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I. Mandate: 
The RA7160 also known as the Local Government Code of 1991, gives all  

local government powers to ensure the preservation and enhancement of culture, 
promotion of health and safety, right of people to a balanced ecology, development of 
technological capabilities, improvement of public morals, economic prosperity and social 
justice, full employment of residents, peace and order, and the convenience of 
inhabitants. 

 

 

II. Vision:  

 
A true God fearing municipality with dedicated and committed LGU  

officials and employees, community leaders and citizens recognizing the importance of 
good character, culture and the arts and are actively involved in the formation of a child 
centered, peaceful and resilient community, where families are strong and healthy, 
education is effective, agribusiness is productive, soaring high DUPAX DEL NORTE as 
the best place with the best people. 

 

III. Mission:  

The Local Government commits itself to be one of the biggest producer of 

agricultural raw materials that will complement to its vision of promoting agro-

industrialization in the municipality and triggering thereof the upliftment of the quality of 

life of its populace. 

 

 

III. Service Pledge: 

 
We, the officials and employees of the Local Government Unit of Dupax del  

Norte, Nueva Vizcaya bind ourselves to deliver efficient and effective service to 
strengthen the potentials and abilities of our constituents in terms of social, economic, 
livelihood, environment and agricultural concerns and the Municipality as a whole. 
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LIST OF SERVICES 

 

OFFICE OF THE MUNICIPAL MAYOR      

External Services  . . . . . . . . . . . . . . . . . . . . . . . . . . . . 11    
Clerical Jobs        . . . . . . . . . . . . . . . . . . . . . . . . . . . .  12    
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To Indigents   . . . . . . . . . . . . . . . . . . . . . . . . . . . . 17 
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Endorsements  . . . . . . . . . . . . . . . . . . . . . . . . . . . . 18 
Internal Services  . . . . . . . . . . . . . . . . . . . . . . . . . . . . 19 

Docketing / Recording of Travel Orders  
 and Personnel Locator Slip. . . . . . . . . . . . . . . . . . . . . . . . . . . . 20 
Issuance of Gas Slip         . . . . . . . . . . . . . . . . . . . . . . . . . . . .           21                                              
 

MUNICIPAL DISASTER AND RISK REDUCTION MANAGEMENT OFFICE   

External Service  . . . . . . . . . . . . . . . . . . . . . . . . . . . . 22    
Emergency calls   . . . . . . . . . . . . . . . . . . . . . . . . . . . . 23 
Search and Rescue (SAR) . . . . . . . . . . . . . . . . . . . . . . . . . . . . 27 
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 ( Hydro- metrological and Geological Impact) . . . . . . . . . . . . . .  36 
Post Disater Needs Assessment ( PDANA) . . . . . . . . . . . . . . . .  37   
    
MUNICIPAL ENVIRONMENT AND NATURAL RESOURCES OFFICE 

External Services  . . . . . . . . . . . . . . . . . . . . . . . . . . . . 38    
Garbage Collection Services . . . . . . . . . . . . . . . . . . . . . . . . . .  39  
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 And Violation of Environmental Laws . . . . . . . . . . . . . . . . . . . 40 
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 No Objection to cut down trees. . . . . . . . . . . . . . . . . . . . . . . . . 41 

Issuance of Endorsement Letter which is a requirement for 

 The Issuance of Tenurial Instrument. . . . . . . . . . . . . . . . . . . . 42 
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HUMAN RESOURCE MANAGEMENT OFFICE/PUBLIC EMPLOYMENT 
SERVICES OFFICE 
   
External Services . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 43  
Employment with the Local Government (Permanent) 
 1st Level and 2nd Level Position. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 44 
Employment with the Local Government (Permanent) 
 For Managerial Position/ Department Head . . . . . . . . . . . . . . . . . . . . . . 48 
Employment with the Local Government (Casual, Contractual,  
 Co-Terminous and Temporary Appoinment) . . . . . . . . . . . . . . . . . . . . . . .  51 
Hiring of Contract of Service and Job Order . . . . . . . . . . . . . . . . . . . . .   54 
Recruitment of Applicants for employment . . . . . . . . . . . . . . . . . . . . .   56 
Securing local employment referrals  . . . . . . . . . . . . . . . . . . . . .   57 

Availing of overseas employment facilitation services (for applicants). . . .  59 
Availing of overseas employment facilitation services (for agencies). . . . .  60 
            
OFFICE OF THE SANGGUNIANG BAYAN    

External Services . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 61 
Franchising of Motorized vehicle (MTOP)  . . . . . . . . . . . . . . . . . . . . . 62 
Request grants and aids    . . . . . . . . . . . . . . . . . . . . . .63 
Outgoing Communications    . . . . . . . . . . . . . . . . . . . . . .64 
Accreditation of CSO/PSO/NGOS   . . . . . . . . . . . . . . . . . . . . . .65 
Record Communications    . . . . . . . . . . . . . . . . . . . . . .66 
Sangguniang Bayan Hall and Sound system . . . . . . . . . . . . . . . . . . . . . .67 
Incoming Communication    . . . . . . . . . . . . . . . . . . . . . .68 
Review of Barangay Ordinances   . . . . . . . . . . . . . . . . . . . . . .69 
Review of Barangay Annual budget/supplemental budgets . . . . . . . . . . . . . .70 
 

OFFICE OF THE  MUNICIPAL PLANNING AND DEVELOPMENT COORDINATOR  

 
External Services . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  71   
Validation / monitoring of infrastructure projects. . . . . . . . . . . . . . . . . .... 72 
Provision of technical assistance on plans formulation such 
 as AIP and other relative plans in the BLGU. . . . . . . . . . . . . . . . . ........  74 
Internal Services. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 75 

Verification / request project/s listings and prioritized projects  
 and other forms or request letter........................................................... 76 
Provision of barangay/municipal data, maps, certification and 
 other related information....................................................................... 77 
Issuance of Locational Clearance .......................................................... 78 
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OFFICE OF THE MUNICIPAL BUDGET OFFICER   

Internal Services................................................................................ 80 

Processing of disbursement voucher ................................................. 81 
Preparation, review and endorsement of barangay budget ................. 82 
Preparation and execution of special education fund budget............... 84 
 

OFFICE OF THE MUNICIPAL ACCOUNTANT   

Internal Services..............................................................................  85 

Process disbursement vouchers for cash advances 
 (except for travels)............................................................................  86 
Process disbursement vouchers for cash advance 
 of travelling allowances (local)........................................................  88 
Process disbursement vouchers for cash advance of  payroll fund,  
 salaries and wages, honoraria and other similar expenses..............  89 
Liquidation of cash advances...........................................................   91 

Process accountant's advice of local check disbursements................. 95 

Process payment of salaries ( first salary)............................................. 97  
Process payment of salaries (salary of casual/contractual personnel)... 99 
Process payment of salaries ( salary differential)................................. 101 
Process payment of salaries  (salary due to heirs of deceased  
 employee)............................................................................................. 102 
Process payment of salarie  (maternity leave)....................................... 103 
Allowances, honoraria and other forms of compensation....................... 104 
Other expenditures(utility expenses, communication services).............. 107 
Procurement......................................................................................... 108 

Cultural and Athletic Activities............................................................  114 

Human Resource  Development and Training Program........................ 116 

Financial expenses................................................................................ 118 

Grants and Donations........................................................................... 120 

Issuance of Certificate of Net Take Home Pay and Other  

certificates as requested by employees.............................................. 121 

Issuance of Certificate of Taxes Witheld.............................................. 122 

 

OFFICE OF THE  MUNICIPAL TREASURER  

External Services ................................................................................ 123  
    
Certificate of Real Property Tax payment................................................. 124 
Issuance of Community Tax Certificate................................................... 125 
Payment of Various Fees......................................................................... 126 
Real Property Tax Payment....................................................................... 127 
Registration and Transfer of Large Cattle.................................................. 130 
Various Services (Payment of Approved Vouchers).................................... 132 
New Business Establishment.......................................................................135 
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Business Renewal......................................................................................136 
Slaughtering of Livestock and Issuance of  
 Meat Inspection Certificate.........................................................................137 
          

GENERAL SERVICES OFFICE  

Internal Services........................................................................................140 

Alternative Method of Procurement of Common-Use  
 Supplies and Equipment Conducted Through Public Bidding.....................141 
Procurement of Common-Use Supplies and Equipment to 
  Procurement Service-DBM......................................................................144 
Procurement of Goods and Services and Other Alternative  

 Modes of Procurement.............................................................................146 

Updates Insurance of Government Service Vehicles and Buildings  

 to Government Service Insurance System(GSIS).....................................148 

Updates Registration of Service Vehicles to 

 Land Transportation Office(LTO)...............................................................149 

Updating Inventory Record of Property Plant and Equipment 

  twice a year...............................................................................................150 

Utility Services(Maintenance of the Municipality Ground 

 and other facilities)........................................................................................151 

 

OFFICE OF THE MUNICIPAL ASSESSOR   

External Services.........................................................................................152 
Assessment of Real Property  ï 
 Assessment of Building / Machinery.............................................................  153                 
CERTIFICATIONS: Real Property Landholding;  
 No Improvements, No Property....................................................................157 
Re- Appraisal/ Re-assessment/ Revision .....................................................158 
Transfer of Ownership ...........................................................................................160 

Verification and Issuance of Tax Declaration................................................162 

         

OFFICE OF THE MUNICIPAL CIVIL REGISTRAR   

External Services....................................................................................... 164 
Issuance of birth, marriage and death certificate/ 
 certified true copy of the document.............................................................165 
Registration of Live birth (on time registration)............................................166 
Registration of Live birth (late registration)..................................................168 
Registration of Live birth (out-of-town registration)......................................171 
 
 
 
 
         



9 
 

OFFICE OF THE  MUNICIPAL AGRICULTURIST (MAGRO)  

External Services ..................................................................................... 174 
Provision of technical/extension services.....................................................175 
Farmers meeting/ dialogue...........................................................................176 
Farm and home visit.....................................................................................177 

Attending to walk-in clients/office callers......................................................178 
Provision of animal health routine and services...........................................179 
Vaccination services.....................................................................................180 
Deworming services......................................................................................181 
Castration services........................................................................................182 
 Issuance of animal health certificates...........................................................183 
 Provision of production support services 
  (Request/distribution of rice, corn & vegetable seeds).................................184 
Request/distribution of tilapia fingerlings........................................................185 
Provision of crops and livestock insurance to farmer enrollees......................186 
Access to credit/loan assistance....................................................................187 

         

MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICE   

External Services........................................................................................ 188 
Medical Assistance.......................................................................................189 
Material Assistance.......................................................................................192 
Transportation Assistance............................................................................194 
Burial Assistance..........................................................................................197 
Relief Operation............................................................................................200 
Financial Assistance.....................................................................................210 
Livelihood Assistance for Solo Parent and Persons with Disability...............204 
Handog Para kay Lolo at Lola.......................................................................207 
Octogenarian, Nonagenarian and Centenarian............................................209 
Municipal Universal Social Pension...............................................................211 
Persons with Disability Financial Aid.............................................................213 
Educational Assistance for Persons with Disability........................................215 
Issuance of Senior Citizens Identification Card..............................................218 
Issuance of Persons with Disability Identification Card...................................219 
Issuance of Solo Parent Identification Card....................................................220 
Issuance of Case Study Report / Referral......................................................224 
Issuance of Certificate of Indigency...............................................................226 
Individual/ Family and Group Counselling.....................................................227 
Provision of livelihood assistance to group....................................................230 
Provision of Cash for Work and Food for Work............................................. 
 

OFFICE OF THE MUNICIPAL HEALTH OFFICER  

External Services.........................................................................................231  
Pre- marriage counseling services.................................................................233 
Cardiovascular diseases control and prevention...........................................235 
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General services...............................................................................237 
Maternal and Child health services...................................................238 
Counseling on nutrition and family planning.....................................240 
Securing medical certificate for person with disability (pwd)..............241 
Securing medical certificate for employment.....................................242 
Securing a Sanitary Permit..................................................................243 
Securing a Health Certificate..............................................................245 

Availing of Family Planning Services................................................................246 
Immunization services..........................................................................247 
National tuberculosis program (tb-dots)...............................................248 
Basic Laboratory Examination Services................................................251 
Verbal autopsy......................................................................................253 
Visual Inspection Acetic Acid................................................................254 
Control of diarrheal disease services...................................................255 
Securing family planning supplies for walk in clients............................256 
Bilateral Tubal Ligation and Vasectomy...............................................258 
         

OFFICE OF THE MUNICIPAL ENGINEER   

External Services ............................................................................259  
Issuance of Building Permits...............................................................260 
Issuance of Certificate of Occupancy..................................................267 
Issuance of Groun and Excavation Permit..........................................270 
 
FEEDBACK AND COMPLAINTS MECHANISM 
LIST OF OFFICES 
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1. Clerical Jobs (Sorting/Filing) 

Clerical jobs in the office are intended for the proper filing/sorting of documents 

or letters from different entities. 
 

Office or Division: Office of the Mayor 
Classification: Simple  
Type of Transaction: Government to Government 

Government to Business Entity 
Government to Citizen 

Who may avail: All 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Different communication letters from 
entities and residents. 

Company, Associations and Individual 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Client will expect 
that letters from them 
will be filed properly 

1.1 Sort records 
for proper 
placement 

NONE 

2 mins. 
Administrative Aide 

 

 1.2 File records in 
categorical/ 
numerical order 

NONE 

1 min. 

Administrative Aide 
 

 1.3 Clean and 
maintain file 
space 

NONE 

1 min. 

Administrative Aide 
 

 1.3 Log all files 
that are removed/ 
borrowed 

 

10 mins. 

Administrative Aide 
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2. Issuance of Mayorôs Certification 
Mayorôs Certification is issued to affirm the validity of individual, association, or 

business entitiesô information. 

 

Office or Division: Office of the Mayor 
Classification: Simple 

Type of Transaction: Government to Government 
Government to Business Entity 

Who may avail: Companies and associations affiliated in the Municipality  
Residents in the Municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

¶ Letter request (2 Original Copies) 
Official Receipt (OR) 

¶ The requesting company, association or 
individual 

¶ Municipal Treasury Office (Window 1 or   
           Window 2) 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Client must secure 
an Official Receipt for 
Mayorôs Certification 
at the Municipal 
Treasury Office. 

1.Let the client 
secure an official 
receipt 

NONE 2 minutes Secretary to the 
Mayor 

 
 

Admin. Officer II 

2.Client must present 
and submit the 
request letter 
(preferably 2 copies) 
and present the 
official receipt for the 
Mayorôs Certification. 

2.1 Evaluate 
requirements 

NONE 

 

Secretary to the 
Mayor 

 
 

Admin. Officer II 

 2.2 Prepare the 
Mayorôs 
Certification 

NONE 

 

 

 2.3 Forward the 
document for 
signature of the 
LCE 

NONE 
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3. Issuance of Mayorôs Clearance 

The Mayorôs Clearance is issued to individuals who needs it stating that he/she 

has no pending case filed with the Office of the Mayor. 

 

Office or Division: Office of the Mayor 
Classification: Simple 

Type of Transaction: Government to Government 
Government to Business Entity 

Who may avail: Companies and associations affiliated in the Municipality  
Residents in the Municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Community Tax Certificate (Cedula) Barangay Hall (Barangay Secretary) or Municipal 
Treasury Office (Window 1 or Window 2) 

Barangay Clearance (1 Photocopy) Barangay Hall (Barangay Secretary) 

Police Clearance (1 Photocopy) Municipal Police Station (Officer in-charge) 

MCTC Clearance (1 Photocopy) Municipal Circuit Trial Court (Clerk of Court) 

Official Receipt (OR) for Mayorôs 
Clearance 

Municipal Treasury Office (Window 1 or Window 
2) 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Client must secure 
an Official Receipt for 
Mayorôs Clearance at 
the Municipal 
Treasury Office. 

1.Let the client 
secure an official 
receipt 

NONE 2 minutes Secretary to the 
Mayor 

 
 

Admin. Officer II 

 
1.1 Evaluate 
requirements 

 
 

 

2. Client must present 
and submit all 
requirements to the 
Office of the Mayor as 
requisite of Mayorôs 
Clearance. 

 

NONE 2 minutes Secretary to the 
Mayor 

 
 

Admin. Officer II 
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4. Messengerial Jobs 
Messengerial Jobs are done for the dissemination of communication 

letters from the office going to different entities. 

 

Office or Division: Office of the Mayor 
Classification: Simple 

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

Who may avail: All 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Communication Letters (Number of copies vary on 
number of recipients) 

Companies, Associations and Individual 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Client will receive 
appropriate 
communication letter from 
the Office of the Mayor 

1.1Receives and 
routes 
correspondence to 
appropriate 
individuals, offices or 
departments 

NONE 1 min 

Administrative Aide IV 

 1.2 Review names, 
addresses for 
accuracy and ensure 
correct client 
information 

NONE 1 min 

 

 1.3  Ensure that all 
enclosures to the 
correspondence is 
correctly documented 

NONE 2 min 

 

 1.4 Prepares      
      summary of 
communications, 
memos, letters, etc. 
for delivery to clients 

NONE 4 min 

 

   1.5 Prepare travel 
order for delivery to 
recipient 

NONE 3 min 

 

 1.5  Upon return, 
prepares report of 
delivery and submit 
copies (if any) for filing 

NONE 5 min 
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5. Processing of Communications 
Processing of Communications are done for incoming and outgoing 

communication letters in the office. 

 

Office or Division: Office of the Mayor 
Classification: Simple 

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

Who may avail: All 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Communication Letter (2 Photocopies) Companies, Associations and Individual 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

Client must 
present and 
submit 
communication 
letter with its 
receiving copy. 

1.1 Receive and 
attach tracking 
document in 
numerical order NONE 2 min 

Secretary to the 
Mayor 

 1.2 Record all 
Communications 
forwarded by the 
Receiving Clerk and 
submit to Admin. Aide 
IV 

NONE 2 min Administrative Aide IV 

 1.3 Sort documents 
and forward the same 
to the Secretary for 
review 

NONE 1 min Administrative Aide IV 

 1.4 The Secretary   
transmit it to the LCE 
upon review. 

NONE 2 min 
Secretary to the 
Mayor 

 1.5Communications 
duly perused by the 
LCE shall return to the 
Secretary for release. 

NONE 1 min Administrative Aide 
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6. Provision of Assistance to Indigents 

The provision of assistance to indigents is provided to individuals and 

families whose income is below poverty threshold.  

 

Office or Division: Office of the Mayor 
Classification: Simple 
Type of Transaction: Government to Citizen 
Who may avail: Residents in the Municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Visit, Courtesy Call and etc. Companies, Associations and Individual 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

Client will visit the 
Office of the 
Mayor with 
purpose or a 
courtesy call. 

1.1 Greet persons 
entering the Mayorôs 
Office, determine 
nature and purpose to 
visit 

NONE 1 min 

Administrative Aide IV 

 1.2 Request all 
visitors to register in 
the logbook 

NONE 4 min 

Administrative Aide 

  1.3  Escort visitors to 
specific purpose 

NONE 2 min 
Administrative Aide 

 1.4 Hear concerns 
and complaints of 
clients and refer them 
to appropriate 
authorities for 
resolution 

NONE 2 min 

Administrative Aide IV 
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7. Recommendations/ Endorsements 

Recommendations are issued for job seekers. Endorsements are issued as 

referral for a certain request or resolution from different entities. 

 

Office or Division: Office of the Mayor 
Classification: Simple 
Type of Transaction: Government to Government 

Government to Business Entity 
Who may avail: Residents in the Municipality 

Companies and Associations in the Municipality 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

ü Application / Resolution / Request Letter 
(2 Original Copies) 

Individual, Barangay, Association 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Client must 
present the 
particular 
document to be 
endorsed 

1.1 Interview Client 
(client, address, 
purpose) NONE 2 min 

Administrative Officer             
II 

 1.2 Evaluate 
requirements 

NONE 1 min Administrative Aide IV 

  1.3  Prepare the 
Endorsement Letter 

NONE 2 min Administrative Aide 

 1.4 Forward the 
document for 
signature of the LCE 

NONE 1 min Administrative Aide 

 1.5 Release the 
document 

NONE 1 min Administrative Aide 

 

 

 

 

 

 

 

 

 



19 
 

 

 

 

 

 

 

 

 

 

 

OFFICE OF THE MUNICIPAL MAYOR 

 

Internal Services 
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1. Docketing / Recording of Travel Orders and Personnel Locator Slip 
 
This is done using the Personnel Monitoring System which logs all travel orders 
and personnel locator slip of employees. 
. 

Office or Division: Office of the Mayor 
Classification: Simple 
Type of Transaction: Government to Government 
Who may avail: Employees of the LGU 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Travel Order / PLS (Original Copy) Human Resource Management Office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Client must 
present the duly 
signed and 
approved Travel 
Order by their 
respective Head 
of Office. The 
said TO/PLS 
must also be 
docketed at the 
HRMO. 

1.1 Docket/Record 
clientôs Travel Order 
and/or PLS to the 
Personnel Monitoring 
System. 

NONE 2 min  
MS. FATIMA IRISH 
V. BARROGA 
Administrative Aide 
IV 
 
MS. NOVELITA A. 
REYES 
Administrative Aide 
IV 
 
MS. JEREMAY V. 
TOMINEZ 
Administrative Aide 
IV 
 
MS. RICAMEL P. 
AROMIN 
Administrative Aide 
 

 1.2 Forward the 
document for the 
approval of the LCE. 

NONE 1 min  
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2.Issuance of Gas Slip 
 
Gas Slip is issued for the utilization of all Government Vehicles in the LGU. All 
drivers/operators must secure a gas slip in order to utilize a particular 
government vehicle in the LGU. 
 

Office or Division: Office of the Mayor 
Classification: Simple 
Type of Transaction: Government to Government 
Who may avail: Employees of the LGU 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Travel Order / PLS (Original Copy) Human Resource Management Office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Client must 
present the duly 
signed and 
approved Travel 
Order by their 
respective Head 
of Office. The 
said TO must also 
be docketed at 
the HRMO and 
Mayorôs Office. 

1.1 Evaluate the 
requirements 

NONE 2 min MS. DONNA 
AILEEN N. LAGUA 
Administrative Aide 
IV 
(if Ms. Donna is out) 
MS. JEREMAY V. 
TOMINEZ 
Administrative Aide 
IV 
 

 1.2 Prepare Gas Slip NONE  Administrative Aide IV 

 1.3 Forward the 
document for the 
approval of the LCE. 
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MUNICIPAL DISASTER AND RISK REDUCTION 

MANAGEMENT OFFICE 

External Services 
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1.Emergency Calls 

       The Dupax del Norte Emergency Rescue Team responds to any 

untoward incidents. 

Office or Division: Municipal Disaster Risk Reduction and Management Office 
Classification: Simple 
Type of Transaction: G2C 
Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None Incident Area 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
A. Vehicular 

Accident 
- one victim 

Location: 
-5 km. Radius from 
Incident Command 
Post 

 
-12km. Radius from 
Incident Command 
Post 
 
-25km. Radius from 
Incident Command 
Post 
 

¶ Client calls the 
emergency 
hotline and 
report the 
details about 
the incident for 
specified 
assistance 
needed. 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 1 

- Receive 
call and 
gather  
information 

 
Step 2 

- Inform 
DNERT 
Responder
s on duty 
with (4) 
four 
manpower 
including 
delta and 

NONE  LDRRMO staff and 
Emergency 
Response Team 
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prepare 
medical 
equipment. 

Step 3 
- Proceed to 

Incident 
Area 

Step 4 
- Assess the 

Incident 
Area 

- Immediatel
y assess 
the victim. 
 

- Apply first 
aid to the 
victim. 

Step 5 
- Transfer 

the victim 
to the 
ambulance. 

- Transport 
the victim 
to the 
nearest 
hospital. 
(DDH and 
NVPH) 

Step 6 
- Endorse 

the victim 
to the 
nurse/docto
r 

B. Vehicular 
Accident 

- multiple victims 
 

Step 1 
- Receive 

call and 
gather  
information 

Step 2 
- Inform 

DNERT 
Responder
s on duty 

 
 

    17 min.  
(5km 
radius 
from 
ICP) 

 
    40 min. 
    (12km                        

NONE LDRRMO staff and 
Emergency 
Response Team 
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with (5) five 
manpower 
including 
delta and 
prepare 
medical 
equipment. 

Step 3 
- Call for 

assistance 
of other 
rescue 
teams from 
the nearest 
municipaliti
es with 
ambulance 
& 
manpower. 

Step 4 
- Proceed to 

Incident 
Area 

Step 5 
- Conduct 

registration 
for all 
responders
. 

Step 6 
- Assess the 

Incident 
Area 

- Immediatel
y assess 
the victim. 

- Apply first 
aid to the 
victim. 

Step 7 
- Transfer 

the victim 
to the 
ambulance. 

- Transport 
the victim 

radius 
from ICP) 

 
    60 min 
   (25km    
radius 
from ICP) 

 
 

 
     5-8          
min/victim 
   (5km  
radius 
from ICP) 

 
 
 

 
 
 
 
 

 
 

 
 
 

 
 
15-20 
min/vic
tim 

    (12km 
radius 
from ICP) 
   35-45 
min/victim 
(25km 
radius 
from ICP 
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to the 
nearest 
hospital. 
(DDH and 
NVPH) 

 
 
Step 8 

- Endorse 
the victim 
to the 
nurse/docto
r 

C. Vehicular 
Accident 

(No ambulance 
available) 

Step 1 
- Receive 

call and 
gather  
information 

Step 2 
- Call the 

attention of 
the PNP in 
the AOR or 
MDRRMO 
from the 
nearest 
municipality
. 

Step 3 
- Follow up 

the status 
of the 
incident for 
record 
purposes. 

 

NONE 2 min. 
 
 
 
 
3 min. 
 
 
 
 
 
3 min. 

LDRRMO staff and 
Emergency 
Response Team 
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2.Search and Rescue (SAR) 

The Dupax del Norte Emergency Rescue Team responds on the emergency services 

and public assistance during or immediately after a disaster in order to saves lives, 

reduce negative health impacts, ensure public safety and meets basic subsistence 

needs to the affected people. 

 

Office or Division: Municipal Disaster Risk Reduction and Management Office 
Classification: Simple 
Type of Transaction: G2C 
Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

NONE  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

Search and 
Rescue 

 
A. Flooding 

(Hydrometeorol
ogical 
Impact) 

¶ Client calls 
the 
emergency 
hotline and 
report the 
details 
about the 
incident for 
specified 
assistance 
needed. 

 

 
 
 

Step 1 
- Receive call 

and gather  
information 

Step 2 
- Inform the 

DNERT and 
prepare 
equipment 
needed. 

Step 3 
- Call for 

assistance of 
other rescue 
teams from the 
nearest 
municipalities 
with 
ambulance/ 
Rescue Vehicle 
& manpower (if 
needed) 

Step 4 
- Conduct 

registration of 
responders & 

 
None 

 
 
 
3 mins. 
 
 
 
 
3 mins. 
 
 
 
 
 
30 mins. 
 
 
 
 
 
 
 
 
 
3 mins. 
 
 
 
 

LDRRMO staff and 
Emergency 
Response Team 
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other 
volunteers. 

Step 5 
- Deploy SAR 

Teams 
composed of 
12 responders 
and security 
forces (PNP & 
AFP) in the 
flooded area. 

Step 6 
- Evacuate the 

victims to the 
designated 
Evacuation 
Center. 

Step 7 
- Assist in the 

distribution of 
relief goods.  

 
 

10 mins. 
 
 
 
 
 
 
 
 
I hr. 
 
 
 
 
3 hr. 

 
B. Landslide 
(Clearing 
Operation) (Rain 
Induced & 
Earthquake 
Induced) 

 
Location: 

- 25 km. 
Radius 
from 
Incident 
Command 
Post 

 

 
Step 1 

- Receive call 
and gather  
information 

Step 2 
- Inform the 

DNERT and 
prepare 
equipment 
needed. 

Step 3 
- Call for 

attention of 
MEO and 
DPWH for the 
assistance in 
the clearing 
operation in 
SAR. 

Step 4 
- Proceed to the 

Incident Area 
-  

a. ERT 

 
None 

 
3mins. 
 
 
 
3mins. 
 
 
 
 
 
10mins. 
 
 
 
 
 
 
 
 
 
 
 
 
a. 45 mins. 

LDRRMO staff and 
Emergency 
Response Team 
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b. Heavy equipment 
with Operators 
from the MEO & 
DPWH 

Step 5 
- Conduct 

registration for 
all responders 
and operators. 

Step 6 
- Deploy DNERT 

responders and 
operators for 
the clearing 
operation of 
SAR to the 
scene. 

- Immediately 
assess the 
victim. 

- Apply first aid 
to the victim. 

Step 7 
- Transfer the 

victim to the 
ambulance. 

- Transport the 
victim to the 
nearest 
hospital. (DDH 
and NVPH) 

 
 
 
 
 
Step 8 

- Endorse the 
victim to the 
nurse/doctor 

Step 9 
- After clearing 

operation 
conduct head 

(25 km. 
Radius from 
ICP) 
b. 1.5 hr.  
(25 km. 
Radius from 
ICP) 
10 mins 
 
 
 
 
 
10 mins 
 
 

 
 
 
 
 
 
 
 
 
 
5-8 
min.  
(5km 
radius 
from 
ICP) 
 
15-20 
min. 
(12km 
radius 
from 
ICP) 
 
35-45 
min 
(25km 
radius 
from 
ICP) 
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counting 
among the 
DNERT and 
the equipment 
operators and 
other 
volunteers. 

Step 10 
- Release all the 

DNERT 
responders, 
equipment 
operators and 
other 
volunteers back 
to their 
station/post 

 
5 min. 

 
 
10 mins. 
 
 
 
 
 
 
 
 
 
3 mins. 
 

 
C. Fire 
(Natural/Human 

Induced 
Disaster) 

¶ Client 
calls 
the 
emerge
ncy 
hotline 
and 
report 
the 
details 
about 
the 
incident 
for 
specifie
d 
assista
nce 
needed
. 

 

 
Step 1 

- Receive call 
and gather  
information 

Step 2 
- Inform DNERT 

Responders on 
duty with (5) 
five manpower 
including delta 
and prepare 
medical 
equipment. 

Step 3 
- Call for 

assistance of 
Fire 
department 
from the 
nearest 
municipalities. 

Step 4 
- Proceed to 

Incident Area 
 
 
 
 

 
None 

 
3 mins. 
 
 
 
3 mins. 
 
 
 
 
 
 
 
 
5 mins. 
 
 
 
 
 

 
 

- 10 
mins. 

(5km 
radius 
from the 
ICS) 
- 20 

LDRRMO staff and 
Emergency 
Response Team 
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Step 5 

- Conduct 
registration for 
all responders 
(DNERT, BFP 
and other 
volunteers) 

Step 6 
- Immediately 

assess the 
Incident area 

Step 7 
- Transfer of 

command to 
the BFP 

 
Step 8 

- BFP 
deployment for 
the fire 
suppression 

Step 9 
- Deploy DNERT 

responders and 
operators for 
the clearing 
operation of 
SAR to the 
scene. 

- Immediately 
assess the 
victim. 

- Apply first aid 
to the victim. 

 
 
 
Step 10 

mins. 
(12km 
radius 
from the 
ICS) 
- 45 

mins. 
(25km 
radius 
from the 
ICS) 

10 mins 
 
 
 
 
 

 
10 mins 
 
 
 
5 mins. 
 
 
 
 
2 mins. 
 
 
 
 
10 mins. 
 
 
 
 
 
 
 
 
 
 
 
 

- 5-8 
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- Transfer the 
victim to the 
ambulance. 

- Transport the 
victim to the 
nearest 
hospital. (DDH 
and NVPH) 

 
 
 
 
 
 
 
 
 
 
 
Step 11 

- Endorse the 
victim to the 
nurse/doctor 

Step 12 
- Conduct head 

counting 
Step 13 
Release all DNERT 
responders, BFP & 
other volunteers. 

min.  
(5km 
radius 
from 
ICP) 
 

- 15-20 
min. 
(12km 
radius 
from 
ICP) 
 

- 35-45 
min 
(25km 
radius 
from 
ICP) 

5 min. 
 
 
 
5 mins. 
 
 
3 mins. 
 
 
 
 

D. Earthquake 
(Natural/Human 
Induced Disaster) 

Step 1 
- Inform DNERT 

Responders on 
duty including 
delta and 
prepare 
medical 
equipment. 

Step 2 
- Call for 

assistance of 
BFP, PNP and 
AFP in the AOR 
and from the 
nearest 

 
None 

 
3 mins. 
 
 
 
 
 
 
5 mins. 
 
 
 
 
 
 

LDRRMO staff and 
Emergency 
Response Team 
 



33 
 

municipalities. 
Step 3 

- Proceed to 
Incident Area. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 4 

- Conduct 
registration for 
all responders 
(DNERT, MEO, 
DPWH, BFP, 
PNP, AFP and 
other 
volunteers) 

 
Step 5 

- Immediately 
assess the 
Incident area 

Step 6 
- Wait for the 

command 
signal of the 
Incident 
commander 

Step 7 
- Incident 

commander 
deploys 

 
 

- 10 
mins. 

(5km 
radius 
from the 
ICS) 
 
- 20 

mins. 
(12km 
radius 
from the 
ICS) 
 
- 45 

mins. 
(25km 
radius 
from the 
ICS) 

10 mins 
 

 
 
 
 
 
 
 
 
10 mins 
 
 
 
3 mins. 
 
 
 
 
 
7 mins. 
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manpower; 
DNERT 
responders, 
MEO, DPWH, 
PNP, AFP & 
BFP in the 
area. 

- Immediately 
assess the 
victim. 

- Apply first aid 
to the victim. 

Step 8 
- Transfer the 

victim to the 
ambulance. 

- Transport the 
victim to the 
nearest 
hospital. (DDH 
and NVPH) 

 
 
 
 
 
 
 
 
 
 
 
 
Step 9 

- Endorse the 
victim to the 
nurse/doctor 

Step 10 
- Conduct head 

counting 
Step 11 
Release all DNERT 
responders, BFP, 
PNP, AFP & other 
volunteers. 

 
 
 
 
 
 
 
 

 
 
 
 

- 5-8 
min.  
(5km 
radius 
from 
ICP) 
 

- 15-20 
min. 
(12km 
radius 
from 
ICP) 
 

- 35-45 
min 
(25km 
radius 
from 
ICP 

 
5 min. 
 
 
 
5 mins. 
 
 
 
3 mins. 
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3. Blue to Red Alert Status 

- 48 hours before the landfall of tropical cyclone. 
 

Office or Division: Municipal Disaster Risk Reduction and Management Office 
Classification: Simple 
Type of Transaction: G2C 
Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

NONE  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
Blue to 
Red Alert 
Status 

 

 
Step 1 

- Prepare communication 
letter for the MDRRMC 
Meeting. 

Step 2 
- Distribute 

communication letter to 
the MDRRMC regular 
members. 

Step 3 
- Conduct council 

meeting. 
Step 4 

- Conduct Bando System 
Step 5 

- Prepositioning of food 
and non-food items 

Step 6 
- Prepare heavy 

equipment 
Step 7 

- Prepare communication 
equipment (radio base 
and handheld radios) 

Step 8 
- Maintain DNERT and 

other volunteers for 
24/7 duty. 

 

 
None 

 
3 mins 

 
 
 
 
 

30 mins. 
 

 
1 hr. 

 
 
2 hrs. 
 
2hrs. 

 
 
30 mins. 
 
 
5 mins. 
 
 
 
48 hrs. 

 
 

 

 

 



36 
 

 

4. Rapid Damage Assessment and Needs Analysis (RDANA) 

(Hydro-metrological and Geological Impact) 

A disaster response tool that is used immediately in the early emergency phase to 

determine the extent of impacts and assess the priority needs of the communities. 

Office or Division: Municipal Disaster Risk Reduction and Management Office 
Classification: Simple 
Type of Transaction: G2C 
Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

NONE  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
Rapid Damage 
Assessment and 
Needs Analysis 
(RDANA) 
 

 
Step 1 

- Deploy four (4) 
administrative 
staff and 6 six 
DNERT 
responders to 
conduct early 
emergency 
assessment on 
the priority needs 
of the 
communities 
during 
calamities. 

 
Step 2 

- Consolidate all 
dataôs gathered 
for future 
reference. 

 

 
None 

  
 

- 24 hrs. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
30 mins. 

 
LDRRMO 
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5.Post Disaster Needs Assessment (PDANA) 

A multi-sectoral and multidisciplinary structured approach for assessing disaster 

impacts and prioritizing recovery and reconstruction needs. 

 

Office or Division: Municipal Disaster Risk Reduction and Management Office 
Classification: Simple 
Type of Transaction: G2C 
Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Properly segregated solid waste  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
1. Rapid Damage 
Assessment and 
Needs Analysis 
(RDANA) 
 

 
Step 1 

- Deploy four (4) 
administrative 
staff and 6 six 
DNERT 
responders to 
conduct early 
emergency 
assessment on 
the priority needs 
of the 
communities 
during 
calamities. 

 
Step 2 

- Consolidate all 
dataôs gathered 
for future 
reference. 

 

 
None 

  
 

- 24 hrs. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
30 mins. 

 
LDRRMO 
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MUNICIPAL ENVIRONMENT AND NATURAL 

RESOURCES OFFICE 

 

External Services 

 

 

 

 

 

 

 

 

 

 

 



39 
 

 

1.Garbage Collection Services 

The Municipal Environment and Natural Resource Office regularly collect solid  
wastes from residences and commercial establishments. For this purpose, it operates 
and maintains Garbage Collection Equipment and Personnel. 

 

Office or Division: Municipal Environment and Natural Resources Office 
Classification: Simple 
Type of Transaction: G2C/ G2B 
Who may avail: Household and Non-household (offices, business establishments, 

schools, barangays, etc.) 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Properly segregated solid waste  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Bring out the 
segregated 
residual waste on 
the scheduled 
collection 
time/day. 

1.0 Collection of 
segregated waste on 
the scheduled 
collection time 

Php1,200 
annually 

2min/ HH MENRO / SW 
Collectors 
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2. Responding to complaints related to Pollution, Sanitation & 

Violation of Environmental laws 

ABOUT THE SERVICE: The municipal government receives complaint/s related to 

pollution, environmental laws, sanitation and nuisances from residents and business 

establishments. These are referred to the Municipal Environment and Natural Resources Office 

and/or Municipal Health Office for immediate investigation and disposition.  

 

Office or Division: Municipal Environment and Natural Resources Office 
Classification: Simple 
Type of Transaction: G2C/ G2B 
Who may avail: Household and Non-household (offices, business establishments, 

schools, barangays, etc.) 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Written & signed letter of complaint to the 
Municipal Mayor or through MENRO 

 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sign in client 
logbook and 
submit written 
complaint to the 
Municipal Mayor 
or through 
MENRO 

1.0 Discuss issue with 
the complainant then 
secure approval from 
Mayor for the action to 
be taken 

NONE 15 mins MENRO and Staff 

 1.1 Schedule date of 
inspection and 
dialogue with 
concerned parties 

NONE 5 mins MENRO STAFF 

 1.2 Conduct 
inspection. 

NONE 1 hr in 
lowland 
barangays; 3 
hrs in upland 
barangays 

MENRO & MHO 
Staff 

 1.3 Facilitate/mediate 
meeting/dialogue and 
arrive at an 
agreement 

NONE 3 hrs MENRO & MHO 
Staff 

 1.4  Prepare 
inspection report and 
Recommendations for 
Appropriate Action 

NONE 30 mins MENRO & MHO 
STAFF 
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3. Issuance of Endorsement letter/ Certification of no objection 

to cut down trees 
  

ABOUT THE SERVICE: This service caters to clients who need to cut down 

trees due to inevitable reasons.  

 

Office or Division: Municipal Environment and Natural Resources Office 
Classification: Simple 
Type of Transaction: G2C/ G2B 
Who may avail: Household and Non-household (offices, business establishments, 

schools, barangays, etc.) 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Barangay Endorsement / Certification of 
No Objection/  

Barangay 

Sketch map Municipal Assessorôs Office 

Pictures showing the location of the trees  

Lot Title and land tenurial instrument  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Sign in client 
log book and 
state his/her 
purpose 

1.0 Conduct initial 
verification of the 
requirement 

Php50.00 2min/ HH MENRO Staff 

 1.1 Conduct site 
inspection with the 
authorized 
representative of 
DENR and BLGU 

 1 hr for 
lowland and 3 
hrs for upland 
barangays 

MENRO Staff and 
DENR 
Representative and 
BLGU Concern 

 1.2 Prepares 
certification/ 
endorsement letter to 
be signed by the 
MENRO and 
Approved by the 
Municipal Mayor 

 5 minutes  
MENRO Staff 

 1.3 Issue a 
Certification/ 
endorsement signed 
by the Officer in 
Charge and to be 
Approved by the 
Municipal Mayor 

 2 minutes  
MENRO Staff 
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4. Issuance of Endorsement letter which is a requirement for 

the issuance of tenurial instrument 

  

ABOUT THE SERVICE: This service caters to clients who need tenure security 

of their lands. 

 

Office or Division: Municipal Environment and Natural Resources Office 
Classification: Simple 
Type of Transaction: G2C/ G2B 
Who may avail: Household and Non-household (offices, business establishments, 

schools, barangays, etc.) 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Certification from the Barangay  where the 
land is located stating therein among the 
others that the applicant is the actual 
occupant/ tiller of the land. 

Barangay 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sign in client 
log book and 
state his/her 
purpose 

1.0 Checks the 
documents as to  
completeness and 
authenticity 

Php50.00 5 minutes MENRO Staff 

 1.1 Prepares 
endorsement letter to 
be signed by the 
MENRO and 
Approved by the 
Municipal Mayor 

 5 minutes MENRO Staff  

 1.2 Issue 
endorsement signed 
by the Officer in 
Charge and to be 
Approved by the 
Municipal Mayor 

 2 minutes MENRO Staff  
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HUMAN RESOURCE MANAGEMENT OFFICE / 

PUBLIC EMPLOYMENT SERVICES OFFICE 

 

External Services 
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1. EMPLOYMENT WITH THE LOCAL GOVERNMENT (PERMANENT) 
FIRST LEVEL AND SECOND LEVEL POSITION 
ABOUT THE SERVICE 

Employment with the Municipal Government of Dupax del Norte,Nueva Vizcaya is open 
to all provided that there is a vacant position. Applicants for vacant positions should 
possess the minimum qualification requirements of the position applied for. 

Vacancies are posted in the Administrative Corner at the Municipal Hall, at the Peopleôs 
Hall Bulletin Board and at the Civil Service Commission Provincial Field Office bulletin 
and published in the CSC Bulletin of Vacant Positions for 15 calendar days. 

Office or Division: Human Resources Management Office 
Classification: Complex 
Type of Transaction: G2C 
Who may avail: Qualified Applicants 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 copy Application letter to the Municipal 
Mayor/Vice Mayor 

Qualified Applicant 

3 copies Duly accomplished Personal 
Data Sheet (CS Form 212 Rev. 2017) or 
Curriculum Vitae with picture 

Qualified Applicant 

2 Photocopy of supporting documents 
such as 

¶ Authenticated certificate of 
eligibility/ Rating/ License 
 
 

¶ Certified True Copy of Transcript 
(Scholastic) of records (TOR) 

           IF NECESSARY : Certification     
           Form (DEPED) and/or Commission  
           on Higher Education 

¶ Certificate of Employment (if 
previously employed) (1 original, 1 
photocopy) 

¶ Result of Blood Test, Urinalysis, 
Chest X-ray, Drug test (1 copy 
each) 

 
 

¶ CSC/ NAPOLCOM/ CESB/ Professional 
Registration Commission (PRC)/ Supreme 
court (SC) MARINA/ NTC/ CAAP/ LTO/ 
PNP   

¶ University/ College where Applicant 
graduated from or attended. 

 
 

 

¶ Previous Employer 
 

 

¶ Hospital/Municipal Health Office/Provincial 
Health Office (Bayombong) 
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2 copies 1 year performance rating prior to 
date of  assessment or screening (for 
promotion) 
For selected applicants : 1 Copy (original)  

¶ Medical Certificate (CS form No. 
211 Revised 2018) 

¶ Certificate of Live Birth (for original 
appointment and reemployment) 

¶ Marriage Contract/Certificate 
(authenticated)  

¶ Valid NBI clearance   

¶ Clearance from money, property 
and work related accountabilities 
(CS from No. 7 Revised 2018) In 
case of promotion re appointment, 
reemployment or transfer from one 
department to another   

Applicant Supplied or furnished 
 
 
 

¶ Licensed Government Physician 
 

¶ PSA/LCR 
 

¶ PSA/LCR 
 

¶ NBI 

¶ Former office of appointee  
 
 
 
 
 

CLIENT STEPS 
 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

A. Pre-
employment 

 1. Submit or file 
application letter 
specifying the 
position desired 
to the office of 
the Municipal 
Mayor or Vice 
Mayor.  

 
 
1.0 Receive the 
application letter. 

 
 
ñNONEò 

 
 
5 minutes 

 
 
Office of the Mayor or 
Vice Mayor 
  
 

2. Submit 
complete 
requirements to 
HRMO.   

2.0 Receive the 
application from Office 
of the Mayor/Vice 
Mayor and 
requirements 
submitted 

ñNONEò 3 minutes HRM Assistant 
 

 2.1 Conduct Pre-
seminar/Preliminary 
interview to determine 
whether the applicant 
meets the minimum 
qualification standard 
(QS) requirement for 
the position desired. 

ñNONEò 10 minutes HRMO IV 

 2.2 If qualified Include 
applicant to the list of 
applicants to be 

ñNONEò 3 minutes  
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subjected to HRMPSB 
screening. 

3. Wait for 
advice/Notice 

3.0 HRMPSB sets 
schedule for screening 
and 

ñNONEò (PAUSED-
CLOCK)5 
days 

HRMPSB Secretariat 

  Prepare and issue 
notice of screening to 
HRMPSB and qualified 
applicants. 

ñNONEò   HRM Assistant 
 
 
 
 

4. Attend the 
Screening 

4.0 HRMPSB conducts 
screening of 
applicants. 

ñNONEò 30 minutes Municipal Mayor or 
Municipal Vice Mayor 
HRMPSB Members 

  A. Written exam 
 B. Panel Interview 

   

5. Wait for the 
result of 
screening/ 
Selection 
Process 

5.0 
Deliberation/evaluation
/ comparative 
Assessment, Conduct 
Background 
Investigation 

ñNONEò 5days  HRMPSB Members 
And Secretariat 
 

 5.1 Prepare the result 
of the deliberation or 
comparative 
assessment and 
minutes of meeting. 

ñNONEò 35 minutes HRMO-II 
HRMPSB Secretariat 
Admin. Aide III Human 
Resource 
Management Office 
 

 5.2 Submit list of 5 or 
less most qualified 
applicant to the 
appointing officer. 

ñNONEò 5 minutes HRMO-II 
HRMPSB Secretariat 

 5.3 Select applicant to 
be appointed. 

ñNONEò (PAUSED-
CLOCK) 

Municipal Mayor or 
Municipal Vice Mayor 
 

6. Receive 
Notice/ Result of 
Selection 
Process 

6.0 Inform the 
appointee/applicants 
of the result of 
selection 

ñNONEò 3 minutes Admin.Aide III 
HRM Office 
 

B. HIRING/ 
APPOINTMENT 
OF QUALIFIED/ 
SELECTED 
APPLICANT 
7.Submit  additio
nal requirements 
and sign 

 
 
 
 
 
7.0 Receive/review 
documents submitted. 
 

 
 
 
 
 
ñNONEò 

 

 

 

1 day 

 

Admin.Aide III 
HRMO II/IV 
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Service is under Multi-stage processing 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

pertinent 
documents for 
the processing of 
appointment 
papers 

 
 

 7.1 Process 
Appoinment papers 

  Admin.Aide III 
HRM Office 

8. Receive/ 
Acknowledge 
appointment and 
take Oath of 
Office 

8.0 Issue copy of 
Appointment Paper 

ñNONEò 5 minutes Municipal Mayor or 
Municipal Vice Mayor , 
HRMO IV 
 

9. Attend 
orientation/ 
briefing and 
report for 
work/duty 

9.0 Conduct 
orientation/briefing. 

ñNONEò 20 minutes HRMO IV 

 

TOTAL NONE 

11 days 
1 hour 

56 minutes 
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2. EMPLOYMENT WITH THE LOCAL GOVERNMENT (PERMANENT)  

MANAGERIAL POSITION/ DEPARMENT HEAD 

ABOUT THE SERVICE 

Employment with the Municipal Government of Dupax del Norte,Nueva Vizcaya is open 
to all provided that there is a vacant position. Applicants for vacant positions should 
possess the minimum qualification requirements of the position applied for. 

Vacancies are posted in the Administrative Corner at the municipal lobby and at the 
Civil Service Commission Provincial Field Office bulletin and published in the CSC 
Bulletin of Vacant Positions for 15 calendar days. 

Office or Division: Human Resources Management Office 
Classification: Complex with Multi Stage Processing 
Type of Transaction: G2C 
Who may avail: Qualified Applicants 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 copy Application letter to the Municipal 
Mayor/Vice Mayor 

Qualified Applicant 

3 copies Duly accomplished Personal 
Data Sheet (CS Form 212 Rev. 2017) or 
Curriculum Vitae with picture 

Qualified Applicant 

2 copies Photocopy of supporting 
documents such as 

¶ Authenticated certificate of 
eligibility/ Rating/ License 

 
 

¶ Certified True Copy of Transcript 
(Scholastic) of records (TOR) 

           IF NECESSARY : Certification     
           Form (DEPED) and/or Commission  
           on Higher Education 

¶ Certificate of Employment (if 
previously employed) (1 original, 1 
photocopy) 

 

 
 

¶ CSC/ NAPOLCOM/ CESB/ Professional 
Registration Commission (PRC)/ Supreme 
court (SC) MARINA/ NTC/ CAAP/ LTO/ 
PNP   

¶ University/ College where Applicant 
graduated from or attended. 

 
 
 

¶ Previous Employer 
 
 

2 copies 1 year performance rating prior to 
date of  assessment or screening (for 
promotion) 
For selected applicants : 1 Copy (original)  

¶ Medical Certificate (CS form No. 
211 Revised 2018) 

¶ Certificate of Live Birth  

Applicant Supplied or furnished 
 
 
 

¶ Licensed Government Physician 
 

¶ PSA/LCR 
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¶ Marriage Contract/Certificate 
(authenticated) for married 
applicant 

¶ Valid NBI clearance   

¶ Certificate of employment 

¶ Result of Blood Test 

¶ Additional Requirements for specific 
cases 

 

¶ PSA/LCR 
 

¶ NBI 

¶ Former office of appointee  

¶ Hospital/Municipal Health Office/Provincial 
Health Office (Bayombong) 

CLIENT STEPS 
 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

A. Pre-
employment 
1. Submit or file 
application letter 
specifying the 
position desired 
to the office of 
the Municipal 
Mayor or Vice 
Mayor with 
requirements 
thru the HRMO  

 
 
1.0 Receive the 
application letter. 

 
 
ñNONEò 

 
 
5 minutes 

 
 
Office of the Mayor or 
Vice Mayor  
HRM Assistant  
 

2. Wait for advice 
/Notice 

2.0 HRMPSB sets 
schedule for screening 
and 

ñNONEò 5 days 
(PAUSED-
CLOCK) 
 

HRMO-II 
HRMPSB Secretariat 
 

  Prepare and issue 
notice of screening.to 
HRMPSB and qualified 
applicants. 

    
 
 

3.Receive Notice 
and Attend the 
Screening 

3.0 HRMPSB conducts 
screening of 
applicants. 

ñNONEò 35 minutes Municipal Mayor or 
Municipal Vice Mayor 
HRMPSB Members 

  A. Written exam 
 B. Panel Interview 

   

4. wait for the 
result of 
screening/ 
Selection 
Process 

4.0 Deliberation/ 
evaluation/ 
comparative 
Assessment. Conduct 
Background 
Investigation 

ñNONEò 5 days 
(paused-
clock) 

HRMPSB Members 
 

 4.1 Prepare the result 
of the deliberation or 
comparative 
assessment and 
minutes of meeting. 

ñNONEò 30 minutes HRMO-II/ 
 
HRMPSB Secretariat 
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Service is under multi-stage processing 

 4.2 Submit list of 5 or 
less most qualified 
applicant to the 
appointing officer 
(depending on the 
number of candidates) 

ñNONEò  5 minutes HRMO-IV 
HRMPSB Secretariat 
 

 4.3 Select applicant to 
be appointed. 

 (Paused-
Clock) 

Municipal Mayor or 
Municipal Vice Mayor 
 

5. Receive 
Notice/ Result of 
Selection 
Process 

5.0 Prepare and Issue 
Notice of the result of 
selection. 
 
 

ñNONEò 10 minutes HRMO IV 
HRM Assistant  
 
 

B. HIRING/ 
APPOINTMENT 
OF QUALIFIED/ 
SELECTED 
APPLICANT 
6.Submit 
additional 
requirements and 
sign pertinent 
documents such 
as appointment 
papers and oath 
of office 

 
 
 
 
 
6.0 Prepare 
appointment papers 

 
 
 
 
 
ñNONEò 

 

 
 
 

1 day 
 
 

 
HRM  Assistant 
 

 6.1 Sign appointment 
papers. 

ñNONEò 30 minutes (if 
all signatories 
are available) 

Municipal Mayor or 
Municipal Vice Mayor , 
HRMO IV 

 6.2 Administer Oath of 
Office 

ñNONEò 
 
 
 

5 minutes 

 

Municipal Mayor or 
Municipal Vice Mayor  
 

7. Receive 
Appointment and 
Report for Work/ 
Duty 

7.0 Issue Appointment 
and Certificate of 
Assumption to duty 

ñNONEò 1 minute HRM  Assistant 
 

 TOTAL  
11 days, 1hr, 

26 min. 
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3. EMPLOYMENT WITH THE LOCAL GOVERNMENT (CASUAL, 

CONTRACTUAL, CO-TERMINOUS, TEMPORARY APPOINTMENT) 

ABOUT THE SERVICE 

Employment with the Municipal Government of Dupax del Norte,Nueva Vizcaya is open 
to all provided that in exigency of service there is a need of hiring emergency 
Employees of whose duties or responsibilities are not performed by regular employees 
occupying plantilla positions in the LGU. Applicants should meet the minimum 
qualification requirements of the position applied for. 

Office or Division: Human Resources Management Office 
Classification: Simple 
Type of Transaction: G2C 
Who may avail: Qualified Applicants 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 copy application letter to the Municipal 
Mayor or Vice mayor 

Qualified Applicant/Mayorôs Office 

3 copies duly accomplished Personal data 
Sheet ( CS Form 212 Revised 2017) or 
Curriculum Vitae with picture ( for original 
appoinment, re-emplyment and 
reappoinment only) 

 

1 original copy of supporting documents 
such as 

¶ Authenticated certificate of 
eligibility/ Rating/ License 

 
 

¶ Certified True Copy of Transcript 
(Scholastic) of records (TOR) 

           IF NECESSARY : Certification     
           Form (DEPED) and/or Commission  
           on Higher Education 

 
 

¶ CSC/ NAPOLCOM/ CESB/ Professional 
Registration Commission (PRC)/ Supreme 
court (SC) MARINA/ NTC/ CAAP/ LTO/ 
PNP   

¶ University/ College where Applicant 
graduated from or attended. 

 

For selected applicants : 1 Copy (original)  

¶ Medical Certificate (CS form No. 
211 Revised 2018) 

¶ Certificate of Live Birth (for original 
appointment and reemployment) 

¶ Marriage Contract/Certificate 
(authenticated)  

¶ Valid NBI clearance   
 

Applicant Supplied or furnished: 

¶ Licensed Government Physician 
 

¶ PSA/LCR 
 

¶ PSA/LCR 
 

¶ NBI 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

A. Pre-Employment 
1. Submit or file  
application letter 
specifying the 
position desired to the 
Office of the 
Municipal Mayor or 
Vice Mayor 

 
1.0 Receive the 
application letter  

 
ñNONEò 

 
5 minutes  

 
HRMO  Admin.Aide 

III 
 

2. Submit complete 
requirements to 
HRMO 

2.0Receive/review 
application from 
Office of the 
Mayor/ Vice-
Mayor and 
requirements 
submitted and 
interview applicant 

ñNONEò 13 minutes  HRMO IV   
HRM Assistant 

 

3. Wait for advice/ 
notice 

3.0  Submit list of 
most qualified 
applicant to the 
appointing officer 

ñNONEò 5 minutes HRMO IV 
HRM Assistant 
 

 3.1 Select 
applicant to be 
appointed 

ñNONEò 1 day Municipal Mayor/ 
Vice Mayor 

 3.2 Prepare 
Notice to the 
selected Applicant 

ñNONEò 5 minutes HRMO IV 
HRM Assistant 
 

4. Receive Notice 4.0 Issue Notice ñNONEò 10 minutes HRMO IV 
Admin.Aide III 

B. Hiring of Selected 
Applicant 
5. Submit Additional 
Requirements 

 
 
5.0 Receive the 
requirements 

 
 
ñNONEò 

 
 
2min 

 
 
Admin.Aide III 
 

6. Sign pertinent 
documents such as 
appoinment papers 

6.0 Prepare and 
process 
appoinment 
papers 

ñNONEò 15 min HRMO IV 
Admin.Aide III 
 

 6.1 Sign 
appointment 
papers  

ñNONEò 30 minutes 
 ( if all 
signatories 
are available) 

HRM Assistant 
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7. Receive/ 
Acknowledge 
Appointment 

7.0. Issue 
Appointment 

ñNONEò 1 minute HRM Assistant 
 

8. Attend orientation/ 
briefing and report for 
work 

8.0 Conduct 
orientation/ 
briefing 

ñNONEò 15 minutes HRMO IV 
 

 8.1 Endorse to 
Head of office for 
further briefing 
and instruction. 

ñNONEò 5 minutes HRM Assistant 
 

 TOTAL  

1 day- 
1 hour- 

46 minutes 
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4. HIRING OF CONTRACT OF SERVICE AND JOB ORDER 

ABOUT THE SERVICE 
Employment with the Municipal Government of Dupax del Norte,Nueva Vizcaya is open 
to all. Applicants should possess the minimum qualification requirements of the position 
applied for. 
Office or Division: Human Resources Management Office 
Classification: Simple 
Type of Transaction: G2C 
Who may avail: Qualified Applicants 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 copy application letter to the Municipal 
Mayor or Vice mayor 

Qualified Applicant/Mayorôs Office 

1 original copy of Clearance: 

¶ Barangay 

¶ Municipal Circuit Trial Court 

¶ Police 

¶ Mayor 

 

¶ Barangay Hall 

¶ Municipal Circuit Trial Court 

¶ Police 
¶ Mayorôs Office 

1 original copy of supporting documents 
such as 

¶ Authenticated certificate of 
eligibility/ Rating/ License 
 
 

¶ Certified True Copy of Transcript 
(Scholastic) of records (TOR) 

           IF NECESSARY : Certification     
           Form (DEPED) and/or Commission  
           on Higher Education 

 
 

¶ CSC/ NAPOLCOM/ CESB/ Professional 
Registration Commission (PRC)/ Supreme 
court (SC) MARINA/ NTC/ CAAP/ LTO/ 
PNP   

¶ University/ College where Applicant 
graduated from or attended. 

 

For selected applicants : 1 Copy (original)  

¶ Medical Certificate (CS form No. 
211 Revised 2018) 

¶ Certificate of Live Birth (for original 
appointment and reemployment) 

¶ Marriage Contract/Certificate 
(authenticated)  

¶ Valid NBI clearance   

¶ Drug Test Result 

¶ Driverôs License ( for Driverôs 
Applicant) 

Applicant Supplied or furnished 

¶ Licensed Government Physician 
 

¶ PSA/LCR 
 

¶ PSA/LCR 
 

¶ NBI 

¶ Provincial Health Office 
¶ Applicant 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

A. Pre-Employment 
1. Submit or file  

 
1.0 Receive the 

 
ñNONEò 

 
5 minutes  

 
HRMO Admin.Aide 
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application letter to 
the Office of the 
Municipal Mayor or 
Vice Mayor thru 
HRMO 

application letter  III 
 

2. . Attend Preliminary 
Interview and In-
depth Interview by 
End-user office 

2.1 Conduct 
Preliminary 
Interview 

ñNONEò 15 minutes  Municipal Mayor/ 
Vice Mayor 
HRMO IV 

3. Wait for advice/ 
notice 

3.0  Submit list of 
most qualified 
applicant to the 
appointing officer 

ñNONEò 2 minutes HRM Admin.Aide III 
 

 3.1 Select 
applicant to be 
hired 

ñNONEò (PAUSED-
CLOCK) 

Municipal Mayor/ 
Vice Mayor 

 3.2 Prepare 
Notice to the 
selected Applicant 

ñNONEò 5 minutes HRMO IV 
HRM Admin.Aide III 
 

4. Receive Notice 4.0 Issue Notice NONE 2 minutes HRM Admin.Aide III 
 

B. Hiring of Selected 
Applicant 
5. Submit Additional 
Requirements 

 
 
1.0Receive the 
requirements 

 
 
NONE 

 
 
2minutes 

 
 
HRM Admin.Aide III 
 

6. Sign contract/ 
Acknowledge Job 
Order 

2.0 Prepare 
Contract of 
Service/ Job 
Order papers 

NONE 5 minutes HRMO IV 
HRM Admin.Aide III 
 

 2.1 Process 
papers for 
signature  

NONE 35 minutes 
 ( if all 
signatories 
are available) 

HRMO IV 
Admin.Aide III 
 

7. Attend Briefing/ 
Orientation 

3.0 Conduct 
orientation/briefing 

NONE 20 minutes HRMO IV 

8. Report to Head of 
Office of Assignment 
for further instruction 

4.0 Assist/ 
endorse employee 
to Head of Office 
of Assignment 

NONE 10 minutes HRM Admin.Aide III 
 

 
TOTAL 

 1 hour- 
41 minutes 
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5.RECRUITMENT OF APPLICANTS FOR EMPLOYMENT 

 

The selection and recruitment of applicants for employment is the process by 

which individuals who wanted to apply for vacant positions in the government 

have to undergo this procedure in order to complete the requirements needed to 

be listed on those who will go to the next step of the application process. 

 

Office or Division: PESO 
Classification: Simple 
Type of Transaction: G2C, G2B, G2G 
Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

ü Personal Data Sheet 
ü Application Letter 
ü Original and Photocopy of 

Certificate of Eligibility 
ü Original and Photocopy of 

Transcript of Records 
ü License 
ü Other supporting documents 

 

ü Online PDS form CSC No. 212 revised 
2017 

ü Personal 
ü Civil Service Regional Office 
ü College/University graduated 
ü LTO, PRC, etc. 
ü Personal 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Sign in the client log 
book in the office 
lobby 

1. Provide the log 
book to the client 

None 1 minute 
 
 

PESO manager/staff 
 

2. Submit the 
required documents 
to the person 
responsible or in 
authority for 
assessment and 
verification. 

2. Receive the 
required 
documents and 
check for 
completeness. 
 
 
 

 15 minutes 
 
 
 
 
 
 
 

 
PESO 
Manager/staff 
 
 
 
 
 

3.Wait for further 
instruction of the 
person responsible or 
in authority 

3.Instruct the 
applicant for 
further notice 

 5 minutes  
PESO manager/staff 

PESO is covered under RA 8759         

 
TOTAL 

  
21 minutes 
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6. SECURING LOCAL EMPLOYMENT REFERRALS (FOR 

EMPLOYERS) 

Peso assists employers by conducting preliminary screening of applicants and 

referring to the applicants who meet their standards and the service is free of 

charge.  

 

Office or Division: PESO 
Classification: Simple 
Type of Transaction: G2C, G2B 
Who may avail: Local Employers within or outside the municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

ü Name and address of the company 
ü Person to whom referral will be 

addressed 
ü Contact Number 
ü Brief description of the 

company/Nature of business 
ü Job vacancies/ positions 
ü Number of persons to be hired 
ü Nature of job area/ assignment 
ü Qualification requirements of 

applicants 
ü Documents to be submitted by the 

applicants 

ü To be provided by the employer/ company 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Call or visit 
the office and 
provide the 
required 
information 

1.Entertain the client 
inquiring and get the 
required information 

None 15 minutes 
 
 

 

PESO manager/staff 
 

 

2.Provide list 
of job 
vacancies 
 
 
 
 
 
 
 
 
 

2.Get the list of job 
vacancies and post it 
within LGU vicinity and 
through social media 
account of PESO or 
HRMO and LGU FB Page 
3.PESO match applicantsô 
qualifications with the 
companyôs set of 
standards. 

 5 minutes 
 
 
 
 
 
 

 
 
 

 

 
PESO manager/staff 
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3.Employer/ 
Company will 
wait for 
PESOôs 
notice of 
applicants job 
matching 

 2 days 
 

 PESO manager/staff 

PESO is covered under RA 8759         

 
TOTAL 

  
21 minutes 
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7. AVAILING OF OVERSEAS EMPLOYMENT FACILITATION 

SERVICES (FOR APPLICANTS) 

PESO assists various placement agencies in conducting their recruitment in the 

Municipality of Dupax del Norte. The office makes sure that these agencies are 

authorized by the Philippine Overseas Employment Administration (POEA). It 

also monitors the status of workers placed overseas. 

 

Office or Division: PESO 
Classification: Simple 
Type of Transaction: G2C 
Who may avail: Applicants who wanted to go abroad 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

ü Bio-data with picture 
ü NBI Clearance 
ü Birth Certificate 
ü Employment/Training Certificates 
ü License (for professionals or skilled 

workers) 
ü Valid passport 

ü Personal 
ü NBI Office 
ü PSA Office 
ü Previous work employment/trainings 

 
ü Respective office/ department responsible 

in release of license 
ü DFA Office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Aspiring 
applicants may 
prepare the 
documents 
required after 
the 
announcement 
of recruitment 

1.PESO announces for 
OFW recruitment and 
wait for applicants 
 

None 1 day 
 
 
 
 
 

 

PESO manager/ 
staff 

 
 
 
 

 

2.Go to the 
PESO of the 
municipality and 
fill up the 
agency 
application form. 
Then submit the 
required 
documents for 
assessment 

2.Entertains the 
applicants and assist 
them with the things 
they need to do then 
refer them to the 
agency recruiting 

 1 day 
 

 
PESO manager/ 

staff 
 

PESO is covered under RA 8759         

 
TOTAL 

  
21 minutes 
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8. AVAILING OF OVERSEAS EMPLOYMENT FACILITATION 

SERVICES (FOR AGENCIES) 

Overseas placement agencies may seek the assistance of PESO in conducting 

recruitment activities in the Municipality of Dupax del Norte. The service is free of 

charge and may request for the officeôs assistance and support. 

Office or Division: PESO 
Classification: Simple 
Type of Transaction: G2C 
Who may avail: Applicants who wanted to go abroad 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

ü Provide Recruitment Authority 
ü Confirmed Job order/s from 

principal employer/s 
(Both must be approved by 
Philippine Overseas Employment 
Administration) 

ü Recruiting Agency 
ü Principal Employer 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Overseas 
Placement Agencies 
must notify the PESO 
of their desire to 
conduct hiring for 
abroad by forwarding 
the required 
documents. They 
may inquire and 
conduct recruitment 
at PESO any time of 
the year. 

1.PESO validates 
the legality of 
agencies inquiring 
for recruitment 
before allowing 
them to recruit. 
 
 

None 1 day 
 
 
 
 
 
 
 

 

PESO manager/staff 
 
 
 
 
 
 
 

 
 
 
 

2.Conduct 
recruitment activities 
 

2.Assist Overseas 
Placement 
Agencies in the 
conduct of 
recruitment 

  
 

PESO manager/staff 
 

 
 

3. Agencies must 
submit report after the 
hiring and 
deployment period 

3.PESO must 
require the 
recruitment 
agencies to 
submit report for 
assessment and 
evaluation. 

  PESO manager/staff 
 

PESO is covered under RA 8759         

 
TOTAL 

  
21 minutes 
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OFFICE OF THE SANGGUNIANG BAYAN 

 

External Services 
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1. FRANCHISING OF MOTORIZED VEHICLE (MTOP) 

    To legalize operations of Motorcycle 
 

Office or Division: Sangguniang Bayan Office 
Classification: Complex 
Type of Transaction: G2C 
Who may avail: All owners/operators of tricycle plying within Dupax del Norte 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Complete list of franchising Sangguniang Bayan 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sign in the 
Visitor/Client 
Log Book in 
the SB Info. 
Lobby 

Receive the 
required 
documents and 
check for 
completeness 

 5 mins Legislative Staff 

2. Secure and 
submit 
application 
form  

Assessment of 
Mayorôs Permit 
and Franchise 
Fee 

 30 mins Legislative Staff 

3. Follow up Assessment of 
Fees/Order of 
Payment 

 20 mins Legislative Staff/ 
RCC I 

4. Pay fees to 
Treasury 
Office 

Received 
Payment and 
Issued O.R 

 10 mins Treasury Office 

5. Follow up Signing of the 
Franchise 
Agreement/ 
Approval of 
Franchise 

 1 day Vice Mayor/Mayor/ 
Secretary to the 
Sangguniang Bayan 

6. Receive MTOP Release 
Franchise and 
Issuance of 
Sticker 

 15 mins Legislative Staff 

 TOTAL  1 day 1 hour 
20 minutes 
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2. REQUEST GRANTS and AIDS 

    Request grants and aids to the Vice Mayor and Sangguniang Bayan Members 

Office or Division: Sangguniang Bayan Office 
Classification: Complex 
Type of Transaction: G2C 
Who may avail: All Citizen of Dupax del Norte 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

COMPLETE REQUIREMENTS FOR 
GRANTS 

Sangguniang Bayan Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Letter request 
addressed to 
Hon. Mayor 
through the 
Sangguniang 
Bayan headed 
by the Hon. 
Vice-Mayor 

Check the 
request letter 

 5 mins Legislative Staff 

2. Proceed to 
Information 
Officer 

Received letter  5 mins Legislative Staff 

3. Wait for the 
receiving copy 

File the receiving 
copy of the client 

 5 mins Legislative Staff 

4. Reading of 
Communicatio
ns  

The request letter 
will be referred to 
the concerned SB 
Member every 
Regular Session 
(Monday) 

  Legislative Staff 

5. Follow-up Follow up request 
any day after the 
reading of 
communications 

 10 mins Legislative Staff 

6. Approval 
Request 

Voucher will be 
prepared and 
process after the 
approval 

 5 days after 
the approval 

Legislative Staff 

7. Contact Client Call the client if 
cheque is 
available 

  Legislative Staff 

 TOTAL  5 days 25 
minutes 
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3. OUTGOING COMMUNICATIONS 

     Distribute outgoing communications to concern offices and individuals  

 

Office or Division: Sangguniang Bayan Office 
Classification: Complex, Simple 
Type of Transaction: G2G, G2C 
Who may avail: All  Government Agencies and all other concerns 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Complete Information of communications Sangguniang Bayan Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Received 
Communications 

Distribute 
Outgoing 
Communication  
Letters 

 1 Day All Legislative Staff 
(male staff) 

 TOTAL  1 DAY  
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4. ACCREDITATION OF CSO/POS/NGOS 

To legalize operations of CSO, PSO, NGO 

Office or Division: Sangguniang Bayan Office 
Classification: Complex 
Type of Transaction: G2C 
Who may avail: All  CSOôs, POôs, and NGOôs within the Municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Attendance sheet during regular 
session/plying session/ committee 
meetings/public hearing 

 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
documents 
for 
accreditati
on 

Scrutinize documents 
as to its completeness 
& appropriateness 
(DILG Form) 

 5 mins All Legislative Staff  

 Refer the documents 
to the Chairman in 
Accreditation during 
Regular Session 

  Secretary to the 
Sangguniang Bayan 

 Discuss/Deliberate the 
veracity/legality of the 
documents submitted 
and approved 

  Sangguniang Bayan 
Members 
Committee 
Secretary 

 Prepare the resolution 
& certificate of 
accreditation 

 30 mins after 
approval 

Legislative Staff 

2. Received 
Certificate 
& 
Resolution 
of 
Accreditati
on 

Distribute Letter and 
invitation to receive 
the resolution and 
certificate of 
accreditation 

 1 day Legislative Staff 

 Award Resolution and 
Certificate of 
Accreditation to 
CSOôs/NGOôs?POS 
during Regular 
session 

 30 mins Sangguniang Bayan 

 TOTAL  1 day 1 hour 
5 minutes 
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5. RECORD COMMUNICATIONS 

     Received/copy furnished of recorded communications  

 

Office or Division: Sangguniang Bayan Office 
Classification: Simple 
Type of Transaction: G2G 
Who may avail: All concern offices and individuals 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

COMPLETE RECORDED 
COMMUNICATIONS (Ordinances, Reso, 
etc.)  

Sangguninag Bayan Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sign in the 
Visitor/Client 
Log Book in 
the SB Info. 
Lobby 

All referred 
communication
s to each 
member shall 
be 
photocopied 
and original 
copies shall be 
returned to the 
SB Secretary 
for record and 
file purposes 
and referrals 

 30 mins Legislative Staff 

2.Search for the 
Accountable Person 
for communications 

Filling and 
keeping of all 
records and 
documents 

  Legislative Staff 

 TOTAL  30 minutes  
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6.SANGGUNIANG BAYAN HALL & SOUND SYSTEM 

Reservation for Sangguniang Bayan Hall and Sound System 
 

Office or Division: Sangguniang Bayan Office 
Classification: Simple 
Type of Transaction: G2G 
Who may avail: All concern department and individuals 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

SB HALL & SOUND SYSTEM   

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sign in the 
Reservation 
Log Book in 
the SB Info. 
Lobby 

Prepared the 
SB Hall and 
Assist the 
client 

 30 mins. All Male staff 

 TOTAL  30 minutes  
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3. INCOMING COMMUNICATION 

Record all incoming communication 
 

Office or Division: Sangguniang Bayan Office 
Classification: Simple, complex 
Type of Transaction: G2G, G2C 
Who may avail: All Government Agencies and other Government Instrumentalities 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Check incoming communications 
resolution and ordinances and other 
random letters 

Sangguniang Bayan Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sign in the 
Visitors/Cient 
Log Book in 
the SB Info. 
Lobby 

Received the 
required 
documents & 
check for 
completeness  

 5 mins Legislative Staff 

 Review 
communication & 
record all 
Ordinances/Resol
utions in the Log 
Book  

  Legislative Staff 

 TOTAL  5 minutes  
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4.  REVIEW OF BARANGAY ORDINANCES  

Review of submitted barangay ordinances 
 

Office or Division: Sangguniang Bayan Office 
Classification: simple 
Type of Transaction: G2G 
Who may avail: All  barangay local government unit 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Barangay Ordinance   

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sign in the 
Visitors/Client 
Log Book in 
the SB Info. 
Lobby 

Assist client  5 mins Legislative Staff 

2. Submit 
Barangay 
Ordinance to 
the Information 
Officer 

Received the 
required 
documents & 
check for 
completeness  

 5 mins Legislative Staff 

 Referred to 
Chairman on 
Ordinance during 
Session 

  Secretary To the 
Sangguniang Bayan 

 Review of 
Ordinance with 
Committee Report 

  Secretary to the 
Sangguniang Bayan 

 Approval thru 
Resolution 

   

3. Received 
approved Brgy. 
Ordinances 

Disseminate 
information to the 
concern barangay 

 1 day All Male Legislative 
Staff 

 TOTAL  1 day 10 
minutes 
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5. REVIEW OF BARANGAY ANNUAL BUDGET/SUPPLEMENTAL BUDGETS  

Submit and complete the Barangay Annual Budget/Supplemental Budget 
 

Office or Division: Sangguniang Bayan Office 
Classification: Simple 
Type of Transaction: G2G 
Who may avail: All Barangay Local Government unit 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Barangay Annual Budget/Supplemental 
Budget 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sign in the 
Visitors/Client 
Log Book in 
the SB Info. 
Lobby 

1.1 Assist client  5 mins Legislative Staff 

2. Submit 
Barangay 
Ordinance to 
the Information 
Officer 

2.1 Received the 
required 
documents & 
check for 
completeness  

 3 mins Legislative Staff 

 2.2 Referred to 
Chairman on 
Ordinance during 
Session 

 Every session Secretary to the 
Sangguniang Bayan 

 2.3 Review of 
Ordinance with 
Committee Report 

 As scheduled Secretary to the 
Sangguniang Bayan 

 2.4 Approval thru 
Resolution 

  Sangguniang Bayan 
Members 

 2.5 Disseminate 
information to the 
concern barangay 

 1 day All Male Legislative 
Staff 

 TOTAL  1day 8 
minutes 
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MUNICIPAL PLANNING AND DEVELOPMENT 

OFFICE 

 

External Services 
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1. Validation / monitoring of infrastructure projects 

The office has been task to validate, monitor and evaluate projects being 

implemented by the different departments / agencies in the municipality. These 

monitoring and evaluation report are required before these projects are considered 

for collection (partial / full payment) 

Office or Division: Office of the Municipal Planning and Devôt Coordinator 

Classification: Simple 
Type of Transaction: Government to Contractor/s 
Who may avail: Contractor/s 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

¶ Request for Inspection for 
infrastructure projects 

¶ Municipal Engineering Office 
 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present or submit 
request for 
inspection or 
validation of 
project 

 
 

1.1Receive 
request for 
inspection 
 

NONE 1 min 

Municipal Planning 
and Development 
Coordinator 
Project Evaluation 
Officer II 
Project Development 
Assistant  
 

 1.2 Evaluate 
project request for 
inspection and 
provide schedule 
of inspection 

NONE 2 min 

Municipal Planning 
and Development 
Coordinator 
Project Evaluation 
Officer II 
Project Development 
Assistant  
 

2. Secure 
signature of 
the members 
of the 
Inspectorate 
Team 

2.1 Receive copy 
of duly signed 
Inspection 
Request 

NONE 15 min 

Project Development 
Assistant  
 

3. Receive 
request for 
inspection 
(duly signed by 
the 

3.1Release copy 
of the duly signed 
Request for 
Inspection and 
keep 1 copy for 

NONE 1 min 

Project Development 
Assistant  
Administrative Aide 
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inspectorate 
team with 
appropriate 
date of 
Inspection) 

filing purposes 
 

 3.2 Review 
POW/Plan/As 
Built Plan/ 

 

NONE 20 min 

Municipal Planning 
and Development 
Coordinator 
 

 3.3 Conduct 
ocular 
inspection of 
the identified 
infrastructure 
on schedule 

 

NONE 1-4 hours 

Municipal Planning 
and Development 
Coordinator 
Project Evaluation 
Officer II 
 

 TOTAL  4 hours  
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2. Provision of technical assistance on plans formulation such as 

AIP and other relative plans in the BLGU 

Clients seek technical assistance on the preparation of their AIP, Barangay 

Investment Plan and other relative plans. This is a workshop to be undertaken for 1-

day activity in the proponent barangay. 

 

 

Office or Division: Office of the Municipal Planning and Devôt Coordinator 

Classification: Simple 
Type of Transaction: Municipal Government to BLGU 
Who may avail: Barangay Officials 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

¶ Request letter addressed to the 
Mayor thru the MPDC 

¶ BLGU 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present 
request letter 
of requesting 
Barangay/s 

1.1.Receive 
request letter 
 

 1 min Municipal Planning 
and Development 
Coordinator 
Project Evaluation 
Officer II 
Project Development 
Assistant  

 1.2Review 
request and check 
possible date of 
workshop 

 2 min Municipal Planning 
and Development 
Coordinator 
Project Evaluation 
Officer II 
Project Development 
Assistant  

2. Received copy 
of the request 
letter indicating 
the date of the 
workshop and 
sign logbook 

2.1Retain copy of 
the request letter 
and calendar the 
date of workshop 
 

 3 min Municipal Planning 
and Development 
Coordinator 

 2.2 Conduct 
Workshop  in the 
barangay/s 

 4-8 hours/ 
barangay 

Project Development 
Assistant  
Admin Assistant II 

 TOTAL  8 hours- 6 
minutes 
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MUNICIPAL PLANNING AND DEVELOPMENT 

OFFICE 

 

Internal Services 

 

 

 

 

 

 

 

 

 

 



76 
 

 

 

1. Verification / request project/s listings and prioritized projects and   
   other forms or request letter 

Client from all over the municipality most especially CSOs, Farmers associations 
and Irrigators Association, Transport Groups, Barangay Officials, Head of Offices 
and other stakeholders organized and accredited by the municipality are referred to 
the MPDO if resolutions or requests (after receipt, acknowledged and review by the 
LCE) were included or submitted for funding or considered for future appropriation. 
Client are instructed to directly submit their resolution / request at the office of the 
Municipal Mayor 

Office or Division: Office of the Municipal Planning and Devôt Coordinator 
Classification: Simple 
Type of Transaction: Government to Citizen 
Who may avail: Barangay Officials, CSOs and Head of Offices 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

¶ Request Letter / Resolution requesting 
realignment address to the Mayor 

¶ Barangay Hall 

¶ CSOs  
¶ Department / Agency 

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present 
documents such 
resolutions, 
endorsements, or 
request for 
realignment, etc. 
for reference 

1.1 Receive / crosscheck 
/ verify documents on file 
or existing records (such 
as resolutions, 
endorsement or request) 

NONE 2 min 

Administrative Assistant 
II 

Municipal Planning and 
Development Coordinator 
Project Evaluation Officer 

II 

 1.2Refer documents to 
concern MPDO 
personnel NONE 3 min 

Administrative Assistant 
II 

Municipal Planning and 
Development Coordinator 
Project Evaluation Officer 

II 

2. Received feedback 
from concern MPDO 
personnel 

2.1Advice the clients 
as to the status of the 
matter referred: 

     If funded; 
    If request realignment   
is approved 
    If project request is for 
future funding or 
consideration 

NONE 3 min 

Administrative Assistant 
II 

Municipal Planning and 
Development Coordinator 
Project Evaluation Officer 

II 

 TOTAL  8 minutes  
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2.  Provision of barangay/municipal data, maps, certification and other       

related information. 

Copies of these data are provided for reference to requisitioning clients. 

Office or Division: Office of the Municipal Planning and Devôt Coordinator 

Classification: Simple 
Type of Transaction: Government to Citizen 
Who may avail: Researchers, investors, government officials and employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

¶ Request letter addressed to the 
MPDC or Municipal  
Mayor 

¶ Photocopy of Identification Card 

¶ Researches 

¶ Investors 
¶ Government Officials and Employees 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present 
request letter 
of requesting 
office/agency/ 
schools, etc. 

1.1Receive and 
review request 
and refer 
requesting clients 
to concerned 
office personnel 

NONE 2 min 

Project Evaluation 
Officer II 
Administrative 
Assistant II 
Project Development 
Officer  
 

2. Wait for further 
instruction and 
communication 

2.1Process/Provid
e available 
data/maps/ 
certification/inform
ation 

50 Pphp 7 min 

Administrative 
Assistant II 
Project Development 
Officer  
Administrative Aide 

3. Accept the 
request and 
signed the 
logbook 

3.1 Provide 
needed 
documents 

NONE 2 min Administrative Aide 

 TOTAL  11 minutes  
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3. Issuance of Locational Clearance  
Serves as your pre-requisite document in issuance of building permit to 
guarantee the structure's compliance with the Dupax del Norteôs Comprehensive 
Land Use and Zoning Ordinance. 

Office or Division: Office of the Municipal Planning and Devôt Coordinator 
Classification: Complex 
Type of Transaction: Government to Citizen 
Who may avail: Client securing an electrical permit, building permit and Mayorôs permit 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

¶ Duly accomplished and notarized 
Application Form 

 

¶ Barangay Clearance, CTC, 
Barangay Resolution, Neighborôs 
consent 

 

¶ TCT/Tax Declaration  

¶ Site Development Plan 

¶ Vicinity Map 

 

¶ Current Tax Receipt 

¶ ECC/CNC 

¶ Zoning Certificate 

 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING TIME 

PERSON 
RESPONSIBLE 

1.Fill up application 
form 

1.1 Receive the 
application form and 
have it docketed 

Based on 
HLURB 
Resolution 
N0. 
 R-760  

3 minutes Zoning 
Administrator/ 
Zoning Officer 

 
 

 1.2 Receive other 
requirements, 
process and 
evaluates 

 1 hour  

2. Submit other 
attached 
requirement 

  1 minute  

3.Wait for further 
instructions and 
communications 

  2 hours  

4.Comply with the 
requirements 

    

5. Receive the 
document and sign 
in the logbook 

5.1Release the 
documents and file 
the docket 

   

 5.2Conduct ocular 
or site  
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visit if needed/ 
needed/necessary 

 TOTAL  3 hours 4 minutes  
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OFFICE OF THE MUNICIPAL BUDGET OFFICER 

 

Internal Services 
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1. PROCESSING OF DISBURSEMENT VOUCHER  

The Municipal Budget Office is tasked to process disbursement voucher particularly the 

integral part of Obligation Request (ObR) to ensure the existence of appropriation, 

allotment and obligation for the purpose as indicated. 

 

Office or Division: Municipal Budget Office 

Classification: Simple 
Type of Transaction: Government to Government 
Who may avail: All Clients 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Disbursement Voucher, Obligation 
Request, Journal Entry Voucher, 
Purchase Request, Purchase Order, 
Canvass, Inspection  and Acceptance 
Report, Abstract of Quotation, Official 
Receipt, other necessary documents 
required in the procurement process 
and other supporting documents 

 

LGU offices concerned 

2. Payroll , JEV, Obligation Request, DTR, 
Accomplishment Report, Travel Order 
and Leave Form 

 

LGU offices concerned 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Submit 
Obligation 
Request 

Check/validate the 
availability of appropriation 
and allotment from the 
Registry and Status of 
appropriation, allotment & 
obligation. 

NONE 10  Minutes 
Administrative Asst. 

II 
Administrative Aide 

IV 

2.Assign Account 
Code 
 

Check & Validated 
Obligation Request 

NONE 3  Minutes Administrative Asst. 
II 

Administrative Aide 
IV 

3. Assign 
Obligation 
Number 

Obligation Request duly 
signed by the Municipal 
Budget Officer and Certified 
as to Availability of 
Appropriation & Allotment 

NONE 2  Minutes 

Municipal Budget 
Officer 

4. Receive the 
duly signed 
Obligation  
Request 

Release of Signed Obligation 
Request 

NONE 2  Minutes Administrative Asst. 
II 

Administrative Aide 
IV 
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2. PREPARATION, REVIEW AND ENDORSEMENT OF BARANGAY 

BUDGET  

The Municipal Budget Office is tasked to assist in the preparation of Annual & 

Supplemental Budget to Barangays to ensure compliance with budgetary 

requirements for Statutory, Mandatory Obligations and  in accordance with existing 

rules of law. 

Office or Division: Municipal Budget Office 
Classification: Simple 
Type of Transaction: Government to Government 
Who may avail: All Clients 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Barangay Budget Message 
 

2018 Barangay Budget Operations Manual or 
Municipal Budget Office 

2. Barangay Appropriation Ordinance 
 

2018 Barangay Budget Operations Manual or 
Municipal Budget Office 

3. Budget Preparation Form No.1 
Budget Expenditures & Sources of 
Financing 

2018 Barangay Budget Operations Manual or 
Municipal Budget Office 

4. Budget Preparation Form No. 2 
Programmed Appropriation by 
Programs, Projects & Activities, 
Expense Class, Object of 
Expenditures &  Expected Results 

2018 Barangay Budget Operations Manual or 
Municipal Budget Office 

5. Budget Preparation Form No.2A 
List of Projects Chargeable against 
Special Purpose Appropriation 

2018 Barangay Budget Operations Manual or 
Municipal Budget Office 

6. Budget Preparation Form No. 3 
Plantilla of Personnel 

2018 Barangay Budget Operations Manual or 
Municipal Budget Office 

7. Budget Preparation Form No. 4 
Statement of Obligation & 
Indebtedness if applicable 

2018 Barangay Budget Operations Manual or 
Municipal Budget Office 

8. Resolution Approving, Endorsing & 
Adopting Special Purpose 
Appropriation 

2018 Barangay Budget Operations Manual or 
Municipal Budget Office 

9. Other necessary documents: 
Gender And Development Plan & 
Peace & Order Plan 

2018 Barangay Budget Operations Manual or 
Municipal Budget Office 

10. Annual Investment Plan for ensuing 
Fiscal Year 

2018 Barangay Budget Operations Manual or 
Municipal Budget Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
Barangay 

Review the attach 
checklist of 

NONE 10  Minutes Municipal Budget 
Officer 
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Annual & 
Supplemental 
Budget for 
technical and 
preliminary 
review 

requirements 

2. Review & 
Evaluation 

Conduct technical 
and preliminary 
review in 
compliance with 
the budgetary 
requirements, 
provision of fund 
to mandatory and 
statutory 

NONE 1 hour Municipal Budget 
Officer 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



84 
 

 

3. PREPARATION AND EXECUTION OF SPECIAL EDUCATION 

FUND BUDGET 

The Municipal Budget Office is tasked to assist the two component Districts of 

the municipality in the preparation, review and execution of the Special Education 

Fund Budget supported by Local School Board Ordinance in compliance with the 

budgetary requirements prescribed by law. 

Office or Division: Municipal Budget Office 
Classification: Simple 
Type of Transaction: Government to Government 
Who may avail: All Clients 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Disbursement Voucher, Obligation 
Request, Journal Entry Voucher, 
Purchase Request, Purchase 
Order, Canvass, Inspection  and 
Acceptance Report, Abstract of 
Quotation, Official Receipt, other 
necessary documents required in 
the procurement process and 
other supporting documents 

 

LGU offices concerned 

2. Payroll , JEV, Obligation Request, 
DTR, Accomplishment Report, 
Travel Order and Leave Form 

LGU offices concerned 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1.Submit 
Obligation 
Request 

Check/validate the 
availability of appropriation 
and allotment from the 
Registry and Status of 
appropriation, allotment & 
obligation. 

NONE 10  Minutes 
Administrative Asst. 

II 
Administrative Aide 

IV 

2.Assign 
Account Code 
 

Check & Validated 
Obligation Request 

NONE 3  Minutes Administrative Asst. 
II 

Administrative Aide 
IV 

3. Assign 
Obligation 
Number 

Obligation Request duly 
signed by the Municipal 
Budget Officer and 
Certified as to Availability 
of Appropriation & 
Allotment 

NONE 2  Minutes 

Municipal Budget 
Officer 
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MUNICIPAL ACCOUNTING OFFICE 

 

Internal Services 
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1.Process Disbursement Vouchers for Cash Advances 
 (except for travels) 
Disbursement Voucher for Cash Advances is a document which when approved 

authorizes its payment provided the rules and regulations prescribed under COA Circ 

No.  97-002 are observed. No money shall be paid out of public treasury except in 

pursuance of an appropriation law or statutory obligation.  Government funds or 

property shall be spent solely for public purposes with sufficient and relevant documents 

to establish validity of claim. 

Office or Division: Municipal Accounting Office 
Classification: Simple 
Type of Transaction: G2G Government to Government 
Who may avail: Permanent Officials and Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Authority of the accountable officer issued 
by the Head of the Agency or his duly 
authorized representative indicating the 
maximum accountability and purpose of 
the cash advance. 

Municipal Mayor 

Certification from the Accountant that 
previous cash advances have been 
liquidated and accounted for in the books 

Municipal Accountant 
 

Approved application for bond and/or 
Fidelity Bond for the year for cash 
accountability of Php 2,000.00 or more 

Bureau of Treasury 

Approved activity design with the 
corresponding budgetary requirements 

Department Head tasked to implement 

Obligation Slip duly signed Mun. Budget Officer 

Journal Entry Voucher Mun. Accountant 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
voucher to the 
receiving clerk 
 

1.0 Record the voucher  
1.1 Pre-audit the 
transaction 
1.2 Submit the vouchers 
to the Mun. Accountant 
1.3 Review and evaluate 
validity, propriety and 
legality and 
completeness of 
supporting documents of 
the transaction 

NONE 25 min 

Municipal 
Accountant 

 
Administrative Aide 

II 
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1.4 Certifies and signs 
the disbursements 
voucher 
1.5 Record the outgoing 
disbursement vouchers  
1.6 Transmit the 
documents to the offices 
concerned 
1.7 Advises the 
official/employee the 
status of his claim 
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2. Process Disbursement Vouchers for cash advance of 
travelling allowances (local) 

Disbursement Voucher for travelling allowances cover only those that are urgent and 
extremely necessary and beneficial to the agency, cost to cover meetings, trainings, 
seminars, conferences and conventions.  Travelling allowances granted shall be treated 
and accounted for as cash advances. 
 

Office or Division: Municipal Accounting Office 
Classification: Simple 
Type of Transaction: G2G Government to Government 
Who may avail: Officials and Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Office Order/Travel Order approved by the 
Municipal Mayor/Mun. Vice Mayor 

Municipal Mayor/Municipal Vice Mayor 

Duly approved itinerary of travel Concerned Official/Employee 

Letter of invitation of host/sponsoring 
agency/organization 

Sponsor agency/organization 

Quotation of air fare Airlines 

Certification from the Accountant that 
previous cash advances have been 
liquidated and accounted for in the books 

Mun. Accountant 

Obligation Slip duly signed  

Journal Entry Voucher  
CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1.Submit 
the voucher 
to the 
receiving 
clerk 

1.1 Record the voucher  
1.2 Pre-audit the transaction 
1.3 Submit the vouchers to 
the Mun. Accountant 
1.4 Review and evaluate 
validity, propriety and 
legality and completeness of 
supporting documents of the 
transaction 
1.5 Certifies and signs the 
disbursements voucher 
1.6 Record the outgoing 
disbursement vouchers  
1.7 Transmit the documents 
to the offices concerned 
1.8 Advises the 
official/employee the status 
of his claim 
 

NONE 25 min 

Municipal 
Accountant 
 
Administrative Aide 
II 
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3. PROCESS DISBURSEMENT VOUCHERS FOR CASH ADVANCE 
OF PAYROLL FUND, SALARIES AND WAGES, HONORARIA AND 
OTHER SIMILAR EXPENSES 

 

Office or Division: Municipal Accounting Office 
Classification: Simple 
Type of Transaction: G2G Government to Government 
Who may avail: Officials and Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Authority of the accountable officer issued by 
the Head of the Agency or his duly authorized 
representative indicating the maximum 
accountability and purpose of the cash 
advance. 

Municipal Accountant 

Certification from the Accountant that previous 
cash advances have been liquidated and 
accounted for in the books 

Municipal Accountant 

Approved application for bond and/or Fidelity 
Bond for the year for cash accountability of 
Php 2,000.00 or more 

Bureau of Treasury 
 

Approved payroll or list of payees indicating 
their net payments 

AA II 
 

DTR's approved by their supervisors Officials/Employees 

Approved Contracts/Job Orders HRMO 

Approved Appointments HRMO 
Approved disbursement vouchers Mun. Accountant 

Approved Accomplishment Report Officials/Employees 

Obligation Slip duly signed Mun. Budget Officer 
Journal Entry Voucher Mun. Accountant 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
voucher to the 
receiving clerk 

1.0 Record the voucher  
  3 minutes 

AA II 
 

 1.1 Pre-audit the transaction 
 

 10 minutes 
AA II 
 

 1.2 Submit the vouchers to 

the Mun. Accountant 
 

 1 minute 
AA II 
 

 1.3 Review and evaluate 

validity, propriety and legality 
and completeness of 
supporting documents of the 
transaction 

 10 minutes 
Mun. Accountant 
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 1.4 Certifies and signs the 
disbursements voucher 
 

 1 minute 
Mun. Accountant 
 

 1.5 Record the outgoing 

disbursement vouchers  
 

 3 minutes 
AA II 
 

 1.6 Transmit the documents 

to the offices concerned 
 

 3 minutes 
AA II 
 

 1.7 Advises the 

official/employee the status 
of his claim 
 

 1 minute 
AA II 
 

 TOTAL  32 minutes  
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4. LIQUIDATION OF CASH ADVANCES 
The accountable officer shall liquidate his/her cash advances within the 

prescribed reglamentary period: 

Particulars Prescribed Period 

a.  Payroll Fund, Salaries, Wages, Allowances, Honoraria 
and Other Similar Payments within 5 days 
b.  Operating 
Expenses   within 20 days 

c.  Petty Cash Fund   75 % utilized 
d.  Travelling 
Allowances   within 30 days 

e.  Special Purpose   upon completion 
 

Office or Division: Municipal Accounting Office 
Classification: Simple 
Type of Transaction: G2G Government to Government 
Who may avail: Officials and Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

A. Payroll Fund, Salaries, Wages, 
Allowances, Honoraria and Other 
Similar Payments 

 

Report of Disbursements certified correct 
by the Department Head 

Officials/Employees 
 

Approved payrolls/vouchers duly signed 
and acknowledged by the payees 

Officials/Employees 
 

Official Receipt (OR) in case of refund MTO 

Authority from claimant and identification 
documents if claimed by another person 

Officials/Employees 

Such other pertinent documents as are 
required by the nature of expense 

Officials/Employees 
 

Obligation Slip duly signed MBO 

Journal Entry Voucher Mun. Accountant 

B.  Operating Expenses/Petty Cash 
Fund 

Officials/Employees 

Liquidation Report signed by the 
accountable officer 

Officials/Employees 

Report of Disbursements certified correct 
by the Department Head 
Approved Purchase Request 

Officials/Employees 

Routing Slip signed by BAC and approved 
by the LCE 

Officials/Employees 

Canvass/Price Quotation duly signed GSO 

Abstract of Quotations duly signed GSO 
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Inspection and Acceptance Report duly 
signed 

GSO 

Report of Waste Materials in case of 
repair/replacement duly signed 

GSO 
 

Pre-Post Inspection Report duly signed in 
case of repair/replacement duly signed 

GSO 
 

Approved trip ticket in case of gasoline 
expenses 

Officials/Employees 

Official Receipt (OR) in case of refund MTO 

Official Receipt (OR) / Collection Receipt 
or Sales Invoice 

Supplier 
 

Such other pertinent documents as are 
required by the nature of expense 

Officials/Employees 

Obligation Slip duly signed MBO 

Journal Entry Voucher Officials/Employees 

C.  Petty Cash Fund  

Summary of Petty Cash Vouchers Officials/Employees 

Report of Disbursements certified correct 
by the Department Head 

Officials/Employees 

Petty Cash Replenishment Report Officials/Employees 

Bills, receipts, sales invoice Officials/Employees 

Report of Waste Materials in case of 
repair/replacement duly signed 

GSO 
 

Pre-Post Inspection Report duly signed in 
case of repair/replacement duly signed 

GSO 
 

Approved trip ticket in case of gasoline 
expenses 

GSO 
 

Canvass/Price Quotation duly signed 
Abstract of Quotations duly signed 

GSO 
 

Approved trip ticket in case of gasoline 
expenses 

GSO 
 

Official Receipt (OR) in case of refund MTO 

Official Receipt (OR) / Collection Receipt 
or Sales Invoice 

Supplier 
 

Obligation Slip duly signed MBO 

Journal Entry Voucher Officials/Employees 

Such other pertinent documents as are 
required by the nature of expense 

Officials/Employees 

D.  Travelling Allowances (local)  

Paper/electronic plane, boat or bus tickets, 
boarding pass, terminal fee 

Airline Company 

Certificate of appearance/attendance Sponsor Agency 

Copy of previously approved itinerary of 
travel 

Officials/Employees 

Revised or supplemental office order or LCE/Vice Mayor 
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any proof supporting the change in 
schedule 

 

Revised Itinerary of Travel, if the previous 
approved itinerary was not followed 

Officials/Employees 
 

Certification by the Head of Agency as to 
the absolute necessity of the expenses 
together with the corresponding bills or 
receipts, if the expenses incurred for 
official travel exceeded the prescribed rate 
per day (certification or affidavit of loss 
shall not be considered as an appropriate 
replacement for receipts) 

Head of Office 
 

Liquidation Report signed by the 
accountable officer 

Officials/Employees 
 

Reimbursement Expense Receipt (RER) Officials/Employees 

OR in case of refund of excess cash 
advance 

MTO 

Certificate of travel completed Officials/Employees 

Hotel rooms/lodging bills with OR if being 
claimed 
Obligation Slip duly signed 

Hotel/ Lodging 

Journal Entry Voucher Officials/Employees 

E. Special Purposes  

Same requirements as those above Same as above 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
voucher to 
the receiving 
clerk 

1.0 Record the voucher  
 

 3 minutes 
AA II 
 

 1.1 Pre-audit the 
transaction 

 10 minutes 
AA II 
 

 1.2 Submit the vouchers to 
the Mun. Accountant 

 1 minute 
AA II 
 

 1.3 Review and evaluate 
validity, propriety and 
legality and completeness 
of supporting documents 
of the transaction 

 10 minutes 
Mun. Accountant 
 

 1.4 Certifies and signs the 
disbursements voucher 

 1 minute 
Mun. Accountant 
 

 1.5 Record the outgoing 
disbursement vouchers  

 3 minutes 
AA II 
 

 1.6 Transmit the 
documents to the offices 
concerned 

 3 minutes 
AA II 
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 1.7 Advises the 
official/employee the 
status of his claim 
 

 1 minute 
AA II 
 

 TOTAL  32 minutes  
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5. PROCESS ACCOUNTANT'S ADVICE OF LOCAL CHECK 
DISBURSEMENTS 

 Accountant's Advice of Local Check Disbursements is a document which certifies 
that the checks issued by the LGU are properly processed and approved. It is a 
requirement by the bank before checks are considered good for clearing or 
encashment. 
Office or Division: Municipal Accounting Office 
Classification: Simple 
Type of Transaction: G2G Government to Client 

G2G Government to Government 
Who may avail: Persons/Employees/Business Entities/Agencies 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Approved Checks MTO 

Approved Disbursement Voucher MTO 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
requirements 
to the 
receiving clerk 
 

1.0 Receive the approved 
and duly signed checks and 
vouchers from the Municipal 
Treasury Office in 
chronological order 

 

 5 minutes 
AA II 
 

 1.1 Checks the data 

encoded on the face of the 
check if it jives with the 
approved disbursement 
vouchers 

 
 

 5 minutes 
AA II 
 

 1.2 Prepare the Accountants 

Advice of Local Check 
Disbursements and sign the 
document 

 
 

 30 minutes 
AA II 
 

 1.3 Submit the document to 

the Mun. Accountant 
 

 1 minute AA II 

 1.4 Review and evaluate the 

report 

 
 1 minute 

Mun. Accountant 
 

 1.5 Approves the report 

 
 

 1 minute 
Mun. Accountant 
 

 1.6 Advises the client of the 

status of his claim 
 

 4 hours 
AA II 
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 1.7 Transmit the report to the 
bank 

 
 

 1 minute 
AA II 
 

 TOTAL  48 minutes  
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6. PROCESS PAYMENT OF SALARIES 
    ( First Salary) 

Salaries is a form of payment from the employer to the employee for services 
rendered.  The LGU is a third class municipality. It includes all personnel benefit costs 
of government officials and employees such as salary increases, step increment, 
incentives, honorarium, bonusess, commutation of vacation and sick leaves, premiums 
and all other personnel allowances: 
Office or Division: Municipal Accounting Office 
Classification: Simple 
Type of Transaction: G2G Government to Government 
Who may avail: Officials/Employees/ 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

A. FIRST SALARY  
Certified true copy of duly approved 
appointment 

HRMO 
 

Certified true copy of Oath of Office HRMO 

Certificate of assumption to duty HRMO 

Statement of Assets, Liabilities and Net 
Worth 

Official/employee 

Approved DTR Official/employee 
ATM Account Number Land Bank of the Phil, Bambang Branch 
TIN Number BIR 
HDMF Number HDMF 
Additional requirements for transferees PHIC 

Certified true copy of approved Disb. 
Voucher of last salary 

Previous employer 

BIR Form 2316 Previous employer 

Certificate of available leave credits Previous employer 
Service record Previous employer 
Obligation Slip duly signed MBO 
Journal Entry Voucher Officials/Employees 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
requirements 
to the 
receiving clerk 

1.0 Record the voucher  

 
 5 minutes 

AA II 
 

 1.1 Pre-audit the transaction  5 minutes AA II 

 1.2 Submit the vouchers to 

the Mun. Accountant 
 30 minutes 

AA II 
 

 1.3 Review and evaluate 

validity, propriety and legality 
and completeness of 
supporting documents of the 
transaction 

 1 minute 
Mun. Accountant 
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 1.4 Certifies and signs the 
disbursements voucher 

 1 minute 
Mun. Accountant 
 

 1.5 Record the outgoing 

disbursement vouchers  
 1 minute 

AA II 
 

 1.6 Transmit the documents 

to the offices concerned 
 4 hours 

AA II 
 

 1.7 Advises the 

official/employee the status 
of his claim 

 1 minute 
AA II 
 

 TOTAL  48 minutes  
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7. PROCESS PAYMENT OF SALARIES 
    (Salary of Casual/Contractual Personnel) 

When authorized to and within the limits of their respective appropriations, 
casuals and contractual personnel can be hired to be part of the organization. They are 
hired to perform essential and necessary services where there are not enough regular 
staff to meet the demands of the service, while contractual personnel are hired to 
undertake a specific work/ job not to exceed one year.  Their appointments must be 
governed by the Civil Service Commission's rules and regulations. 

 
Office or Division: Municipal Accounting Office 
Classification: Simple 
Type of Transaction: G2G Government to Government 
Who may avail: Officials/Employees/ 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Certified true copy of duly approved 
appointment 

HRMO 
 

Certification from the LCE that the 
employment is within the PS limitation 
prescribed under Section 325 (a) of RA 7160 

HRMO 

Certification from the Personnel Officer that 
the activities/services cannot be provided by a 
regular/permanent personnel of the agency. 

HRMO 

Accomplishment report Official/employee 
Approved DTR Official/employee 
ATM Account Number Land Bank of the Phil, Bambang Branch 
TIN Number BIR 
HDMF Number HDMF 
PHIC Number PHIC 

Obligation Slip duly signed MBO 
Journal Entry Voucher Officials/Employees 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
requirements 
to the 
receiving 
clerk 

1.0 Record the voucher  

 
 3 minutes 

AA II 
 

 1.1 Pre-audit the transaction  10 minutes AA II 

 1.2 Submit the vouchers to the 

Mun. Accountant 
 1 minute 

AA II 
 

 1.3 Review and evaluate 

validity, propriety and legality 
and completeness of 
supporting documents of the 
transaction 

 10 minutes 
Mun. Accountant 
 

 1.4 Certifies and signs the  1 minute Mun. Accountant 



100 
 

disbursements voucher  

 1.5 Record the outgoing 

disbursement vouchers  
 3 minutes 

AA II 
 

 1.6 Transmit the documents to 

the offices concerned 
 3 minutes 

AA II 
 

 1.7 Advises the 

official/employee the status of 
his claim 

 
1 minute AA II 

 TOTAL  32 minutes  
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8. PROCESS PAYMENT OF SALARIES 
     ( Salary Differential) 
 
Office or Division: Municipal Accounting Office 
Classification: Simple 
Type of Transaction: G2G Government to Government 
Who may avail: Officials/Employees/ 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Certified true copy of duly approved 
appointment/contract/job order 

HRMO 
 

Notice of Salary Adjustment HRMO 
Certification from the LCE that the 
promotion/step increment is within the PS 
limitation prescribed under Section 325 (a) of 
RA 7160 

HRMO 

Obligation Slip duly signed MBO 
Journal Entry Voucher Officials/Employees 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
requirements 
to the 
receiving 
clerk 

1.0 Record the voucher  

 
 3 minutes 

AA II 
 

 1.1 Pre-audit the transaction  10 minutes AA II 

 1.2 Submit the vouchers to the 

Mun. Accountant 
 1 minute 

AA II 
 

 1.3 Review and evaluate 

validity, propriety and legality 
and completeness of 
supporting documents of the 
transaction 

 10 minutes 
Mun. Accountant 
 

 1.4 Certifies and signs the 

disbursements voucher 
 1 minute 

Mun. Accountant 
 

 1.5 Record the outgoing 

disbursement vouchers  
 3 minutes 

AA II 
 

 1.6 Transmit the documents to 

the offices concerned 
 3 minutes 

AA II 
 

 1.7 Advises the 

official/employee the status of 
his claim 

 
1 minute AA II 

 TOTAL  32 minutes  
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9. PROCESS PAYMENT OF SALARIES 
     (Salary due to heirs of deceased employee) 
 
Office or Division: Municipal Accounting Office 
Classification: Simple 
Type of Transaction: G2G Government to Client 
Who may avail: Heirs of deceased employee 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Clearance from money, property and legal 
accountabilities 

HRMO 
 

Approved DTR HRMO 
Death Certificate NSO 
Marriage Contract NSO 
Birth Certificate NSO 
Designation of next-of-kin Heirs 
Waiver of rights of children 18 years and 
above 

Heirs 

Obligation Slip duly signed MBO 
Journal Entry Voucher Officials/Employees 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
requirements 
to the 
receiving 
clerk 

1.0 Record the voucher  

 
 3 minutes 

AA II 
 

 1.1 Pre-audit the transaction  10 minutes AA II 

 1.2 Submit the vouchers to the 

Mun. Accountant 
 1 minute 

AA II 
 

 1.3 Review and evaluate 

validity, propriety and legality 
and completeness of 
supporting documents of the 
transaction 

 10 minutes 
Mun. Accountant 
 

 1.4 Certifies and signs the 

disbursements voucher 
 1 minute 

Mun. Accountant 
 

 1.5 Record the outgoing 

disbursement vouchers  
 3 minutes 

AA II 
 

 1.6 Transmit the documents to 

the offices concerned 
 3 minutes 

AA II 
 

 1.7 Advises the 

official/employee the status of 
his claim 

 
1 minute AA II 

 TOTAL  32 minutes  
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10. PROCESS PAYMENT OF SALARIES 
     (Maternity Leave) 
Female permanent and regular employees in the government service who have rendered an 
aggregate of 2 or more years of service shall be entitled to maternity leave with full pay or pro 
rated if services rendered are less than 2 years.   
 

Office or Division: Municipal Accounting Office 
Classification: Simple 
Type of Transaction: G2G Government to Government 
Who may avail: Officials/ Employee 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Certified true copy of approved application for 
leave 

HRMO 
 

Certified true copy of maternity leave 
clearance 

HRMO 

Medical certificate for maternity leave Attending physician 
Marriage Contract NSO 
Approved DTR HRMO 
Obligation Slip duly signed MBO 
Journal Entry Voucher Officials/Employees 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
requirements 
to the 
receiving 
clerk 

1.0 Record the voucher  

 
 3 minutes 

AA II 
 

 1.1 Pre-audit the transaction  10 minutes AA II 

 1.2 Submit the vouchers to the 

Mun. Accountant 
 1 minute 

AA II 
 

 1.3 Review and evaluate 

validity, propriety and legality 
and completeness of 
supporting documents of the 
transaction 

 10 minutes 
Mun. Accountant 
 

 1.4 Certifies and signs the 

disbursements voucher 
 1 minute 

Mun. Accountant 
 

 1.5 Record the outgoing 

disbursement vouchers  
 3 minutes 

AA II 
 

 1.6 Transmit the documents to 

the offices concerned 
 3 minutes 

AA II 
 

 1.7 Advises the 

official/employee the status of 
his claim 

 
1 minute AA II 

 TOTAL  32 minutes  
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11. ALLOWANCES, HONORARIA AND OTHER FORMS OF 
COMPENSATION 
              No official or employee of the government shall be paid any personnel 

benefits unless authorized by law and supported by appropriation. 

  

Office or Division: Municipal Accounting Office 
Classification: Simple 
Type of Transaction: G2G Government to Government 
Who may avail: Officials/ Employee 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

a. RATA 
ü Certification that the official/employee 

did not use and is not assigned any 
government vehicle 

ü Approved DTR 
b. Clothing Allowance 
ü Approved appointment for new 

employees 
ü Certificate of assumption for new 

employees 
c. Subsistence, Laundry, Quarters and 
Other Allowances 
ü Approved payroll 
ü Approved DTR 

d. Honoraria 
ü Approved payroll 
ü Office Order with stipulation of the 

honorarium 
ü Minutes of the meetings (BAC) 
ü Notice of Awards to winning bidders 
ü Such other pertinent documents as are 

required by the nature of expense 
e. Bonuses, Cash Gift, CNA, PEI, SRI 
ü Approved payroll 
ü Appropriation Ordinace authorizing the 

payment of such bonus  
ü Payroll register 

 
f. Terminal leave benefits 
ü Clearance from money, property and 

legal accountability 
ü Certified photocopy of employees' 

leave card 
ü Certificate of leave credits 
ü Approved leave application 
ü Complete service record 
ü Statement of Assets, Liabilities and 

 
General Service Office (GSO) 
 
 
Human Resource Management Office (HRMO) 
 
Human Resource Management Office (HRMO) 
 
Human Resource Management Office (HRMO) 
 
 
Human Resource Management Office (HRMO) 
Human Resource Management Office (HRMO) 
 
Official/employee 
Mayorôs Office 
 
BAC Secretariat 
BAC Secretariat 
 
 
 
Municipal Accounting Office 
Sangguniang Bayan 
 
Mayorôs Office 
 
 
Human Resource Management Office (HRMO) 
 
Human Resource Management Office (HRMO) 
Human Resource Management Office (HRMO) 
Human Resource Management Office (HRMO) 
Human Resource Management Office (HRMO) 
Human Resource Management Office (HRMO) 
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Net Worth 
ü Certified photocopy of appointment 
ü Latest NOSA 
ü Computation of leave benefits 
ü Affidavit of applicant authorizing the 

LGU to deduct all financial 
obligationswith the LGU. 

ü Affidavit of applicant that there is no 
admininstrative/criminal records 
against him 

ü In case of resignation, employee's 
letter of resignation duly accepted by 
the head of the agency 

ü Additional requirements in case of 
death of claimant 

ü Death Certificate 
ü Marriage Contract 
ü Birth Certificate of surviving heirs 
ü Designation of next-of-kin 
ü Waiver of rights of children 18 years 

old and above 
g. Monetization of leave benefits 
ü Approved leave application (10 days) 

with leave credit balance certified by 
the Personnel Officer 

ü Request for leave covering more than 
10 days duly approved by the Head of 
Agency 

ü For monetization of 50 % or more 
Clinical Abstract 

ü Brgy. Certification in case of need for 
financial assistance brought about by 
calamities. 

Common requirement: 
ü Obligation Slip duly signed 
ü Journal Entry Voucher 

 
Human Resource Management Office (HRMO) 
Human Resource Management Office (HRMO) 
Human Resource Management Office (HRMO) 
Human Resource Management Office (HRMO) 
 
 
Human Resource Management Office (HRMO) 
 
 
Official/employee 
 
 
 
Philippine Statistics Authority ( PSA) 
Philippine Statistics Authority( PSA) 
Philippine Statistics Authority( PSA) 
Official/employee 
Official/employee 
 
 
Human Resource Management Office (HRMO) 
 
 
Official/employee 
 
 
Physician 
 
Barangay 
 
 
Municipal Budget Office ( MBO) 
Official/employee 
 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
requirements 
to the 
receiving 
clerk 

1.0 Record the voucher  

 
 3 minutes 

AA II 
 

 1.1 Pre-audit the transaction  10 minutes AA II 

 1.2 Submit the vouchers to the 

Mun. Accountant 
 1 minute 

AA II 
 

 1.3 Review and evaluate 

validity, propriety and legality 
 10 minutes 

Mun. Accountant 
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and completeness of 
supporting documents of the 
transaction 

 1.4 Certifies and signs the 

disbursements voucher 
 1 minute 

Mun. Accountant 
 

 1.5 Record the outgoing 

disbursement vouchers  
 3 minutes 

AA II 
 

 1.6 Transmit the documents to 

the offices concerned 
 3 minutes 

AA II 
 

2.Receive 
Advice 

2.0 Advises the 

official/employee the status of 
his claim 

 
1 minute AA II 

 TOTAL  32 minutes  
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12. Other Expenditures(Utility Expenses, Communication Services) 

 

Office or Division: Municipal Accounting Office 

Classification: Simple 
Type of Transaction: G2C Government to Client 
Who may avail: Utility providers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Billing Statement Utility providers 
Official Receipt Official/employee 
Obligation Slip duly signed MBO 
Journal Entry Voucher Officials/Employees 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
requirements to the 
receiving clerk 

1.0 Record the 
voucher  
 

 
3 min 
 

AA II 
 

 1.1 Pre-audit the 
transaction 
 

 
10 minutes 

AA II 
 

 1.2 Submit the 
vouchers to the 
Mun. Accountant 

 
1 minute 

AA II 
 

 1.3 Review and 
evaluate validity, 
propriety and 
legality and 
completeness of 
supporting 
documents of the 
transaction 

 

10 minutes 

Mun. Accountant 
 

 1.4 Certifies and 
signs the 
disbursements 
voucher 

 

1 minute 

Mun. Accountant 
 

 1.5 Record the 
outgoing 
disbursement 
vouchers  

 

3 minutes 

AA II 
 

 1.6 Transmit the 
documents to the 
offices concerned 

 
3 minutes 

AA II 
 

2. Receive Advice 2.0 Advises the 
client the status of 
his claim 
 

 

1 minute 

AA II 
 

 TOTAL  32 minutes  
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13. Procurement 
Procurement in the Government Entities shall be governed by RA 9184 and the Revised 
IRR and other issuances of GPPB 
 

Office or Division: Municipal Accounting Office 

Classification: Simple 
Type of Transaction: G2C Government to Client 
Who may avail: Business Entities 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Basic requirements: 
ü Approved Contract supported by the 

following documents 
ü Invitation to Apply for Eligibility to 

Bid(PhilGEPS) 
ü Letter of Intent 
ü Results of Eligibility 

Check/Screening 
ü Bidding Documents 
ü Minutes of Pre Bid Coference if 

applicable 
ü Agenda or Supplemental Bulletins, if 

any 
ü Bidders Technical and Financial 

Proposals 
ü Minutes of Bid Opening 
ü Abstract of Bids as Read 
ü Abstract of Bids as Calculated 
ü Post Qualification Report 
ü BAC Resolution declaring the winning 

bidder 
ü BAC Resolution recommending 

approval by the Head of Procuring 
Entity the Resolution to award the 
contract 

ü Notice of Award 
ü Performance Security 
ü Program of Work and Detailed 

Estimates 
ü Notice to proceed 
ü Detailed breakdown of the ABC 
ü Copy of PERT/CPM Network Diagram 

and detailed computation of contract 
time 

ü Detailed Breakdown of the Contract 
Cost 

ü Copy of advertisement of Invitation to 
Bid (Newspaper clippings if ABC is 5M 
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and above for infrastructure, 2M and 
above for goods and 1M and above or 
4 months duration for consulting 
services) 

ü Such other pertinent documents as are 
required by the nature of expense 

ü Obligation Slip duly signed 
ü Journal Entry Voucher 
ü Bid Security 

ü Official Receipt 
Additional documentary requirement for 
Infrastructure 
ü Letter request from Contractor for 

advance/progress/final payment or for 
substitution in case of release of 
retention money 

ü Statement of Work 
Accomplished/Progress Billing 

ü Inspection and Acceptance Report 
ü Results of Test Analysys, if applicable 
ü Statement of Time Elapsed 
ü Contractor's affidavit on payment of 

laborers and materials 
ü Pictures, before, during, and after 

construction 
ü Photocopy of vouchers of all previous 

payments 
ü Certificate of Completion 
ü Such other documents peculiar to the 

contract and/or to the mode of 
procurement and considered 
necessary in the review and in the 
technical evaluation thereof 

Additional documentary requirement for 
Variation Order/Change Order/Extra Work 
Order 
ü Copy of approved change order 
ü Copy of the approved original plans 

indicating the affected portions of the 
project and duly revised plans and 
specifications, if applicable indicating 
the changes made which shall be color 
coded. 

ü Copy of the Agency's report 
establishing the necessity or 
justifications for the need of such CO 
and EWO which shall include the 
computation as to the  quantities of the 
additional works involved 

ü Copy of the approved/revised 
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PERT/CPM Network Diagram which 
shall be color coded, reflecting the 
effect of additional/deductive time on 
the contract time and the 
corresponding computations. 

ü Copy of the approved detailed 
breakdown of contract cost for the 
variation order. 

ü Copy of the COA Technical Evaluation 
Report for the original contract. 

ü Additional performance security 
ü Such other documents peculiar to the 

contract and/or to the mode of 
procurement and considered 
necessary in the review and in the 
technical evaluation thereof 

Release of Retention Money 
ü Any security in the form of cash , bank 

guarantee, irrevocable standby letter of 
credit from the bank, surety bond 
(warranty) callable on demand 

ü Photocopy of vouchers of all 
previous payments 

ü Certification from the end user that the 
project has been completed and 
inspected 

ü Journal Entry Voucher 
Supplies, Materials, Equipment and 
Motor Vehicles 
Additional documentary requirements: 
ü Certificate of Exclusive Distributorship, 

if applicable 
ü Samples and brochures, if applicable 
ü Sales Invoice/Official Receipt 
ü Inspection and Acceptance Report 
ü For equipment, Property 

Acknowledgement Report 
ü Warranty Security 
ü Approved Purchase Request 
ü In case of motor vehicles, Authority to 

purchase fromAgency Head and 
Secretary of DBM or Office of the 
President depending on the type of 
vehicle 

ü For drugs and medicines: 
ü Certificate of product registration from 

FDA 
ü Certificate of good manufacturing 

practice from FDA 
ü Batch Release Certificate 
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ü Obligation Slip 
ü Journal Entry Voucher 

If the supplier is not the manufacturer, 
certification from the manufacturer that that 
the supplier is an authorized distributor or 
dealer of the product. 
Such other documents peculiar to the contract 
and/or to the mode of procurement and 
considered necessary in the review and in the 
technical evaluation thereof 
Repair and Maintenance of Equipment and 
Motor Vehicles 
Additional documentary requirements: 
ü Pre and post inspection report 
ü Report of waste materials 
ü Copy of document showing the history 

of repair 
ü Warranty Certificate 
ü Obligation Slip 
ü Journal Entry Voucher 
ü Such other documents peculiar to the 

contract and/or to the mode of 
procurement and considered 
necessary in the review and in the 
technical evaluation thereof 

Advetising Expenses 
Additional documentary requirements: 
ü Bill/Statement of account 
ü Copy of newspaper clippings 

evidencing publication and or CD in 
case of TV/radio commercial 

Procurement thru alternative modes 
Basic requirements: 
ü Purchase order 
ü Proof of posting in the PhilGEPS 

website 
ü Performance bond/warranty securities 

except for shopping and neg. purchase 
ü BAC resolution recommending the use 

of alternative mode and approval of 
HOPE of the BAC Res recommending 
award of contract. 

ü Proof of posting of Notice of Awrd in 
the PhilGEPS website, website of 
LGU, if available and at any 
conspicuous place reserved for the 
purpose. 

ü APP  
ü Approved Purchase Request 
ü Original Delivery Receipt 
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ü Obligation Slip 
ü Journal Entry Voucher 
ü Inspection and Acceptance Report 
ü Sworn  affidavit of the bidder that it is 

not related to the HOPE  by 
consanguinity of affinity up to the third 
civil degree 

Direct Contracting 
Additional requirement: 
ü Copy of letter to selected 

manufacturer/distributor to submit a 
price quotation and conditions of sale 

ü Certificate of exclusive distributorship 
issued by the principal under oath 

ü Certification from the agency 
authorized official that there are no  
sub dealers selling at lower prices and 
for which no suitable substitute 
obtainable at more advantageous 
terms to the government 

ü Such other documents peculiar to the 
contract and/or to the mode of 
procurement and considered 
necessary in the review and in the 
technical evaluation thereof 

Repeat Order 
Additional requirement: 
ü Copy  for repeat order of the original 

contract used as a basis for repeat 
order 

ü Certification from the Purchasing 
Department that the supplier has 
complied with all the requirements 
under the original contract 

Shopping 

Additional requirement: 
ü Price quotations from at least three 

bonafide and reputable 
manufacturers/suppliers/distributors 

ü Abstract of canvass 
Negotiated procurement 

Additional requirement: 
ü Price quotations from at least three 

suppliers 
ü Abstract of  price quotations 
ü BAC resolution recommending award 

of contract to lowest calculated 
responsive bid 

ü Additional documents for each case: 
In case of two failed biddings : 
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ü Agency's offer for negotiations with 
selected suppliers 

ü Certification from BAC of two failed 
competitive bidding  

ü Evidence of invitation of observers in 
all stages of negotiation. 

ü Eligibility documents in case of 
infrastructure projects 

In case of emergency cases : 
ü Justification as to the necessity of 

purchase 
In case of small value procurement: 

ü Letter/invitation to submit proposals 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
requirements to the 
receiving clerk 

1.0 Record the 
voucher  
 

 
3 min 
 

AA II 
 

 1.1 Pre-audit the 
transaction 
 

 
10 minutes 

AA II 
 

 1.2 Submit the 
vouchers to the 
Mun. Accountant 

 
1 minute 

AA II 
 

 1.3 Review and 
evaluate validity, 
propriety and 
legality and 
completeness of 
supporting 
documents of the 
transaction 

 

10 minutes 

Mun. Accountant 
 

 1.4 Certifies and 
signs the 
disbursements 
voucher 

 

1 minute 

Mun. Accountant 
 

 1.5 Record the 
outgoing 
disbursement 
vouchers  

 

3 minutes 

AA II 
 

 1.6 Transmit the 
documents to the 
offices concerned 

 
3 minutes 

AA II 
 

2. Receive Advice 2.0 Advises the 
client the status of 
his claim 
 

 

1 minute 

AA II 
 

 TOTAL  32 minutes  
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14. Cultural and Athletic Activities 
 In the conduct of Cultural and Athletic Activities, the appropriations must have 
provided funds under the MOOE 
 

Office or Division: Municipal Accounting Office 
Classification: Simple 
Type of 
Transaction: 

G2C Government to Client 

Who may avail: Business Entities 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Obligation Slip Municipal Budget Office (MBO) 

Journal Entry Voucher Official/employee 

Activity design/Program/Project proposal 
with budgetary requirements approved by 
the Head of Agency 

Official/employee 
 

Same requirements under procurement 
depending on the nature of expense and 
the mode of procurement adopted 

GSO 
 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 

requirements to the 
receiving clerk 
 

1.0  
Record the 
voucher  
 

 3 minutes AA II 
 

 1.1  
Pre-audit the 
transaction 
 

 3 minutes AA II 
 

 1.2  
Submit the 
vouchers to the 
Mun. Accountant 
 

 1 minute AA II 
 

 1.3  
Review and 
evaluate validity, 
propriety and 
legality and 
completeness of 
supporting 
documents of the 
transaction 
 

 10 minutes Mun. 
Accountant 
 

 1.4  
Certifies and 
signs the 

 1 minute Mun. 
Accountant 
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disbursements 
voucher 
 

 1.5  
Record the 
outgoing 
disbursement 
vouchers  
 

 3 minutes AA II 
 

 1.6  
Transmit the 
documents to the 
offices concerned 
 

 3 minutes AA II 
 

 1.7  
Advises the client 
status of his claim 
 

 1 minute AA II 
 

 TOTAL  25 minutes  
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15. Human Resource  Development and Training Program  

Agencies shall review and formulate their human resource development and training 
programs to make the same responsive to the organizational needs and manpower 
requirement and the need to train personnel in appropriate skills and attitudes. 

 

Office or Division: Municipal Accounting Office 
Classification: Simple 
Type of 
Transaction: 

G2C Government to Client 

Who may avail: Business Entities 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Activity design/Program/Project proposal 
with budgetary requirements approved by 
the Head of Agency 

Human Resource Management Office 
 ( HRMO) 

Obligation Slip Municipal Budget Office (MBO) 
Journal Entry Voucher Official/employee 
Schedule of training approved by the 
Head of Agency 

Human Resource Management Office 
 ( HRMO) 

Same requirements under procurement 
depending on the nature of expense and 
the mode of procurement adopted 

Government Services office ( GSO) 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 

requirements to the 
receiving clerk 
 

1.0  
Record the 
voucher  
 

 3 minutes AA II 
 

 1.1  
Pre-audit the 
transaction 
 

 3 minutes AA II 
 

 1.2  
Submit the 
vouchers to the 
Mun. Accountant 
 

 1 minute AA II 
 

 1.3  
Review and 
evaluate validity, 
propriety and 
legality and 
completeness of 

 10 minutes Mun. 
Accountant 
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supporting 
documents of the 
transaction 
 

 1.4  
Certifies and 
signs the 
disbursements 
voucher 
 

 1 minute Mun. 
Accountant 
 

 1.5  
Record the 
outgoing 
disbursement 
vouchers  
 

 3 minutes AA II 
 

 1.6  
Transmit the 
documents to the 
offices concerned 
 

 3 minutes AA II 
 

2. Receive Advice 2.0   
Advises the client 
status of his claim 
 

 1 minute AA II 
 

 TOTAL  25 minutes  
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16. Financial Expenses 

Office or Division: Municipal Accounting Office 
Classification: Simple 
Type of 
Transaction: 

G2C Government to Client 

Who may avail: Business Entities 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Statement of account Bank 
Obligation Slip Municipal Budget Office (MBO) 
Journal Entry Voucher Official/employee 
Bank debit memos Bank 
Other supporting documents deemed 
necessary depending on the nature of the 
transaction 

Bank 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 

requirements to the 
receiving clerk 
 

1.0  
Record the 
voucher  
 

 3 minutes AA II 
 

 1.1  
Pre-audit the 
transaction 
 

 3 minutes AA II 
 

 1.2  
Submit the 
vouchers to the 
Mun. Accountant 
 

 1 minute AA II 
 

 1.3  
Review and 
evaluate validity, 
propriety and 
legality and 
completeness of 
supporting 
documents of the 
transaction 
 

 10 minutes Mun. 
Accountant 
 

 1.4  
Certifies and 
signs the 
disbursements 
voucher 
 

 1 minute Mun. 
Accountant 
 

 1.5   3 minutes AA II 
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Record the 
outgoing 
disbursement 
vouchers  
 

 

 1.6  
Transmit the 
documents to the 
offices concerned 
 

 3 minutes AA II 
 

2. Receive Advice 2.0   
Advises the client 
status of his claim 
 

 1 minute AA II 
 

 TOTAL  25 minutes  
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17. Grants and Donations 

The Agency extends financial assistance to indigent residents, organizations, 
barangays, puroks, schools and other institutions . 
Office or Division: Municipal Accounting Office 
Classification: Simple 
Type of 
Transaction: 

G2C Government to Client 

Who may avail: Indigent Residents/Organizations/Schools/Barangays/Other Institutions 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

AICS 
Certificate of Indigency 
Assessment Sheet 
Certificate of Eligibility 
BURIAL ASSISTANCE 
Certificate of Indegency 
Death Certificate 
Assessment Sheet 
Certificate of Eligibility 
MEDICAL ASSISTANCE 

Certificate of Indegency 
Medical records with doctors 
prescription 
Certificate of Eligibility 
Assessment Sheet 
FINANCIAL ASSISTANCE 
Letter of request from the association 
or organization 
Approval of the Head of Agency of the 
request indicating the amount or goods to 
be given 
Same requirements under procurement 
depending on the nature of expense and 
the mode of procurement adopted 
Common requirement: 
Obligation Slip 
Journal Entry Voucher 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 

requirements to the 
receiving clerk 

1.0  
Record the 
voucher  

 3 minutes AA II 
 

 1.1  
Pre-audit the 
transaction 

 3 minutes AA II 
 

 1.2  
Submit the 

 1 minute AA II 
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vouchers to the 
Mun. Accountant 

 1.3  
Review and 
evaluate validity, 
propriety and 
legality and 
completeness of 
supporting 
documents of the 
transaction 

 10 minutes Mun. 
Accountant 
 

 1.4  
Certifies and 
signs the 
disbursements 
voucher 

 1 minute Mun. 
Accountant 
 

 1.5  
Record the 
outgoing 
disbursement 
vouchers  

 3 minutes AA II 
 

 1.6  
Transmit the 
documents to the 
offices concerned 

 3 minutes AA II 
 

2. Receive Advice 2.0   
Advises the client 
status of his claim 

 1 minute AA II 
 

 TOTAL  25 minutes  
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18. Issuance of Certificate of Net Take Home Pay and Other 

certificates as requested by employees 

This certificate is a requirement by lending institutions to process the loan 
applications of LGU officers and employees 

. 
Office or Division: Municipal Accounting Office 
Classification: Simple 
Type of 
Transaction: 

G2C Government to Client 

Who may avail: Officials/employees 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Officials/employees 
 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 

requirements to the 
receiving clerk 

1.0  
Record the 
voucher  

 3 minutes AA II 
 

 1.1  
Pre-audit the 
transaction 

 3 minutes AA II 
 

 1.2  
Submit the 
vouchers to the 
Mun. Accountant 

 1 minute AA II 
 

 1.3  
Review and 
evaluate validity, 
propriety and 
legality and 
completeness of 
supporting 
documents of the 
transaction 

 10 minutes Mun. 
Accountant 
 

 1.4  
Certifies and 
signs the 
disbursements 
voucher 

 1 minute Mun. 
Accountant 
 

 1.5  
Record the 
outgoing 
disbursement 
vouchers  

 3 minutes AA II 
 

 1.6  
Transmit the 

 3 minutes AA II 
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documents to the 
offices concerned 

2. Receive Advice 2.0   
Advises the client 
status of his claim 

 1 minute AA II 
 

 TOTAL  25 minutes  
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MUNICIPAL TREASURERS OFFICE 

 

Internal Services 
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1. CERTIFICATE OF REAL PROPERTY TAX PAYMENT 

Certifications of realty tax payments is required, in certain transactions to prove that 

taxes on real property have been paid and updated such as court application of judicial 

title, application of title for free patent, for securing business permits and licenses, for 

applications of loans from banks and other lending institutions, for transfer of property 

ownership, and in the case of loss of original receipts it can serve as good substitute 

record or file for real property owners. 

 

Office or Division: Municipal Treasurerôs Office 
Classification: Simple 
Type of 
Transaction: 

G2C 

Who may avail: All 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Copy of Latest Real Property Tax 
Declaration 

 

2. Community Tax Certificate Municipal Treasurerôs Office 

3. Official Receipt for Payment of 
Certification Fee 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to the 
Municipal 
Treasurerôs Office 
(Revenue 
Collection Clerk) for 
payment of 
certification fee. 

1.1 Personnel of 
MTO shall verify 
the 
requirements 
and the purpose 
of the request, 
as well as the 
taxpayer/clients 
tax payments. 
 
1.2 Upon 
payment, the 
collector shall 
issue an Official 
Receipt, then 
issue the 
certification duly 
approved by the 
Municipal 
Treasurer. 
 

Certification 
Fee Php 
50.00 
 
 
 
 
 
 
 
 
5 minutes 

10 minutes  
RCC III  
RCC I 
 
 
 
 
 
 
 
 
RCC III 
RCC I 

 



126 
 

2. Issuance of Community Tax Certificate 

Community Tax Certificate is a legal identity document issued to every 

inhabitant of the Philippines eighteen (18) years of age or over.  It is issued for 

acknowledging document before a notary public, take an oath of office or is appointed to 

a government position, receives a license or permit from a government authority, pays 

government taxes or fees, receives money from public fund, transacts official business 

(such as business registration) or receives salaries and wages. 

Office or Division: Municipal Treasurerôs Office 
Classification: Simple 
Type of 
Transaction: 

G2C 

Who may avail: All 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Old cedula or filled-up forms. Municipal Treasurerôs Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Go to the 
corresponding 
collector and fill-up 
form for the 
assessment. Affix 
signature and 
thumb mark. 
 
 2. Pay the amount 
due and get the 
CTC,   affix 
signature and 
thumb mark.  
 

1.1 Personnel of 
MTO prepare 
CTC based on 
old cedula or 
based on the 
interview. 
 
 
2.1 Collect 
certain amount 
based on the 
computation of 
income declared 
by the client 
then release the 
CTC. 

 
 
 
 
 
 
  
 
Individual 
 
Basic Tax ï 
PHP 5.00 
 
Php 1.00 for 
every Php 
1,000.00 of 
gross income  
 
 
Corporation 
 
Basic Tax = 
Php  500.00 
 
Php 2.00 for 
every Php 
5,000.00 of 
gross income 

15 minutes 
 
 
 
 
 
 
 
10 minutes 
 
 
 
 
 
 
 
 

 
RCC III 
RCC I 
 
 
 
 
 

RCC III 
RCC I 
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3. Payment of Various Fees 

Collect payment for Building Permit; Civil Registry Fees; Zoning; Police Clearance; 

Mayorôs Clearance; Motorized Tricycle Operatorôs Permit; Certification Fee; Rental Fee 

(Burial, Equipment & Stall ï Market); Sanitary Inspection Fee; Dental & Laboratory Fee; 

Artificial Insemination Fee; Fertilizer Fee; Solemnization Fee; Sponsorship Fee;  

Accountable Forms Fee; Garbage Fee; Re-classification of Land; Bids Forms. 

 

 

 

 

 

 

 

 

 

 

 

Office or Division: Municipal Treasurerôs Office 
Classification: Simple 
Type of 
Transaction: 

G2C, G2G 

Who may avail: All 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Order of Payment  

2. Cedula Municipal Treasurerôs Office 

  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Go to the 
assigned 
personnel, pay the 
amount due and 
get the official 
receipt. 

1.1 Personnel 
in-charge shall 
verify the 
submitted 
documents and 
issue the official 
receipt. 

Based on the 
amount in the 
order of 
payment. 

5 minutes 
 
 
 
 
 
 

RCC III 
RCC I 

Text Headers:  

¶ Alignment: Left  

¶ Font Style: Arial, Bold  

¶ Font Size: 12 
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4. Real Property Tax Payment 

Owners of land, machineries and buildings have to pay real property tax annually. 

Taxes are a percentage of the propertyôs taxable value. Real Property Tax or ad 

valorem tax is a tax levied in all real properties (lands/buildings/machineries) calculated 

by taking the mill levy and multiplying it by the assessed value of the property.  It is 

based upon prevailing local real estate market conditions duly approved by the 

Sangguniang Panlalawigan through enactment of an ordinance. 

 

Office or Division: Municipal Treasurerôs Office 
Classification: Simple 
Type of 
Transaction: 

G2C 

Who may avail: All 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Copy of Latest Real Property Tax 
Declaration 

 

2. Previous Receipts, Notice of 
Delinquency, if any 

Municipal Treasurerôs Office 

3. Notice of Assessment & Tax Bill  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present previous 
Real Property Tax 
Receipt and other 
requirements to 
Treasury Office. 
 
 
 
2. Pay 
corresponding 
amount and 
receive the Real 
Property Tax 
Receipt 
 

1.1 Land Tax 
assigned 
personnel shall 
verify the 
submitted 
requirements 
and RPTAR. 
 
2.1 The Real 
Property tax 
due shall then 
be computed 
and an 
Accountable 
Form No. 56 will   
be issued to the 
taxpayer. 
 
 
 
 
 

 
 
 
 
 
 
 
 
Fees shall  
depend on 
the 
computation 
of Real 
Property Tax. 
 
Basic Real 
Property Tax 
= Assessed 
Value x 1%. 
 
Additional Tax 
(Special 

15 minutes 
 
 
 
 
 
 
 
15 minutes 
 
 
 
 
 
 
 
 
 
 
 
 
 

RCC III 
RCC 1 
 
 
 
 
 
 
RCC III 
RCC 1 
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2.2 Record 
Payment at 
RPTAR. 

Education 
Fund) = 
Assessed 
Value l x 1% 
 
 
Penalty on 
Late 
Payment: 2% 
per month but 
not to exceed 
72%. 
 
Discount: 
10% prompt 
payment on 
or before 
March 31 
 
15% advance 
payment 
(before the 
taxable year) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2 minutes 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
RCC III 
RCC 1 
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5.  Registration and Transfer of Large Cattle 

The owner of large cattle is hereby required to register ownership of said cattle for 

which a Certificate of Ownership shall be issued to the owner upon payment of a 

registration fee fixed by an ordinance. When large cattle is sold or its ownership is 

transferred to another person, the sale or transfer shall be registered for which a 

Certificate of Transfer shall be issued to the purchaser or new owner upon payment of 

transfer certificate fee in the amount fixed by an ordinance. Large animals belonging to 

bovine and equine family upon 6-7 months of age shall be branded embodying the 

ownerôs and municipality brand to confirm the possession of the owner and place of its 

origin 

 

Office or Division: Municipal Treasurerôs Office 
Classification: Simple 
Type of 
Transaction: 

G2C 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Certification of the Barangay 
Captain as to Real Ownership 
2. Original Copy Of Ownership (in 
case Transfer of Ownership) 
3. Presence of the Buyer and Seller 
4. Animals must be Branded 

 
 

  Municipal Treasurerôs Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

Ownership and 
Branded Used 
1. Client present 
Brgy. Certification 
and Brand used. 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
1.1 Personnel 
in-charge verify 
its authenticity 
based on  the 
Brgy. Captainôs 
certification. 
 
1.2 RCC 
concerned 
prepare 
Certificate of  
Ownership for 
the  signature of 
the owner,  the 
Municipal 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
10 minutes 
 
 
 
 
 
 
10 minutes 
 
 
 
 
 
 
 

 
 
RCC III 
RCC I 
 
 
 
 
 
RCC III 
RCC I 
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2. Client will pay 
the required fees 
and get Official 
receipt and the 
Certificate of 
Ownership. 
 
 
 
 
 
 
 
Request of 
Transfer 
 
1. Client present 
original copy of the 
Certificate of 
Ownership to the 
personnel in-
charge. 
 
 
 
 
 
 
 
 
2. Clients will pay 
the required fees 
and get Official 
Receipt & the 
Transfer 
documents. 
 
 

Treasurer and 
the LCE. 
 
2.1. Collect the 
corresponding 
amount and 
issue the Official 
Receipt and the 
Certificate of 
Ownership. 
 
 
 
 
 
 
 
 
1.1 Personnel 
in-charge verify 
the submitted 
requirements 
and prepare the 
documents. 
Both buyer and 
seller affix their 
signatures 
likewise the 
Municipal 
Treasurer and 
the LCE. 
 
2.1 RCC 
concern shall 
collect the 
amount dues,   
issue Official 
Receipt and the 
Certificate of 
Transfer to the 
owner. 
 

 
 
 
Certificate of 
Ownership ï 
Php 102.00 
(Branding Fee 
ï Php 100.00; 
LDF ï Php 
2.00) 
 
Face Value ï 
Php 5.00 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Certificate of 
Transfer ï 
Php 100.00 
 
Face Value ï 
Php 10.00 
 

 
 
 
5 minutes 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
10 minutes 
 
 
 
 
 
 
 
 
 
 
 
 
 
5 minutes 
 
 
 
 

 
 
 
RCC III 
RCC I 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
RCC III 
RCC I 
 
 
 
 
 
 
 
 
 
 
 
 
RCC III 
RCC I 
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6. Various Services (Payment of Approved Vouchers) 

Appropriate approvals are required when purchasing goods, services and other 

necessary expenditures in the delivery of services to the people. Payment vouchers are 

used for: 

- Payments that require documentation of purpose or reason as required under 

any policies and procedures of government expenditures. 

- Reimbursements to individuals for any transaction that could have been 

incurred or procured. 

- Travel reimbursements for official travel, as documented on a certification of 

travel completed. 

- Other payments as stipulated in NGAS. 

  

Office or 
Division: 

Municipal Treasurerôs Office 

Classification: Simple 
Type of 
Transaction: 

G2C 

Who may avail: All 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Identification Card 
2. Official Receipt of Payees 
3. Authorization Letter 
4. Duly approved vouchers. 
5. Payroll with complete 
attachments (Application for Leave, 
DTR, Travel Order, Locator Slip) 

 
 
 

Municipal Treasurerôs Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

Check 
Disbursement 
(Salaries & 
Wages,Projects, 
Grants & 
Donations, 
Suppliers 
 
1. Proceed to the 
personnel in- 
charge and 
submit complete 
documents 
needed for the 
preparation of 

 
 
 
 
 
 
 
1.1 Verify all 
the supporting 
papers 
obligated and 
signed by the 
officials,head of 
offices and the 
claimant. 

 
 
 
 
 
 
 
Based on 
the amount 
obligated by 
the 
Municipal 
Budget 
Office and 
approved by 

 
 
 
 
 
 
 

15 minutes 
(upon the 
availability of 
the 
signatories.) 

 
 
 
 
 
 
Administrative 
Aide IV 
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check.  
1.2 Prepare 
check for 
signature of the 
Municipal 
Treasurer and 
the Municipal 
Mayor 

the 
Municipal 
Accountant. 

Affix signature on 
the Check 
registry and on 
the receiving part 
of the 
Disbursement 
Voucher/Payroll 
and claim the 
check 
 
 
 
Cash 
Disbursement 
(Social 
Pension,AICS, 
GrantsEtc.) 
 
1.Proceed to the 
personnel in-
charge and 
submit 
documents 
needed for the 
preparation of 
check 
 
 
 
 
2.Affix signature 
on the check 
registry and on 
the receiving part 
of the Disbursing 
Voucher then get 
the cash 
 

2.1 Release the 
check after 
securing the 
signature of the 
claimant on the 
Voucher/Payroll 
and Check 
registry and the 
submission of 
Official Receipt 
if needed. 
 
 
 
 
 
 
 
1.1 Prepare 
check for 
withdrawal 
whenever 
necessary to 
withdraw from 
depository 
bank. 
 
 
 
 
2.1 Pay cash 
with complete 
supporting 
papers 
obligated and 
signed by the 
officials,head of 
offices and the 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Based on 
the amount 
obligated by 
the 
Municipal 
Budget 
office and 
approved by 
the 
Municipal 
Accountant. 
 
 
 
 
 
 
 
 
 

10 minutes 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5 minutes 
 
 
 
 
 
 
 
 
 
 
 
2 minutes 
 
 
 
 
 
 
 

Administrative 
Aide IV 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Administrative 
Aide IV 
 
 
 
 
 
 
 
 
 
 
 
RCCII 
RCCI 
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 claimant. 
 
2.2 Record 
cash 
withdrawals 
and daily 
disbursement in 
the cash books 

 
 
 
 
 
 
 
 

 
 
5 minutes 
 
 
 
 
 

 
 
 
 
 
RCCII 
RCCI 
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BUSINESS PERMIT AND LICENSING OFFICER 

1. NEW BUSINESS ESTABLISHMENT 

There shall be collected an annual fee at the rates provided for the issuance of Mayorôs 

Permit to every person who shall conduct business, trade or activity within the 

municipality. All business establishments are required to secure a Business Permit or 

Mayorôs Permit before the start of operation of the business and the mode of payment of 

business tax depends upon the application of the owner. New and renewal of business 

permits must secured during the conduct of One Stop Shop from January 1 to January 

20 of the ensuring year. Penalties are imposed after this period. 

 

Office or Division: Municipal Treasurerôs Office/Business Permit and Licensing 
Officer 

Classification: Simple 
Type of 
Transaction: 

G2C 

Who may avail: All 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Identification Card 
2. Community Tax Certificate 
3. Barangay Business Clearance 
4. Application Form (Unified Form) 
5. SSS Clearance 
6. BIR Clearance 
7. DTI Registration 
8. BFAD (License to Operate) 
9. Building Permit 
10. Occupancy Permit 
11. Environmental Certificate (ECC, 
CNC) 
12. Zoning Clearance 
13. Individual Permit 
14. Health Certificate 
15. Sanitary Permit 
16. Fire Inspection Certificate (Bureau 
of Fire Protection) 

 
 
 
 
 
 
 
 
Business Permit and Licensing Officer 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present duly 
accomplished 
application form 
issued by BPLO to 
the recommending 

1.1 Assess 
corresponding 
fees. 
 
 

Based on the 
amount of 
assessment. 

20 minutes 
 
 
 
 

BPLO 
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official for 
assessment. 
 
2. Pay 
corresponding 
amount. 
 
 
 
3. Go back to 
BPLO and present 
OR together with 
documentary 
requirements. 
 
 
4. Claim the 
Mayorôs Permit and 
Business Plate 
from BPLO. 
 

 
 
 
2.1 Receive 
payment and 
issue 
corresponding 
receipt. 
 
3.1 Prepare the 
business permit. 
 
 
 
 
4. Issue the 
Mayorôs Permit 
and Business 
Plate to client. 
 
 
 

 
 
 
5 minutes 
 
 
 
 
 
2 minutes 
 
 
 
 
 
 
2 minutes 
 
 
 

 
 
 
RCC III 
 
 
 
 
 
BPLO 
 
 
 
 
 
 
BPLO 
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2. Business Renewal 

 

Office or Division: Municipal Treasurerôs Office 
Classification: Simple 
Type of 
Transaction: 

G2C 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Identification Card 
2. Community Tax Certificate 
3. Barangay Business Clearance 
4. Application Form (Unified Form) 
5. SSS Clearance 
6. BIR Clearance 
7. BFAD (License to Operate) 
8. Individual Permit 
9. Health Certificate 
10. Sanitary Permit 
11. Fire Inspection Certificate (Bureau 
of Fire Protection) 

 
 
 
 
 
Business Permit and Licensing Officer 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present duly 
accomplished 
application from 
issued by BPLO to 
the recommending 
official for 
assessment. 
2. Pay 
corresponding 
amount. 
 
 
3. Go back to 
BPLO and present 
OR together with 
documentary 
requirements. 
4. Claim the 
Mayorôs Permit and 
Business Plate 
from BPLO. 

1.1 Assess 
corresponding 
fees. 
 
 
 
 
2.1 Receive 
payment and 
issue 
corresponding 
receipt. 
3.1 Prepare the 
business permit. 
 
 
 
4. Issue the 
Mayorôs Permit 
and Business 
Plate to client. 

Based on the 
amount of 
assessment. 

20 minutes 
 
 
 
 
 
 
 
5 minutes 
 
 
 
 
 
2 minutes 
 
 
 
 
 
2 minutes 

BPLO 
 
 
 
 
 
 
 
BPLO 
 
 
 
 
 
BPLO 
 
 
 
 
 
BPLO 

Text Headers:  

¶ Alignment: Left  

¶ Font Style: Arial, Bold  

¶ Font Size: 12 
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MUNICIPAL SLAUGHTERHOUSE 

1.Slaughtering of Livestock and Issuance of Meat Inspection 

Certificate 

Livestock that sold in the Public Market are slaughtered in the Municipal 

Slaughterhouse. Livestock raisers bring the animals for observation before they are 

slaughtered. 

 

Office or Division: Municipal Slaughterhouse 
Classification: Simple 
Type of 
Transaction: 

G2C 

Who may avail: All 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Personal Identification  
2. Cattle must be branded 
3. Certificate of Ownership/Transfer 

 
Municipal Slaughterhouse 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Register at the 
guard on duty. 
 
 
 
2. Present 
documents and 
livestock for ante-
mortem inspection. 
 
 
 
3. Wait until 
butchering of 
livestock done. 
 
 
 
 
 
 
 
 
 

1.1 Abattoir 
personnel verify 
the submitted 
documents. 
 
2.1 Assigned 
personnel place 
the livestock in 
a holding pen 
for further 
observation. 
 
3.1 Butchering 
of livestock.  
 
3.2 Meat is 
inspected for 
possible 
diseases (post 
ante-mortem 
inspection). 
Afterwards meat 
is branded to 
show that the 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2 minutes 
 
 
 
 
10 minutes 
 
 
 
 
 
 
40 minutes 
 
 
5 minutes 
 
 
 
 
 
 
 
 

Admin. Aide I 
 
 
 
 
Meat 
Inspector II 
 
 
 
 
 
Assigned 
Butcher 
 
Meat 
Inspector II 
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4. Pay the required 
fees and get the 
official receipt. 

livestock was 
slaughtered  
properly. 
 
4.1 Receive 
payment and 
issue the Official 
Receipt. 
 
 
 
 
 

 
 
 
 
 
For Hogs: 
 
Slaughter 
Permit ï Php 
20.00 
 
Slaughter Fee 
ï Php 100.00 
 
Corral fee ï 
Php 20.00 
 
For Large 
Cattle 
 
Slaughter 
Permit ï Php 
30.00 
 
Slaughter Fee 
ï Php 300.00 
 
 

 
 
 
 
 
5 minutes 
 

 
 
 

 
 
Meat 
Inspector II 
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GENERAL SERVICES OFFICE 

 

Internal Services 
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1. Alternative Method of Procurement of Common-Use Supplies 

and Equipment Conducted Through Public Bidding 

Office or 
Division: 

General Services Office 

Classification
: 

Highly Technical 

Type of 
Transaction: 

Government to Business Entity 

Who may 
avail: 

LGU(by Department) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

¶ Consolidated ASPP ¶ GSO 

¶ Purchase Request approved by the 
LCE 

¶ GSO 

¶ ITB ¶ BAC Secretariat 

¶ Bidding Documents ¶ BAC Secretariat 
CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1.Submit 
approved 
purchase 
request 

1.1 Receive Purchase 
Request and wait till all 
department comply before 
consolidation 
  

 
NONE 

 
1 month 

 

 
Admin Aide-III 

 
 
 

1.2 Consolidation of Annual 
Supplies Procurement 
Program (ASPP) 

 
NONE 

 
2 weeks 

 
Admin Aide-III 

 
 
 

1.3 Preparation of Purchase 
Request(Consolidated)appr
oved by the LCE 

 
NONE 

 
1 week 

 
Admin Aide-III 

 1.4 Preparation of Invitation 
to Bid(ITB) and Bidding 
Documents 

 
NONE 

 
1 day 

 
BAC Secretariat 
(Secretary II) 
 

 1.5 Posting into Philgeps as 
requirement for alternative 
method of procurement, 
and posting Invitation to Bid 
into Conspicuous place  

 
NONE 

 
22 days 

 
BAC Secretariat 
(Secretary II) 
 

 1.6 Bid opening, evaluation, 
and post qualification of the 
bid proposal 

 
NONE 

 

 
10 days 

 
BAC/TWG 

 

 1.7 Preparation of Post 
Qualification report  

 
NONE 

 

 
1 days 

 
BAC Secretariat 
(Secretary II) 
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 1.8  Signing of Post 
qualification report 

 
NONE 

 

 
2 days 

 
TWG 

  1.9 Convene BAC to act on 
post qualification report 

 
NONE 

 
1 day 

 
BAC Secretariat 

(Secretary II) 

 1.10 Preparation of BAC 
resolution, Notice of Award, 
and Abstract of Bids 

 
NONE 

 

 
1 day 

 
BAC Secretariat 

(Secretary II) 
 

 1.11 Signing of BAC 
resolution, Notice of Award, 
and Abstract of Bids 

 
NONE 

 

 
2 days 

 
BAC and LCE 

 1.12 Preparation of contract 
for review of the Legal 
Service and forwarder to 
the supplier for signature 
and notarization  

 
NONE 

 

 
2 days 

 
BAC Secretariat 

(Secretary II) 
 

 1.13 Preparation of Notice 
to Proceed for signature of 
the LCE 

 
NONE 

 

 
3 days 

 
BAC Secretariat 
(Secretary II) 

 1.14 Issue Notice to 
Proceed to Supplier or 
Provider 

 
NONE 

 

 
1 day 

 
BAC Secretariat 
(Secretary II) 

 1.15 Implementation of the 
contract 

NONE 
 

 

1 day 
Supplier/provider 

2. Wait for the 
delivery of 
supplies 

 2.1 Receive/pickup 
supplies and equipment 
And convene Inspectorate 
Team to inspect the 
items/supplies and 
equipment 

 
NONE 

 

 
1 day 

GSO with the 
Inspectorate 
Team 
 

 2.2 Suppliers have 
maximum of 20 days to 
complete partial deliveries  

 
 

 
20 days 

 

 2.3 Assort items/supplies 
and equipment  

 
NONE 

 

 
2 days 

 
Admin Aide-III  

 2.4 Deliver supplies and 
equipment by department 

 
NONE 

 
2 days 

 
Admin Aide-III  
 

 

2.5Furnished 
Acknowledgement 
receipt(PAR & ICS) base on 
the amount of supplies and 

 
NONE 

 
2 days 

 
Admin Aide-III  
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equipment 
PAR-10,000.00 

ICS- 9,999.00 

 2.6 Preparation of  payment 
voucher with complete 
attachment  and process for 
signature 

 
NONE 

 
3 days 

 
Admin Aide-III  
 

 2.7  Submit good voucher 
to accounting office to 
scrutinize and in 
preparation of payment 
check 

 
NONE 

 
3 days 

 
Admin Aide-III  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 




