form No. 57 A
(Revised March 24, 1976)
secured from the person in charge
of renewal of Fidelity Bond at the
City Treasurer's Office together
with other requirements to the
Receiving Area of the City
Administrator’s Office.

1. Receives

documents and
stamps them with
“‘RECEIVED”

indicating the

receiving clerk's date,
time, and signature.

None

5 Minutes per
document

Receiving Clerk

City Administrator’s Office, 2" floor

1.1 Reviews and
forwards documents
to the Administrative
Officer/in-charge and
endorses to the City
Administrator/OIC-
Asst. City
Administrator for their
actions, comments,
recommendations,
and signatures.

None

5 minutes per document

Document in-charge

City Administrator’s Office, 7™ floor

1.2 For action.

None

15 minutes per
document

City Administrator/OIC Administrator

City Administrator’s Office, 7" Floor
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1.3 Gathers
communications

acted by the City Receiving Clerk
Administrator’s/OIC- None 5 minutes per document City Administrator’s Office, 7 floor
Asst. City

Administrator

2. Claim and receive the 2. Release the signed
document at the releasing|documents to the
window/area and return the| client.

documents to the person in charge
for renewal of Fidelity Bond at the
City  Treasurer’s Office for City Administrator’s Office, 2"d floor
issuance of Authority to Accept
Payments (ATAP).

None 5 minutes per document Receiving Clerk
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REQUISITION AND ISSUE VOUCHER (RIV)
A general form from the barangay level is used to claim accountable forms from the agency. This ensures that there is a record of their request as

well as its movement.

City Administrator’s Office

Simple

Government-to-Government (G2G)

Barangay Officials and Barangay Appointees (Treasurer/Secretary)

General Form No. 3 (one copy, revised January 1992) Respective Barangay Council
CLIENT STEPS AGENCY ACTIONS
FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
1. Submit fully accomplished | 1. Receives
and signed General Form No. | agccomplished and o
3 (Revised March 24, 1976) signed General Form Receiving Clerk
to the Receiving Area of the .
City Administrat%r’s Office. | NO- 3 from the client and None 5 minutes per City Administrator’s Office, 2" Floor
records them in the document
logbook.
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1.1 Reviews & forwards
the document to the
Administrative
Officer/in-charge  and
endorses it to the City
Administrator/OIC-Asst. Document in charge
Cm./ Ac_imlnlstrator i None 15 minutes per City Administrator’s Office, 7™ Floor
their actions, comments,
. document
recommendations, and
signature
1.2 For action. City Administrator/OIC-Asst. City
Administrator
None 5 minutes per document
City Administrator’s Office
1.3 Gathers all Receiving Clerk
communications acted . o , _
by the City City Administrator’s Office, 2" floor
Administrator’s/OIC- None 5 minutes per document
Asst. City Administrator
2. Claim and receive at the 2. Release the signed Releasing Clerk
releasing window/area and | documents requested. .
return the documents to the None 5 minutes per document City Administrator’s Office, 2" floor
person in charge at the City
Treasurer’s Office.
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APPROVAL PROCESS FOR VARIOUS REQUESTS OF EXTERNAL CLIENT

The City Administrator’s Office manages the approval process for various requests from external clients, such as sponsorships, financial aid,
etc. This involves reviewing requests, assessing their alignment with city policies and objectives, and determining appropriate actions.

City Administrator’s Office/lnspection Division

Simple

Government-to-Government (G2G)/ Government-to-Citizen (G2C)/ G2B (Government to Business)

Il (City Departments/Offices/Operating Units, City Councilors, City Government Officials and/or Employees, Teaching and
non-teaching Employees, Utility Concessionaires, Contractors/Service Providers, National government agencies,
Universities and Colleges, State Universities and Colleges, business owners’ constituents, etc.)

Duly signed letter request Concerned Party
BAO Validation Report Concerned Party
CLIENT STEPS AGENCY ACTIONS
FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submit requirements. 1. Receives, reviews, and

stamps documents with
“‘RECEIVED”  containing

the _d.ate, time, .and the None 5 minutes per document Office of the City Administrator, 2" Floor
receiving clerk’s signature

Receiving Clerk

1.1 Encodes details of the
letter/document in the

Document Tracking None 5 minutes per document Receiving Clerk
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Archiving System (DTAS) &
logbook.

Office of the City Administrator, 2" floor

1.2 Segregates and
endorses letter/document

to the Document in Charge None 5 minutes per document Receiving Clerk
for review. Office of the City Administrator, 2" Floor
1.3 Reviews and endorses
documents to the City _ _
Administrator/OIC None 15 minutes per document AO Designate
ASS|§t§1nt C't_y Office of the City Administrator, 7" Floor
Administrator  for  their
action
1.4 Conducts Complete
Staff Work through review, o ) _ _
(e.g. evaluation, validation, Administrative Officer — Designate
inspection, and analysis). 1 day per document Document In-Charge

None Legal Consultant

Gives an evaluation report
and/or draft action
documents to the Assistant
City Administrator/s or the
City Administrator for final
consideration/  approval/
signature.

Writer

Office of the City Administrator, 7"" Floor
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15 Prepare
response/outgoing
communication and have it
signed by the City
Administrator/Assistant

Legal Consultant

Writer

City  Administrator  (if None 30 minutes per document Office of the City Administrator,7™" Floor
needed, as per marginal
notes)
1.6 For action City Administrator/OIC Assistant City
Administrator
None 15 minutes per document
Office of the City Administrator,7" Floor
2. Claim and receive at releasing 2. Gather and release the Releasing Clerk
window/area documents requested.
None 10 minutes per document Office of the City Administrator, 2" Floor
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Approval Process for NOA/BAC Documents

The City Administrator’s Office oversees the approval process for NOA/BAC documents of external clients. This involves reviewing and/or
endorsing documents related to the procurement and bidding processes to ensure compliance with regulations and determining appropriate actions.

City Administrator’s Office/lnspection Division

Simple

Government-to-Government (G2G)/G2B (Government to Business)

Il (City Departments/Offices/Operating Units, City Councilors, City Government Officials and/or Employees,
Teaching and non-teaching Employees, Utility Concessionaires, Contractors/Service Providers, National
government agencies, Universities and Colleges, State Universities and Colleges, business owners’ constituents,
etc.)

NOA/BAC Document (one original) Concerned Party
Abstract of quotations (one original) Concerned Party
Alternative mode of procurement (one original) Concerned Party
Request for price quotation (one original) Concerned Party
Request for quotation (one original) Concerned Party
Mayor’s business permit (one photocopy) Concerned Party
DTI Cert of Business Name Registration (one photocopy) |Concerned Party
Affidavit of omnibus sworn statement (one photocopy) Concerned Party
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PhilGeps Cert of Registration (one photocopy)

Concerned Party

Tax Clearance (one photocopy)

Concerned Party

Audited Financial Statement (one

photocopy)

Concerned Party

PCAB License (one photocopy)

Concerned Party

CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
1. Submit NOA/BACIL. Receives, reviews, and
Document stamps documents with o
“RECEIVED” containing Receiving Clerk
the date, time, and the None 5 minutes per Office of the City Administrator, 2" Floor
receiving clerk’s document
signature
1.2 Encodes details of the
letter/document in the ] o
e Tracking None 5 :’jnlnutes pter Receiving Clerk
- ocumen
Archiving System Office of the City Administrator, 2" floor
(DTAS) & logbook.
1.3 Segregates and
endorses _ o
None 5 minutes per document Receiving Clerk

letter/document to the
Document in Charge for

Office of the City Administrator, 2" Floor
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review.

1.4 Reviews and
endorses documents to

the City Document In-Charge

Administrator/OIC None 15 minutes per Office of the City Administrator, 7! Floor

Administrator for their

action

1.5 For Action City Administrator/OIC Assistant City

_ Administrator
None 15 minutes per
document Office of the City Administrator, 7" Floor

2. Claim and receive at releasing|2. Gathers and Releases None 10 minutes per Releasing Clerk
window/area signed documents. document

Office of the City Administrator, 2" Floor
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APPROVAL PROCESS FOR CASH ADVANCE
The City Administrator’s Office manages the approval process for cash advances. This involves reviewing requests, assessing the purpose
and justification for the advance, and ensuring compliance with financial policies and regulations

City Administrator’s Office/lnspection Division

Simple

Government-to-Government (G2G)

Il (City Departments/Offices/Operating Units, City Councilors, City Government Officials and/or Employees,
Teaching and non-teaching Employees, Utility Concessionaires, Contractors/Service Providers, National
government agencies, Universities and Colleges, State Universities and Colleges, business owners’ constituents,
etc.)

Letter Request duly signed by the head of office (one Concerned Party
original)

Justification Concerned Party

Fund Balance City Budget Office

Travel pre-payment Concerned Party

Itinerary of travel (two originals)

Office/Travel Order (one certified true copy)

3 Quotation for airfare

Certification from City Accounting for no unliquidated
cash advance

e OR
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e DV

Miscellaneous Office Expenses

CLIENT STEPS

AGENCY ACTIONS

FEES TO BE
PAID

PROCESSING TIME

PERSON RESPONSIBLE

1. Submit NOA/BAC Document

1. Receives, reviews,
and stamps documents
with “‘RECEIVED”
containing the date, time,
and the receiving clerk’s
signature

None

5 minutes per
document

Receiving Clerk

Office of the City Administrator, 2" Floor

1.1 Encodes details of the
letter/document in the
Document Tracking
Archiving System (DTAS)
& logbook

None

5 minutes per
document

Receiving Clerk

Office of the City Administrator, 2" Floor

1.2 Segregates and
endorses letter/document
to the Document in
Charge for review.

None

5 minutes per
document

Receiving Clerk

Office of the City Administrator,2" Floor
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1.3 Reviews and
endorses documents to

the City Document In-Charge
Administrator/OIC None 15 minutes per Office of the City Administrator, 7t Floor
Administrator for their
action
1.4 For Action. City Administrator/OIC Assistant
_ Administrator
None 15 minutes per
document Office of the City Administrator, 7" Floor
2. Claim and receive at releasing2. Gather and Release
window/area approved cash advance. ) ) ) o
None 5 minutes per document| Office of the City Administrator, 2" Floor
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APPROVAL PROCESS FOR SPECIAL PERMITS
The City Administrator’s Office manages the approval process for special permits requested by individuals or organizations. This involves
reviewing permit applications and granting approval for the issuance of special permits.

Assessment Slip

City Administrator’s Office

Simple

Government-to-Government (G2G)/ Government-to-Citizen (G2C)/ G2B (Government to Business)

Il City Government Employees

BPLD

CLIENT STEPS

AGENCY ACTIONS

the Document Tracking

Archiving System

FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
1. Submit assessment 1. Receives, reviews, and
stamps documents with o
“RECEIVED” containing Receiving Clerk
the date, time, and the None 5 minutes per Office of the City Administrator, 2" Floor
receiving clerk’s document
signature
1.1 Encodes details of
the letter/document in ) .
None 5 minutes per document Receiving Clerk
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(DTAS) & logbook. Office of the City Administrator, 2" Floor
1.2 Segregates and
endorses document to ) o
the Document in Charge None ’ 5 mlnutfs per Receiving Clerk
: ocumen
for review. Office of the City Administrator, 2" Floor
1.3 Reviews and
endorses documents to
the City Document In-Charge
Administrator/OIC None 15 minutes per Office of the City Administrator, 7" Floor
Assistant City document
Administrator for their
action.
1.4 For action. City Administrator/OIC-Assistant City
_ Administrator
None 15 minutes per
document Office of the City Administrator, 7" Floor
2. Claim and receive at releasing2. Gathers and releases Releasing Clerk
window/area signed special permit . . ) o
None 10 minutes per Office of the City Administrator, 2" Floor
document
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APPROVAL PROCESS FOR PROGRAM OF WORK
The City Administrator’s Office oversees the approval process for POW submissions. This involves reviewing proposed plans and granting
approval for implementation.

City Administrator’s Office

Simple

Government-to-Government (G2G)

Il City Government Employees

Location Plan Concerned Party
Photo of the Project Concerned Party
Estimated Amount of the Project CEO

Letter/Communication addressed to the City Mayor Concerned Party

brgy. project)

Brgy. Resolution stipulating the source of funds of the project (if |Concerned Party

CLIENT STEPS AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1. Submit POW with requirements 1. Receives, reviews, and
stamps documents with
‘RECEIVED” containing
the date, time, and the
receiving clerk’s signature

None

5 minutes per document

Receiving Clerk

Office of the City Administrator, 2" Floor

78| Page




1.1 Encodes details of the
letter/document in  the o
Document Tracking Receiving Clerk
Archiving System (DTAS) None 5 minutes per document Office of the City Administrator, 2" Floor
& logbook.
1.2 Segregates and Receiving Clerk
endorses letter/document ) ) _ o
to the Document in None 5 minutes per document Office of the City Administrator, 2" Floor
Charge for review.
1.3 Reviews and endorses
documents to the City
Administrator/OIC Document In-Charge
ASS'S_t"fmt C|t_y None 30 minutes per document Office of the City Administrator, 7"" Floor
Administrator  for their
action
1.2 For action City Administrator/OIC Assistant City
_ Administrator
None 15 minutes per document
Office of the City Administrator, 7™ Floor
2. Claim and receive at releasing 2. Gathers and releases Releasing Clerk
window/area approved POW ) ) _ o
None 5 minutes per document Office of the City Administrator, 2" Floor
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INTERNAL SERVICES

APPROVAL PROCESS FOR OFFICE ORDERS

The City Administrator’'s Office approves office orders to facilitate internal administrative processes such as personnel movements, transfers,
promotions, and other relevant matters for maintaining organizational structure and ensuring smooth operations within the organization.

City Administrator’s Office

Simple

Government-to-Government (G2G)

Overtime

e |Letter request for overtime stating the estimated cost
of over-time and estimated collection (with pay over-
time) duly signed by the head of the office (one
original)

e Letter request for overtime (COC or 22 days
completion) duly signed by the head of the office (one
original)

e Output template (one original)

Training/Seminar for travel below a 50km radius of the

original station

e Letter request duly signed by the head of the office
(one original)
e Invitation (for training/seminar) (one photocopy)

All (City Departments/Offices/Operating Units, City Councilors, City Government Officials and/or Employees

e ltinerary cost

Concerned Office /Requesting Party
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e Fund balance

e Affidavit of Undertaking (if the attendee is a

JOW/COS Employee)

CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1. Submit a letter request to
City Mayor’s Office

1. Receives, reviews, and
stamps documents with
‘RECEIVED” containing the
date, time, and the receiving

Receiving Clerk

None 5 minutes per document | Office of the City Administrator, 2"
clerk’s signature Floor
1.1 Encodes details of the
letter/document  in  the o
Document Tracking Receiving Clerk
Archiving System (DTAS) & None 5 minutes per document | Office of the City Administrator, 2
logbook. Floor
1.2 Review documents Receiving Clerk
submitted as to the . . . o o
completeness of the attached None 15 minutes per document | Office of the City Administrator, 2
requirements Floor
1.3 Segregates and endorses Receiving Clerk
letter/document  to  the ) . . o .
Document in Charge for None 5 minutes per document | Office of the City Administrator, 2
review. Floor
1.4 Conducts verification 30 minutes per document |Administrative Officer-AO Designate
None Office of the City Administrator, 7t
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Floor

1.5 Endorses for pre-
approval

Administrative Officer-AO Designate

None 5 minutes per document | Office of the City Administrator, 7t
Floor
1.6 For action City Administrator/OIC Assistant City
Administrator
None 15 minutes per document
Office of the City Administrator, 7%
Floor
2. Claim and receive at2. Gathers and releases pre- Releasing Clerk
releasing window/area approved order . . _ o
None 5 minutes per document | Office of the City Administrator, 2"
Floor
2.1 Endorses to the HR for Receiving Clerk
preparation of Order ) _ _ o
None 5 minutes per document | Office of the City Administrator, 2"
Floor
3. Approval/Signature 3. Receives orders. Logs None 5 minutes per document Receiving Clerk
details in DTAS and the _ _ o
logbook Office of the City Administrator, 2"
Floor
3.1 Endorses for approval Administrative Officer-AO Designate
and signature ] . ) o
None 5 minutes per document | Office of the City Administrator, 7™

Floor
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3.2 For action City Administrator/OIC Assistant City
. Administrator
None 15 minutes per document
Office of the City Administrator, 7%
Floor
3.3 Endorses to CMO for Administrative Officer-AO Designate
numbering . . . -
None 5 minutes per document | Office of the City Administrator, 7%
Floor
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APPROVAL PROCESS FOR TRAVEL ORDERS
The City Administrator’s Office processes and approves travel orders to ensure that employee travel is authorized, organized, and in
compliance with relevant policies and regulations.

Invitation (one photocopy)

City Administrator’s Office

Simple

Government-to-Government (G2G)

All (City Departments/Offices/Operating Units, City Councilors, City Government Officials and/or Employees

Concerned Office /Requesting Party

Itinerary of travel (one original)

Concerned Office /Requesting Party

Fund Balance

City Budget Office

Letter of Request to Travel duly signed by the head of the office

Concerned Office /Requesting Party

CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

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

1. Receives, reviews, and stamps
documents with “RECEIVED”
containing the date, time, and the
receiving clerk’s signature

None
document

5 minutes per

Receiving Clerk

Office of the City
Administrator, 2" Floor

1.1 Encodes details of the
letter/document in the Document
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Tracking Archiving System (DTAS)
& logbook.

None

5 minutes per document

Receiving Clerk

Office of the City
Administrator, 2" Floor

1.2 Review documents submitted
as to the completeness of attached
requirements

None

15 minutes per
document

Receiving Clerk

Office of the City
Administrator, 2" Floor

1.3 Segregates and endorses
letter/document to the Document in
Charge for review.

None

5 minutes per document

Receiving Clerk

Office of the City
Administrator, 2" Floor

1.4 Conducts verification

None

30 minutes per
document

Administrative Officer -
Designate

Office of the City
Administrator, 7t Floor

1.5 Endorses for pre-approval and
signature of the Head of Office

None

5 minutes per document

Administrative Officer -
Designate

Office of the City
Administrator, 7" Floor

1.6 For action

None

15 minutes per
document

City Administrator/OIC

Assistant City Administrator

Office of the City
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Administrator, 7" Floor

2. Claim and receive at releasing
window/area

2. Gathers and
approved travel order

releases pre-

Releasing Clerk

None 5 minutes per document Office of the City
Administrator, 2" Floor
2.1 Endorses to the HR for Releasing Clerk
preparation of travel Order ) ] )
None 5 minutes per document Office of the City
Administrator, 2" Floor
3. Approval/Signature 3. Receives travel orders. Logs Receiving Clerk
details in DTAS and the logbook ) ) )
None 5 minutes per document Office of the City
Administrator, 2" Floor
3.1 Endorses for final approval and Administrative Officer -
signature _ Designate
None 5 minutes per document
Office of the City
Administrator, 7" Floor
3.2 For action City Administrator/OIC
_ Assistant City Administrator
None 15 minutes per
document Office of the City
Administrator, 7" Floor
3.3 Endorses to CMO for numbering None Administrative Officer -

5 minutes per document

Designate
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Office of the City
Administrator, 7" Floor
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APPROVAL PROCESS FOR NEW AND RENEWAL OF THE CONTRACT OF COS AND JOWS IN THE CITY GOVERNMENT

The City Administrator’s Office oversees the approval process for renewing contracts of COS and JOWs employed in the city government.
This involves evaluation of their performance and assessment of the need for their services.

City Administrator’s Office

Simple

Government-to-Government (G2G)

All (City Departments/Offices/Operating Units, City Councilors, City Government Officials and/or Employees

Previous Contract (one photocopy) Human Resource Management and Development Office
Letter of recommendation duly signed by office/department heads Concerned Office
template Concerned Office
report of tardiness (one original copy) Concerned Office
Medical Certificate (if endorsing for new employee/contract) Concerned Party
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID | PROCESSING TIME PERSON RESPONSIBLE
1.Submit requirements to the City [1. Receives and validates Receiving Clerk
Administrator's  Office receiving requirements and endorses them to
window the manpower in charge None 5 minutes per document | Office of the City Administrator,
2" floor
1.1 Conducts Complete Staff Work
through review, (e.g. evaluation,
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validation, inspection, and analysis).

None 1 day per document Document In-Charge
Office of the City Administrator,
Gives evaluation report and/or draft 7t Eloor
action documents to the Assistant City
Administrator/s or the City
Administrator for final consideration/
approval/ signature.
1.2 Verifies and evaluates individual if Manpower In-charge
eligible for hiring/ renewal
None 30 minutes per document| Office of the City Administrator,
7" floor
1.3 Endorses to the City Manpower In-charge
Administrator/Assistant City
Administrator for pre-approval None 5 minutes per document | Office of the City Administrator,
7" floor
City Administrator/Assistant City
Administrator
1.4 Signs and pre-approves request None 15 minutes per document
for hiring/renewal Office of the City Administrator,
7" floor
2. Claim and receive at releasing 2. Gathers and releases pre-approved
window/area request
None 10 minutes per document Manpower In-charge

Office of the City Administrator,
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7t floor

2.1 Submits pre-approved documents
to the Human Resource Management

Manpower In-Charge

and Development Office None 5 minutes per document | Office of the City Administrator,
2" floor
3. Approval/Signature 3. Receives letter request. Logs details Receiving Clerk
in DTAS and the logbook . ! . -
None 5 minutes per document | Office of the City Administrator
3.1 Endorses contracts to the City Manpower In-charge
Administrator/Assistant City ) ] _ o
Administrator for final approval and None 5 minutes per document | Office of the (tilty Administrator,
signature 77 floor
3.2 Signs and approves contract City Administrator/Assistant City
_ Administrator
None 15 minutes per document
Office of the City Administrator,
7" floor
3.3 Endorses approved and signed Manpower In-charge
contracts to the HRDMO ) ) _ o
None 5 minutes per document | Office of the City Administrator,

7t floor
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APPROVAL PROCESS FOR THE APPLICATION OF LEAVE OF ABSENCE OF CITY GOVERNMENT EMPLOYEES

The City Administrator’s Office manages the approval process for leave of absence requests submitted by the city government employees.
This involves reviewing requests, assessing eligibility, and ensuring adequate staffing levels while maintaining compliance with leave policies and

regulations.

City Administrator’s Office

Simple

Government-to-Government (G2G)

All (City Departments/Offices/Operating Units, City Councilors, City Government Officials and/or Employees

Application for Leave Concerned Office /Requesting Party

Medical Certificate (if filing for sick leave and if leave is more than five Hospital/Attending Physician
days)

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

1. Submit requirements to the City |1. Receives, reviews, and stamps
Administrator’s Office receiving | documents with “RECEIVED”
window containing the date, time, and the

receiving clerk’s signature None 5 minutes per Office of the City
document Administrator, 2" Floor

Receiving Clerk

1.1 Encodes details of the
letter/document in the Document

Tracking Archiving System (DTAS) Receiving Clerk
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& logbook. None 5 minutes per document Office of the City
Administrator, 2" Floor
1.2 Review documents submitted Receiving Clerk
as to the completeness of attached , ) )
requirements None 15 minutes document Qﬁ!ce of the City
Administrator, 2" Floor
1.3 Segregates and endorses Receiving Clerk
letter/document to the Document in ) . )
Charge for review. None 5 minutes per document fo!ce of the City
Administrator, 2" Floor
1.4 Conducts verification Administrative Officer
_ designates
None 15 minutes document
Office of the City
Administrator, 7" Floor
1.5 Endorses for approval and Administrative Officer
signature of the Head of Office ] designates
None 5 minutes document
Office of the City
Administrator, 7" Floor
1.6 Signs and approves request City Administrator/Assistant
_ City Administrator
None 10 minutes per

document

Office of the City
Administrator, 7t floor
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2. Claim and receive at releasing?2. Gathers and releases approved 10 minutes per Releasing Clerk
window/area request document ] )
None Office of the City
Administrator, 2" Floor
2.1 Endorses to the HR 5 minutes document Receiving Clerk
None Office of the City
Administrator, 2" Floor
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DISBURSEMENT AND SIGNING OF CHEQUES FOR SUPPLIERS AND SALARIES FOR THE CITY GOVERNMENT EMPLOYEES AND
WORKERS

The process of receiving cheques from different departments, bureaus, and offices for salary purposes and checks for commercial, utilities,
and other miscellaneous or account payables, of the city for approval and signature of the City Administrator or OIC-Assistant City Administrator.

City Administrator’s Office

Simple

Government-to-Government (G2G)/G2B (Government to Business)

All (Employees and Supplier)

A. Checks for Salaries of Employees (1 original document) Offices Concerned, HRMDO, and City Accountant’s Office

Payroll (1 original copy)

Voucher (1 original copy)

Obligation Request (1 original copy)

DTRs

Accomplishment Report

Report of Tardiness

Approved Leave of Absence, if applicable

Certified True Copy of Office Order to Render Overtime, if

applicable

Certified True Copy of Log sheet, if needed

e Certified True Copy of the Latest Contract

e Certified True Copy of Office/Travel Order to attend
training/seminar, if applicable

e 1.12 Certified True Copy of Certificate of Completion and

Appearance, if applicable
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B. Checks for Suppliers (1 original document/s)

Voucher (1 original copy)

Purchase Request
Purchase Order
Proposal, if applicable

Billing Statement (1 original copy)
Notice of Award and all its attachment

Supplier and End User Concerned

3. 1 Original Copy of Cheques

City Treasurer’s Office

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID| PROCESSING TIME |PERSON RESPONSIBLE
1. Submit payroll, voucher, with 1. Receives and stamps documents
complete attachment/s and duly with “RECEIVED” containing the ) o
signed by the Head of Office or receiving clerk's date, time, and AL 5 minutes per document Receiving Clerk
concerned individual, and cheques | signature. Office of the City
received at the receiving area of Administrator. 2" Floor
the City Administrator’s Office.
1.1 Encodes the details of the Receiving Clerk
letter in the Document Tracking
Archiving System (DTAS) & logbook. None 5 minutes per document Office of the City
Administrator, 2" Floor
1.2 Segregates and endorses the
payroll,  voucher  with  other o
supporting documents, and cheques Receiving Clerk
to the in charge for review and the None 5 minutes per document Office of the City
signature of the City Administrator, 2" Floor
Administrator/OIC-Asst.
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1.3 Conducts Complete Staff Work
through review, (e.g. evaluation,
validation, inspection, and analysis).

Gives evaluation report and/or
draft action documents to the
Assistant City Administrator/s or the
City Administrator for final
consideration/ approval/ signature.

None

1 day per document

Document In-Charge
Office of the City
Administrator, 7" Floor

1.4 Reviews & endorses to the City
Administrator/OIC-Asst. City
Administrator for their signature.

None

15 minutes per
document

Document In-Charge

Office of the City
Administrator, 7t Floor

1.5 For action.

None

10 minutes per
document

City Administrator/OIC
Assistant City
Administrator

Office of the City
Administrator, 7" Floor

1.6 Gathers all the communications
acted by the City Administrator’s/OIC-
Asst. City Administrator.

None

5 minutes per
document

Receiving Clerk

Office of the City
Administrator, 2" Floor
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2. Claim and receive the document
at the releasing window/area.

2. Review and release signed
documents

Receiving Clerk

Office of the City
Administrator, 2" Floor

None 5 minutes per document
2.1 Endorses to the concerned Receiving Clerk
office/s for their further appropriate , )
) Office of the City
action. .
_ Administrator, 2" Floor
None 15 minutes per

document
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RENEWAL OF FIDELITY BOND

Fidelity Bond is a form of business insurance that offers an employer protection against losses that are caused by its employees' fraudulent or
dishonest actions. This form of insurance can protect against monetary or physical losses.

City Administrator’s Office

Simple

Government-to-Government (G2G)

Properly Accomplished Form General Form No. 57 A
(Revised March 24, 1976)

Il Plantilla/Non-Plantilla Employees (Casual, and Permanent)

City Treasurer’s Office/ Bureau of Treasury

6 pcs 2x2 ID Picture (Colored)

Requesting Party

3 copies of Updated and Notarized SALN

Requesting Party

3 copies of Office Order

Human Resource Mgt and Dev't. Office

3 copies of Panunumpa Sa Katungkulan (For Managerial
Positions)

Requesting Party

3 copies of 2 valid 1.D.s (government issued ID)

Requesting Party

CLIENT STEPS AGENCY ACTIONS

FEES TO BE PAID PROCESSING TIME

PERSON RESPONSIBLE

1. Submit the pre-process and| 1. Receives and
registered General Form No. 57 A| stamps documents
(Revised March 24, 1976) secured | with “‘RECEIVED”

98|Page



from the person in charge of renewal
of Fidelity Bond at the City
Treasurer’s Office together with other
requirements to the Receiving Area
of the City Administrator’s Office.

containing the
receiving clerk's date,
time, and signature.

None

5 minutes per document

Receiving Clerk

Office of the City Administrator, 2" Floor

1.2 Encodes the
details of the letter in
the Document Tracking
Archiving System
(DTAS) & logbook.

None

5 minutes per document

Receiving Clerk

Office of the City Administrator, 2" Floor

1.3 Segregates and
endorses the
documents to the in
charge for review and
the signature of the
City
Administrator/OIC-
Asst.

None

5 minutes per document

Receiving Clerk

Office of the City Administrator, 2" Floor

1.4 Reviews and
forwards documents to
the Administrative
Officer/in-charge and
endorses to the City
Administrator/OIC-Asst.
City Administrator for
their actions, comments,
recommendations, and
signatures.

None

30 minutes per document

Document in charge

City Administrator’s Office, 71" floor
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1.5 For action. None 15 minutes per document City Administrator/OIC Administrator

City Administrator’s Office, 7" Floor

1.6 Gathers
communications acted
by the City

Adm|n|§trator S_/O_IC' None 5 minutes per document Receiving Clerk
Asst. City Administrator

City Administrator’s Office, 7™ floor

2. Claim and receive the document at 2. Release the signhed
the releasing window/area and return documents to the client.
the documents to the person in

charge Tor renewal of Fidelity.Bond at None 5 minutes per document Receiving Clerk
the City Treasurer's Office for
issuance of Authority to Accept City Administrator’s Office, 2" floor

Payments (ATAP).
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REQUISITION AND ISSUE VOUCHER (RIV)
A general form from the barangay level is used to claim accountable forms from the agency. This ensures that there is a record of their

request as well as its movement.

City Administrator’s Office

Simple

Government-to-Government (G2G)

Barangay Officials and Barangay Appointees (Treasurer/Secretary)

Respective Barangay Council

PROCESSING TIME

PERSON RESPONSIBLE

5 minutes per document

Receiving Clerk

Office of the City Administrator, 2" Floor

General Form No. 3 (one copy, revised January 1992)
CLIENT STEPS AGENCY ACTIONS
FEES TO BE
PAID
1. Submit fully accomplished 1. Receives  and
and signed General Form No. 3 | stamps documents
(Revised March 24, 1976) to the | with “RECEIVED” None
Receiving Area of the City containing the
Administrator’s Office. receiving clerk's date,
time, and signature.
1.1Encodes the details
of the letter in the
Document  Tracking None
Archiving System

5 minutes per document

Receiving Clerk
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(DTAS) & logbook.

Office of the City Administrator, 2" Floor

1.2 Segregates and
endorses the
documents to the in
charge for review and
the signature of the
City Administrator/OIC-
Asst.

None

5 minutes per document

Receiving Clerk

Office of the City Administrator, 2" Floor

1.3 Reviews & forwards
the document to the
Administrative Officer/in-
charge and endorses it to
the City|
Administrator/OIC-Asst.
City Administrator for,
their actions, comments,
recommendations, and
signature

None

15 minutes per
document

Document in charge

City Administrator’s Office, 7" Floor

1.2 For action.

None

1 5 minutes per
document

City Administrator/OIC-Asst. City
Administrator

City Administrator’s Office, 7" Floor
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1.2 Gathers all Receiving Clerk

communications acted by , , . , )
the City None 5 minutes per document City Administrator’s Office, 2" floor

Administrator’'s/OIC-Asst.
City Administrator

3. Claim and receive at the2. Release the signed Receiving Clerk
releasing window/area anddocuments requested.
return the documents to the None 5 minutes per City Administrator’s Office, 2" floor
person in charge at the City document

Treasurer’s Office.
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APPROVAL PROCESS FOR DTRS
The City Administrator signs DTRs of city government employees, verifying attendance details for accurate payroll processing.

City Administrator’s Office

Simple

Government-to-Government (G2G)

Daily Time Record duly signed (two copies)

Il City Government Employees

Respective Department/Office

CLIENT STEPS

AGENCY ACTIONS

Document Tracking
Archiving System (DTAS)

FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
1. Submit fully accomplished andl. Receives, reviews, and
signed DTR to the Receivingstamps documents with o
Area of the City Administrator'sSsRECEIVED”  containing Receiving Clerk
Office. .
the date, time, and the None 5 minutes per Office of the City Administrator, 2" floor
receiving clerk’s document
signature
1.1 Encodes details of
the letter/document in the _ o
None 5 minutes per document Receiving Clerk

Office of the City Administrator, 2" Floor
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& logbook.

1.2 Segregates and
endorses letter/document
to the Document in

Charge for review. Office of the City Administrator, 2" Floor

None 5 minutes per document Receiving Clerk

1.3 Reviews and

endorses documents to o _ ) )

the City Administrative Officer designates

Administrator/OIC None 15 minutes per Office of the City Administrator, 7" Floor

Assistant City document

Administrator for their

action

1.2 For action City Administrator/OIC Assistant City

_ Administrator
None 10 minutes per
document Office of the City Administrator, 7" Floor

2. Claim and receive at releasing2. Gathers and releases None 10 minutes per Releasing Clerk
window/area signed DTR document

Office of the City Administrator, 7" Floor
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APPROVAL PROCESS FOR ACCOMPLISHMENT REPORTS
The City Administrator signs accomplishment reports and ensures validation of reported accomplishments or activities, promoting
accountability and transparency in organizational performance.

City Administrator’s Office

Simple

Government-to-Government (G2G)

Accomplishment Reports duly signed by the head of the office

Il City Government Employees

Respective Department/Office

CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1. Submit Accomplishment Reports

1. Receives, reviews, and
stamps documents with
‘RECEIVED”  containing
the date, time, and the

Receiving Clerk

Document Tracking
Archiving System (DTAS) &
logbook.

. . None 5 minutes per document Office of the City Administrator, 2" Floor
receiving clerk’s signature
1.1 Encodes details of the
letter/document  in  the _ o
None 5 minutes per document Receiving Clerk

Office of the City Administrator, 2" Floor

106 |Page




1.2 Segregates and

endorses letter/document to _ o

the Document in Charge for None 5 minutes per document Receiving Clerk

At Office of the City Administrator, 2" Floor

1.3 Reviews and endorses

documents to the City o _ ) _

lAdministrator/OIC Assistant Administrative Officer designates

C'ttY Administrator for their None 15 minutes per document Office of the City Administrator, 7" Floor

action

1.4 For action City Administrator/OIC Assistant City

) Administrator
None 15 minutes per document
Office of the City Administrator, 7™ Floor

2. Claim and receive at releasingl2. Gathers and releases None 10 minutes per document Receiving Clerk
window/area signed accomplishment _ _ o

report Office of the City Administrator, 2" Floor
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APPROVAL PROCESS FOR DPCR/IPCR/PPCR
The City Administrator signs these reports and ensures validation of personnel and department performance and compliance with established

standards and objectives.

City Administrator’s Office

Simple

Government-to-Government (G2G)

One copy of DPCR/IPCR/PPCR duly signed by the head of the office

Il City Government Employees

Respective Department/Office

CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1. Submit DPCR/IPCR/PPCR

1. Receives, reviews, and
stamps documents  with
“RECEIVED” containing the
date, time, and the receiving
clerk’s signature

None

5 minutes per document

Receiving Clerk

Office of the City Administrator, 2" Floor
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1.1 Encodes details of the
letter/document in  the

Document Tracking None 5 minute per document Receiving Clerk
f‘rcg'v'Eg System (DTAS) & Office of the City Administrator, 2" Floor
ogbook.

1.2 Segregates and
endorses letter/document

to the Document in Charge None 5 minutes per document Receiving Clerk

for review. Office of the City Administrator, 2" Floor
1.3 Reviews and endorses

documents to the City o _ _ _
Administrator/OIC Administrative Officer designates
a=sENHCIIZominSatey None 15 minutes per document |  Office of the City Administrator, 7*" Floor
for their action

1.2 For action. None 15 minutes per document City Administrator/OIC Assistant City

Administrator

Office of the City Administrator, 7™ Floor

2. Claim and receive at releasing 2. Gathers and Releases None 10 minutes per document Receiving Clerk

window/area signed DPCR/IPCR/PPCR
Office of the City Administrator, 2" Floor
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APPROVAL PROCESS FOR COC/CTO
The City Administrator signs the COC and CTO submitted by city government employees. This verifies the approval of overtime credits or time
off earned by employees.

City Administrator’s Office

Simple

Government-to-Government (G2G)

Il City Government Employees

DTR (one original) Concerned Party

Office Order (one certified true copy) Concerned Party

Attendance Sheet/bio printout duly signed (one original) Concerned Party

CTO/COC form duly signed Concerned Party
FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
CLIENT STEPS AGENCY ACTIONS PAID
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1.

Submit documents to the
officer-in-charge.

1. Receives, reviews,
and stamps documents
with “‘RECEIVED”
containing the date,

Receiving Clerk

None 5 minutes per Office of the City Administrator, 2" Floor

time, and the receiving document
clerk’s signature
1.1 Encodes details of the
letter/document in the ) o
Document Tracking None 5 minutes per document Receiving Clerk
Archiving System (DTAS) Office of the City Administrator, 2" Floor
& logbook.
1.2 Segregates and
endorses letter/document _ o
e None ’ 5 mlnuttes per Receiving Clerk
: ocumen
Charge for review. Office of the City Administrator, 2" Floor
1.3 Reviews and
endorses documents to n . _ _
the City Administrative Officer designates
Administrator/OIC None 15 minutes per Office of the City Administrator, 7" Floor
Assistant City document
Administrator for their
action
1.4 For action. City Administrator/OIC Assistant City
_ Administrator
None 10 minutes per
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document Office of the City Administrator, 7" Floor

2. Claim and receive at releasing2. Gathers and Releases None 10 minutes per Receiving Clerk

window/area signed COC and CTO. document ] ) o
Office of the City Administrator, 7" Floor
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APPROVAL PROCESS FOR PAYROLLS
The City Administrator signs payrolls for city government employees, verifying the accuracy of salary payments.

City Administrator’s Office

Simple

Government-to-Government (G2G)

Il City Government Employees

DTR (one original) Concerned Party
OR Concerned Party
DV Concerned Party
Biometric certification (one original) Concerned Party
Accomplishment reports (one original) Concerned Party
Tardiness report duly signed (one original) Concerned Party
Contract for JO/COS/casual (one certified true copy) Concerned Party
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Office Order (one photocopy)

Concerned Party

CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
1. Submit requirements. 1. Receives, reviews,
and stamps documents o
with “RECEIVED” Receiving Clerk
containing the date, time, None 5 minutes per Office of the City Administrator, 2" Floor
and the receiving clerk’s document
signature
1.1 Encodes details of
the letter/document in the . o
e Tracking None 5 minutes per document Receiving Clerk
Archiving System (DTAS) Office of the City Administrator, 2" Floor
& logbook.
1.2 Segregates and
endorses letter/document _ .
None 5 minutes per Receiving Clerk

to the Document in
Charge for review.

document

Office of the City Administrator,2" Floor
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1.3 Reviews and None 30 minutes per
endorses documents to document
the City Document In-Charge
Administrator/OIC Office of the City Administrator, 7t Floor
Assistant City
Administrator for their
action
1.2 For action. City Administrator/OIC Assistant City
Administrator
None 5 minutes per document|
Office of the City Administrator, 7" Floor
2. Claim and receive at releasing 2. Gathers and releases None 10 minutes per Receiving Clerk
window/area signed payrolls document ) ) o
Office of the City Administrator, 2" Floor
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APPROVAL PROCESS FOR LIQUIDATION DOCUMENTS
The City Administrator signs liquidation documents, verifying the accuracy and completeness of financial reports for expenses incurred by city
government personnel. This ensures transparency and accountability in the use of public funds.

City Administrator’s Office

Simple

Government-to-Government (G2G)

Il City Government Employees

OR

DV

e Pre-Payment for Travel/Training

Itinerary of travel (one original) Concerned Party
Tickets/official receipts (original) Concerned Party
Office Order (one photocopy) Concerned Party
Appearances (one photocopy) Concerned Party
Certificate of Travel Completed Concerned Party
Narrative Report Concerned Party
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Certificate of Completion Concerned Party

Invitation Concerned Party

e Cash Advance for Miscellaneous Office Expenses

official receipts (original) Concerned Party

documentation Concerned Party

Office Order (one photocopy)

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

1. Submit requirements. 1. Receives, reviews, and

stamps documents with _ N
“RECEIVED”  containing None 5 minutes per Receiving Clerk

; document
the date, time, and the Office of the City Administrator,2"® Floor
receiving clerk’s

signature

1.1 Encodes details of the
letter/document in the
Document Tracking

Archiving System (DTAS) Office of the City Administrator, 2" Floor
& logbook.

None 5 minutes per document Receiving Clerk

117|Page



1.2 Segregates and
endorses letter/document
to the Document in

Charge for review. Office of the City Administrator, 2" Floor

None 5 minutes per document Receiving Clerk

1.3 Reviews and

endorses documents to . . . .

the City Administrative Officer designates
Administrator/OIC None 30 minutes per Document In-Charge
ASS|Stant C|ty document

Administrator for their Office of the City Administrator, 7" Floor
action

1.4 For action.

None 15 minutes per City Administrator/OIC Assistant City
document Administrator

Office of the City Administrator, 7™ Floor

2. Claim and receive at releasing2. Gather documents and
window/area release signed liquidation

documents None 10 minutes per Releasing Clerk

document

Office of the City Administrator, 2" Floor
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APPROVAL PROCESS FOR REIMBURSEMENTS
The City Administrator signs reimbursement documents, verifying the accuracy and validity of expense claims made by city government
personnel. This ensures accountability and compliance with reimbursement policies and procedures.

City Administrator’s Office

Simple

Government-to-Government (G2G)

Il City Government Employees

OR

DV

e Travel/Training Expense

Itinerary of travel (one original) Concerned Party
Tickets/official receipts (original) Concerned Party
Office Order (one photocopy) Concerned Party
Appearances (one photocopy) Concerned Party
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Certificate of Travel Completed

Concerned Party

Narrative Report

Concerned Party

Certificate of Completion

Concerned Party

Invitation

Concerned Party

¢ Immediate Expenses incurred

official receipts (original)

documentation

Office Order (one photocopy)

CLIENT STEPS

AGENCY ACTIONS

time, and the receiving
clerk’s signature

document

FEES TOBE | PROCESSING TIME PERSON RESPONSIBLE
PAID
1. Submit requirements. 1. Receives, reviews,
and stamps documents o
with “RECEIVED’ Receiving Clerk
containing the date, None 5 minutes per Office of the City Administrator, 2" Floor

1.1 Encodes details of
the letter/document in
the Document Tracking

Archiving System

Receiving Clerk
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(DTAS) & logbook. None 5 minutes per Office of the City Administrator, 2" Floor
document

1.2 Segregates and
endorses . o
e e None 5 minutes per Receiving Clerk
Document in Charge for document i i ini

u 9 Office of the City Administrator, 2" Floor
review.
1.3 Reviews and
endorses documents to
the City Document In-Charge
Administrator/OIC None 15 minutes per Office of the City Administrator, 7t Floor
Administrator for their
action
1.4 For action. None City Administrator/OIC Assistant City

_ Administrator
15 minutes per
document Office of the City Administrator, 7" Floor
2. Claim and receive at 2. Gathers documents 10 minutes per Releasing Clerk
releasing window/area and releases signed document ) ) o

documents None Office of the City Administrator, 2" Floor
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APPROVAL PROCESS FOR AUGMENTATION OF FUNDS/ARO

The City Administrator signs documents related to the augmentation of funds/ARO, verifying the allocation of additional financial resources for
specific purposes within the city government. This ensures transparency and compliance with budgetary regulations.

City Administrator’s Office

Simple

Government-to-Government (G2G)

All City Government Employees

FEES TO BE PAID

Request Respective Department/Office
Fund Balance City Budget Office
CLIENT STEPS AGENCY ACTIONS

PROCESSING TIME

PERSON RESPONSIBLE

1. Submit requirements. 1. Receives, reviews, and
stamps documents  with
“RECEIVED” containing the
date, time, and the receiving
clerk’s signature

None

5 minutes per document

Receiving Clerk

Office of the City Administrator, 2" Floor
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1.1 Encodes details of the
letter/document in the

window/area

signed ARO documents

Document Tracking None 5 minutes per document Receiving Clerk

Archiving System (DTAS) & Office of the City Administrator, 2" Floor

logbook.

1.2 Segregates and

endorses letter/document to o

the Document in Charge for Receiving Clerk

review. None 5 minutes per document Office of the City Administrator, 2" Floor

1.3 Reviews and endorses

documents to the City

Administrator/OIC  Assistant Document In-Charge

C"tY Administrator for their None 15 minutes per document Office of the City Administrator, 7"" Floor

action

1.4 For action. City Administrator/OIC Assistant City

) Administrator
None 15 minutes per document
Office of the City Administrator, 7™ Floor

2. Claim and receive at releasing 2. Gather and Release None 10 minutes per document Releasing Clerk

Office of the City Administrator, 2" Floor
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APPROVAL PROCESS FOR NOTICE OF MEETINGS, RESOLUTIONS, MINUTES, ETC.

The City Administrator signs notices of meetings, resolutions, and minutes, ensuring their accuracy and compliance with established
procedures. This facilitates effective communication and documentation of decisions made within the city government.

City Administrator’s Office

Simple

Government-to-Government (G2G)

Notice of Meeting/Resolutions/Minutes

Il City Government Employees

Respective Department/Office

CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1. Submit requirements.

1. Receives, reviews, and
stamps  documents  with
“RECEIVED” containing the
date, time, and the receiving
clerk’s signature

None

5 minutes per document

Receiving Clerk

Office of the City Administrator, 2" Floor

1.1 Encodes details of the
letter/document in the
Document Tracking Archiving
System (DTAS) & logbook.

None

5 minutes per document

Receiving Clerk

Office of the City Administrator, 2" Floor
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1.2 Segregates and endorses
letter/document to the
Document in Charge for
review.

None 5 minutes per document Receiving Clerk

Office of the City Administrator, 2" Floor

1.3 Reviews and endorses
documents to the City
Administrator/OIC  Assistant
City Administrator for their

i None 15 minutes per document Administrative Officer Designate
action
Office of the City Administrator, 7" Floor
1.4 For action. City Administrator/OIC Assistant City
_ Administrator
None 15 minutes per document
Office of the City Administrator, 7" Floor
2. Claim and receive at releasing [2. Gather and Release signed Receiving Clerk
window/area meetings/resolutions/minutes. _ ] _ o
None 10 minutes per document Office of the City Administrator, 2"
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APPROVAL PROCESS OF PRS/ORS/VOUCHERS

compliance with procurement and financial regulations within the city government.

The City Administrator signs PRs, ORs, and vouchers, verifying the accuracy and validity of transactions and expenses. This ensures

City Administrator’s Office

Simple

Government-to-Government (G2G)

Purchase Requests

Price Quotation

Proposal

PPMP

APP

Picture of Items (if items being purchased are
unknown)

Market Survey (if needed)

Il City Government Employees

Respective Department/Office

Obligation Requests

Contract of Agreement
POW

Attachments for Suppliers
PhilGEPS Registration
Permit of Business

Respective Department/Office
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e One valid ID of the owner
Vouchers Respective Department/Office

e Signed OR
e Signed Office Order
e Audited Itinerary

CLIENT STEPS AGENCY ACTIONS
FEES TO BE PROCESSING TIME PERSON RESPONSIBLE

PAID

1. Submit requirements. 1. Receives, reviews, and
stamps documents with

“RECEIVED” containing Receiving Clerk

the date, time, and the None 5 minutes per Office of the City Administrator, 2" Floor
receiving clerk’s document
signature

1.1 Encodes details of the

letter/document in the o
Receiving Clerk

Document Tracking
Archiving System (DTAS) None 5 minutes per document| Office of the City Administrator, 2" Floor
& logbook.

1.2  Segregates and
endorses letter/document

to the Document in Charge Receiving Clerk

for review. None 5 minutes per document| Office of the City Administrator, 2" Floor
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1.3 Reviews and endorses
documents to the City
Administrator/OIC

Assistant City None 5 minutes per document Document In-Charge
Administrator  for  their
action Office of the City Administrator, 7™ Floor
1.2 For action. City Administrator/OIC Assistant City
_ Administrator
None 5 minutes per document
Office of the City Administrator, 7™ Floor
2. Claim and receive at releasing?2. Gathers and Releases None 5 minutes per document Receiving Clerk

window/area signed notice of PRs/ORs ) ) o
Office of the City Administrator, 7" Floor
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APPROVAL PROCESS FOR PROPOSALS
The City Administrator signs the proposal submitted by city government departments or personnel, indicating approval and endorsement for
further consideration or implementation.

City Administrator’s Office

Simple

Government-to-Government (G2G)

Il City Government Employees

DFPPT (one photocopy) Respective Department/Office
Fund Balance Respective Department/Office
Layout Respective Department/Office
Price Quotations Respective Department/Office
Endorsement Respective Department/Office

Proposal, duly accomplished

CLIENT STEPS AGENCY ACTIONS
FEES TO BE PROCESSING TIME PERSON RESPONSIBLE

PAID
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1. Submit requirements.

1. Receives, reviews,
and stamps documents
with “‘RECEIVED”
containing the date,
time, and the receiving
clerk’s signature

None

5 minutes per
document

Receiving Clerk

Office of the City Administrator, 2" Floor

1.1 Encodes details of the
letter/document in the
Document Tracking
Archiving System (DTAS)
& logbook.

None

5 minutes per document

Receiving Clerk

Office of the City Administrator, 2" Floor

1.2 Segregates and
endorses letter/document
to the Document in
Charge for review.

None

5 minutes per
document

Receiving Clerk

Office of the City Administrator, 2" Floor

1.3 Conducts Complete
Staff Work through
review, (e.g. evaluation,
validation,  inspection,
and analysis).

Gives evaluation

None

1 day per document

Document In-Charge
Office of the City Administrator, 7™ Floor
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report and/or draft action
documents to the
Assistant City
Administrator/s or the
City Administrator for
final consideration/
approval/ signature.

window/area

signed proposals.

document

1.4 Reviews and
endorses documents to
the City Document In-Charge
Administrator/OIC None 30 minutes per Office of the City Administrator, 7™ Floor
Administrator for their
action
1.5 For action. City Administrator/OIC Assistant City
. Administrator
None 15 minutes per
document Office of the City Administrator, 7" Floor
2. Claim and receive at releasing2. Gather and Release None 10 minutes per Receiving Clerk

Office of the City Administrator, 2" Floor
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ISSUANCE OF INSPECTION OF GOODS & SERVICES REPORT
A service is provided and a document is issued to end—users for the deliveries made.

City Administrator’s Office/lnspection Division

Simple

Government-to-Government (G2G)/ Government-to-Citizen (G2C)/ G2B (Government to Business)

Il (City Departments/Offices/Operating Units, City Councilors, City Government Officials and/or Employees, Teaching and
non-teaching Employees, Utility Concessionaires, Contractors/Service Providers, National government agencies,
Universities and Colleges, State Universities and Colleges, business owners’ constituents, etc.)

Delivery Receipt / Charge Invoice of Goods and Services (one Business Establishments/entities
original copy)
Acceptance Report (one original copy) CGSO
CLIENT STEPS AGENCY ACTIONS
FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
1. Call or submit the receipts to, 1. Receives the receipts Receiving Clerk
the Inspection Division to conduct an| from the client and records
inspection of goods/services ihem in the logbook. None 5 minutes per document Office of the City Administrator-Inspection
delivered. Division Office, 2" floor
1.1 Prepares and issues Receiving Clerk
Inspection and Deployment ) _ )
Order to the designated Inspection Div. Chief
Inspector Office of the City Administrator-Inspection
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None 5 minutes per document Division Office, 2" floor
1.2 Deploy Inspector. The Inspection Div. Chief
inspector conducts initial
and actual inspection of None Concerned Inspector
dell\{ered goods and 10 minutes per document | Office of the City Administrator-Inspection
REEES Division Office, 2" floor
1.3 Receives the approved Receiving Clerk
AIR from CGSO, and ) ) _ o _
assigned a number for AIR None 5 minutes per document Office of the City Administrator-Inspection
Division Office, 2" floor
1.4 Conducts verification of Concerned Inspector
submitted AIR by the _ _ ) _
Inspector and approval of None 15 minutes per document Inspection Div. Chief
the same by the Chief Office of the City Administrator-Inspection
SPECION Division Office, 2" floor
2. Claim and receive at releasing2. Gather and Release signed Receiving Clerk
window/area document. _ ) _ o _
None 10 minutes per document Office of the City Administrator-Inspection

Division Office, 2" floor

3. Submit the fully compiled receipts
to the Receiving Area of the City,
General Services Office
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ISSUANCE OF PRE AND POST-REPAIR INSPECTION REPORT
A service is provided and a document is issued to end—users for the repair made.

City Administrator’s Office/lnspection Division

Simple

Government-to-Government (G2G)/ Government-to-Citizen (G2C)/ G2B (Government to Business)

Il (City Departments/Offices/Operating Units, City Councilors, City Government Officials and/or Employees,
Teaching and non-teaching Employees, Utility Concessionaires, Contractors/Service Providers, National

government agencies, Universities and Colleges, State Universities and Colleges, business owners’ constituents,
etc.)

Pre-Repair Findings Report (one original copy) Carpool
Post-Repair Inspection Report (one original copy) Carpool
CLIENT STEPS AGENCY ACTIONS
FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID

1. Call or submit the pre-repair 1. Receives and records
request to the Inspection Division| pre-repair requests from
the concerned office or

department, with Receiving Clerk

complete findings

provided by the None 5 minutes per Office of the City Administrator-Inspection
mechanic or technician, document Division Office, 2" floor
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along with their
signature

1.1 Prepares and issues
Inspection and

Receiving Clerk

Deployment Order to the None 5 minutes per document Inspection Div. Chief
designated Inspector Office of the City Administrator-Inspection
Division Office, 2" floor
1.2 Deploys Inspector to Inspection Div. Chief
conduct pre-repair
recommendation and Concerned Inspector
findings None 10 minutes per Office of the City Administrator-Inspection
document Division Office, 2" floor
1.3 Approval of Pre- Inspection Div. Chief
repair Inspection _
None 5 minutes per document Concerned Inspector
Office of the City Administrator-Inspection
Division Office, 2" floor
2. Submit the approved Pre-1.4 Receives and assigns
repair inspection to thea number to the signed _ o
Receiving Area of the Carpool. complete Post Repair None 15dm|nutes i)er Recelving Clerk
e ocumen
findings from the Office of the City Administrator-Inspection
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mechanic/technician Division Office, 2" floor

1.5 Conducts post-repair
recommendations  and
findings of the submitted Concerned Inspector
Post Repair Report by None 15 minutes per Inspection Div. Chief
the Inspector and document
approval of the same by Office of the City Administrator-Inspection
the Chief Inspector Division Office, 2™ floor
3. Claim and receive at releasing2. gather and Release Releasing Clerk
window/area the documents , ) ) o ]
requested. None 5 minutes per document| Office of the City Administrator-Inspection
Division Office, 2" floor
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APPROVAL PROCESS FOR CASH ADVANCE

The City Administrator’s Office manages the approval process for cash advances. This involves reviewing requests, assessing the purpose
and justification for the advance, and ensuring compliance with financial policies and regulations.

City Administrator’s Office/Inspection Division

Simple

Government-to-Government (G2G)

Il (City Departments/Offices/Operating Units, City Councilors, City Government Officials and/or Employees,
Teaching and non-teaching Employees, Utility Concessionaires, Contractors/Service Providers, National
government agencies, Universities and Colleges, State Universities and Colleges, business owners’ constituents,
etc.)

Letter Request duly signed by the head of the office Concerned Party
Justification Concerned Party
Fund Balance City Budget Office
Office Order (one certified true copy) Concerned Party
Fidelity Bond (photocopy) Concerned Party
Travel pre-payment Concerned Party

e ltinerary

e Office/Travel Order

e 3 Quotation for Airfare

e Certification from city accounting for no unliquidated
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cash advance
OR
DV

CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
1. Submit Document 1. Receives, reviews, and
stamps documents with o
“RECEIVED” containing Receiving Clerk
the date, time, and the None 5 minutes per Office of the City Administrator, 2" Floor
receiving clerk’s signature document
1.1 Encodes details of the
letter/document in the ] o
ST Tracking None 5 gnnutes pter Receiving Clerk
- ocumen
Archiving System (DTAS) Office of the City Administrator, 2" Floor
& logbook.
1.2 Segregates and Receiving Clerk
endorses letter/document ) ) ) o
None 5 minutes per Office of the City Administrator, 2" Floor

to the Document in
Charge for review.

document
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1.3 Reviews and
endorses documents to ,
the City None 15dm|nutes i)er Document In-Charge
- ocumen
Administrator/OIC Office of the City Administrator, 7t Floor
Assistant City]
Administrator for their
action
1.4 For Action. None 15 minutes per City Administrator/OIC Assistant City
document Administrator
Office of the City Administrator, 7™ Floor
2. Claim and receive at releasing2. Gather and Release None 5 minutes per document Releasing Clerk
window/area approved cash advance. ) ] o
Office of the City Administrator, 7" Floor
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ISSUANCE OF WASTE MATERIAL REPORT
A service is provided and a document is issued to end—users for the utilization made.

City Administrator’s Office/lnspection Division

Simple

Government-to-Government (G2G)/ Government-to-Citizen (G2C)/ G2B (Government to Business)

Il (City Departments/Offices/Operating Units, City Councilors, City Government Officials and/or Employees,
Teaching and non-teaching Employees, Utility Concessionaires, Contractors/Service Providers, National
government agencies, Universities and Colleges, State Universities and Colleges, business owners’ constituents,
etc.)

Waste Material Report (one original copy) End-user & CGSO
Report of Utilization (ROU) (one original copy) End-user
Other needed attachments (attendance, documentation, End-user
etc)
CLIENT STEPS AGENCY ACTIONS
FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
1. Call or submit the ROU/Waste| 1. Receives signed Receiving Clerk
Material report to the Inspection documents from CGSO ) ] _ o )
Division e P g e None 5 minutes per Office of th.e.C.lty Admlnlstrator-lnspectlon
logbook. document Division Office, 2" floor
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1.1 Assigns Inspector to
conduct validation and

Inspection Div. Chief

Office

document

inspection  of  waste None 5 minutes per document| Office of th.e_C.lty Adrplnlst':(;ator-lnspectlon
el Division Office, 2" floor
1.2 Conducts validation Concerned Inspector
and inspection of waste ] ] _ o )
] None 15 minutes per Office of the City Administrator-Inspection
document Division Office, 2" floor
2. Claim and receive at releasing2. Gather and Release Receiving Clerk
window/area and submit thethe documents ) ) . o )
same to the City Accountingrequested. None 10 minutes per Office of the City Administrator-Inspection

Division Office, 2" floor
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ISSUANCE OF GAS SLIP
A document is issued to end—users for the fuel utilization made.

City Administrator’s Office/lnspection Division

Simple

Government-to-Government (G2G)/ Government-to-Citizen (G2C)/ G2B (Government to Business)

Il (City Departments/Offices/Operating Units, City Councilors, City Government Officials and/or Employees,
Teaching and non-teaching Employees, Utility Concessionaires, Contractors/Service Providers, National

government agencies, Universities and Colleges, State Universities and Colleges, business owners’ constituents,
etc.)

Gas Slip (one original copy) CADMO

Other needed attachments (itinerary of travel, travel order, [End-user & HRMDO

etc)

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

1. Submit Gas Slip Requesttothe| 1. Receives gas slip Receiving Clerk

Inspection Division requests from the ) ] ) o ]
e ——— None 5 minutes per Office of th.e.C?|ty Adr.nlnlstr:?tor-lnspectmn
e g document Division Office, 2" floor
logbook.
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1.1 Assigns Inspector to Inspection Div. Chief
conduct validation and

inspection of fuel request None 5 minutes per document| Office of the City Administrator-Inspection

Division Office, 2" floor

1.2 Conducts validation Concerned Inspector
and inspection of waste _ ) ) o )
- None 15 minutes per Office of the City Administrator-Inspection
document Division Office, 2" floor
2. Claim and receive at releasing2. Gather and Release the 10 minutes per Receiving Clerk
window/area documents requested. document ] ) o ]
None Office of the City Administrator-Inspection

Division Office, 2" floor
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APPROVAL PROCESS FOR NOA/BAC DOCUMENTS
The City Administrator’s Office oversees the approval process for NOA/BAC documents within the city government. This involves reviewing
and/or endorsing documents related to the procurement and bidding processes to ensure compliance with regulations and determining appropriate

actions.

City Administrator’s Office/lnspection Division

Simple

Government-to-Government (G2G)/G2B (Government to Business)

All (City Departments/Offices/Operating Units, City Councilors, City Government Officials and/or Employees, Teaching and
non-teaching Employees, Utility Concessionaires, Contractors/Service Providers, National government agencies,
Universities and Colleges, State Universities and Colleges, business owners’ constituents, etc.)

BAC Document Concerned Party
CLIENT STEPS AGENCY ACTIONS
FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
1. Submit requirements 1. Receives, reviews, and

stamps documents with
“‘RECEIVED” containing
the date, time, and the
receiving clerk’s signature

Receiving Clerk

None 5 minutes per document Office of the City Administrator, 2" Floor
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1.1 Encodes details of the
letter/document in  the ] o
Document Tracking 5 minutes per document Receiving Clerk
Archiving System (DTAS) None Office of the City Administrator, 2" Floor
& logbook.
1.2  Segregates and
endorses letter/document ) o
to the Document in 5 minutes per document Receiving Clerk
Charge for review. None Office of the City Administrator, 2" Floor
1.3 Reviews and endorses
documents to the City )
Administrator/OIC 15dm|nutes per Document In-Charge
. . ocument
ASS'S_t"fmt C't_y None Office of the City Administrator, 7™ Floor
Administrator  for their
action
1.4 For action City Administrator/OIC Assistant City
) Administrator
None 15 minutes per
document Office of the City Administrator, 7" Floor
2. Claim and receive at releasing | 2. Gather and Release the None 10 minutes per Releasing Clerk
window/area documents requested. document ] _ o
Office of the City Administrator, 7™ Floor
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APPROVAL PROCESS FOR SPECIAL PERMITS
The City Administrator’s Office manages the approval process for special permits requested by individuals or organizations. This involves
reviewing permit applications and granting approval for the issuance of special permits.

City Administrator’s Office

Simple

Government-to-Government (G2G)/ Government-to-Citizen (G2C)/ G2B (Government to Business)

All City Government Employees

Assessment BPLD
CLIENT STEPS AGENCY ACTIONS
FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID

1. Submit assessment 1. Receives, reviews,
and stamps documents o
with “RECEIVED’ Receiving Clerk
containing the date, None 5 minutes per Office of the City Administrator
time, and the receiving document
clerk’s signature
1.1 Encodes details of
the letter/document in ) o
the Document Tracking 5 minutes per Receiving Clerk

document
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Archiving System None Office of the City Administrator
(DTAS) & logbook.

1.2 Segregates and

endorses . N
letter/document to the 5 ;nlnutes pter Receiving Clerk

i ocumen
Document in - Charge None Office of the City Administrator
for review.

1.3 Reviews and

endorses documents to
Document In-Charge

the City
Administrator/OIC None 15 minutes per Office of the City Administrator
Assistant City document
Administrator for their
action
1.4 For action City Administrator/OIC Assistant City
_ Administrator
None 15 minutes per
document Office of the City Administrator
2. Claim and receive at |2. Gathers and Releasing Clerk
releasing window/area Releases signed ) ) _ o
special permit None 10 minutes per Office of the City Administrator
document
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APPROVAL PROCESS FOR PROGRAM OF WORK
The City Administrator’s Office oversees the approval process for POW submissions. This involves reviewing proposed plans and granting
approval for implementation.

City Administrator’s Office

Simple

Government-to-Government (G2G)

All City Government Employees

Location Plan Concerned Party
Photo of the Project Concerned Party
Estimated Amount of the Project CEO

Letter/Communication addressed to the City Mayor Concerned Party

(if brgy. project)

Brgy. Resolution stipulating the source of funds of the project | Concerned Party

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1. Submit POW with requirements | 1. Receives, reviews,
and stamps documents
with “RECEIVED”
containing the date,
time, and the receiving
clerk’s signature

None

5 minutes per document

Receiving Clerk

Office of the City Administrator, 2" Floor
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1.1 Encodes details of the
letter/document in the

5 minutes per document

Receiving Clerk

document

Document Tracking
Archiving System (DTAS) None Office of the City Administrator, 2" Floor
& logbook.
1.2 Segregates and
endorses letter/document o
to the Document in Receiving Clerk
Charge for review. None 5 minutes per document Office of the City Administrator, 2" Floor
13 Reviews and
endorses documents to
the City Document In-Charge
Admlnlstrator/OIC ] None 15 minutes per Office of the City Administrator, 7™ Floor
Assistant City document
Administrator for their
action
1.2 For action City Administrator/OIC Assistant City
_ Administrator
None 10 minutes per
document Office of the City Administrator, 7™ Floor
2. Claim and receive at releasing | 2. Gathers and Releases Releasing Clerk
window/area approved POW ) _ ) o
None 10 minutes per Office of the City Administrator, 2" Floor
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How to send feedback

Fill up the Customer Service Survey Form found at the Receiving Area and drop it in the
designated Suggestion Box

How feedback is processed

Every Friday, the AO of the Administrative Division opens the Suggestion Box, compiles, records
and classifies all forms, and submits all feedback to the City Administrator for his information and
appropriate action. Other feedback re_<11u_|r|ng the comment, recommendation, and point of view of
the concerned person is answered within 3 days after the receipt of the feedback. The answer of
the Office is relayed to the citizen. For inquiries and follow-ups, clients may contact us at 832-
2934 or through email at cadmo.tacloban@gmail.com

How to file a complaint

Fill up the Customer Service Survey Form with the following data. Complaints should be filed with
the following: - Name of Person being complained — Incident, Evidence, if any found at the
Receiving Area and drop it in the designated Suggestion Box. Or Write a letter addressed to the
City Administrator which may be filed through walk-in or email at cadmo.tacloban@gmail.com
For inquiries and follow-ups, clients may contact us at 832-2934

How complaints are processed

The complaint will be routed to the concerned Division for proper action and secure the reply of
the involved department(s)/office(s) within three (3) days upon receipt of the transmittal. The
response of the city department(s)/office(s) shall then be relayed to the concerned citizen. For
inquiries and follow-ups, clients may contact us at 832-2934 or through email at
cadmo.tacloban@gmail.com City Administrator’'s Office 7" Floor New City Hall Bldg.,
Kanhuraw Hill, Tacloban City

Contact Information of CCB, PCC, ARTA

ARTA: complaints@arta.gov.ph;  8478-5043: PCC: 8888 CCB: (0908-881-6565
email@contactcenterngbayan.gov.ph 1-6565 www.contactcenterngbayan.gov.ph
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REQUEST FOR ACCREDITATION OF NON-GOVERNMENT ORGANIZATIONS (NGO), PEOPLES ORGANIZATION (PO)
In compliance with the Department of Interior and Local Government (DILG) per their Memorandum Circular issued at the start
of each term for selection of representatives to the various local special bodies of the LGU.

Sangguniang Panlungsod

Complex

G2C — Government to Citizens

I Non-Government Organizations (NGO'’s), Peoples Organization (PO), Socio-Civic Groups and Other
similar aggrupations for selection of representatives to local special bodies.

1. Letter of Application Applicant

2. Duly accomplished Application form for Accreditation Receiving Clerks/Records Officer

3. Board Resolution signifying intention for Accreditation for the Applicant
purpose of representation in the Local Special Body;

4. Certificate of Registration

5. List of Current Officers and Members Either Securities and Exchange Commission, DOLE, DSWD or CDA

6. Annual Accomplishment Report for the immediately Applicant
receding year; .
P gy Applicant
7. Financial Statement
Applicant
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CLIENT STEPS AGENCY ACTIONS
FEES TO BE PAID PROCESSING TIME PERSON
RESPONSIBLE

Receiving Clerk/

1. Submit the above requirements | 1.1SP records will receive None 10 mins. Records Officer
to the SP Records Section in 5 the documents and
copies (photocopies may be calendar it for Agenda
submitted). Application letters in the next scheduled
must indicate the contact Regular Session;
person, his address and contact
number.

1.2 Said application will be
referred to the SP
Committee on People
Empowerment and
Participation with

-in session- Office of the Floor
Leader
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2. Attend the Committee Hearing
called by the SP Committee on
Accreditation and People’s
Organization.

Corresponding
Referral Number;

2.1 Committee Hearing will
be held, inviting the
representatives of the
NGO’s and PO’s
together with the
members of the
Committee;

2.2The SP Chairperson
shall calendar the
Committee Report and
thereafter adopt a
Resolution approving
the Accreditation of the
concerned NGO/PO

2.3 Certificate of
Accreditation awarded
to the concerned
NGO/PO

-Committee Hearing to be
conducted

-In session —

Chairperson of the SP
Committee on
Accreditation and
People’s Organization

Chairperson of the SP
Committee on
Accreditation and
People’s Organization
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15 mins

Chairperson of the SP
Committee on
Accreditation and
People’s Organization

TOTAL:

None

25 minutes + Local
Legislative process
(Conduct of Committee
Hearing and Approval on
the Floor)
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REVIEW AND APPROVAL OF BARANGAY ORDINANCES

As mandated by the Local Government Code of 1991, all Barangay Ordinances are to be submitted to the Sangguniang
Panlungsod for review and approval

G2G- Government to Government

Barangays in the Territorial Jurisdiction of Tacloban City

1. Copies of their approved Barangay Ordinances Barangay concerned

Additional Requirements For Barangay Revenue Ordinances:

a. Certificate of Public Hearing (Public Hearing must be conducted
before approval of Barangay Revenue Ordinances);

b. Minutes of Public Hearing and Attendance Sheet

FEES TO BE PAID | PROCESSING PERSON RESPONSIBLE
CLIENT STEPS AGENCY ACTIONS TIME
1. Submit 15 copies of approved | 1.1 Receive, Check and None 10 minutes Staff of the LIGA/ABC President
Barangay Ordinance to the )
Office of the LIGA/ABC Acknowledge receipt of 15
President copies of the approved
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Barangay Ordinances together
with additional requirements in

case of Revenue Ordinances;

1.2 The office of the LIGA/ABC 20 mins Staff of the LIG