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l. MANDATE:

The Local Government Unit of Daraga is mandated by Republic Act no. 7160
otherwise known as the Local Government Code of 1991 to ensure and support among
other things, the preservation and enhancement of culture, promotion of health and safety,
right of people to a balanced ecology, development of appropriate and self-reliant scientific
and technological capabilities, improvement of public morals, economic prosperity and
social justice, full employment of residents, peace and order, and the convenience of
inhabitants.

Furthermore, it shall exercise supervision and control over all programs, projects,
services and activities of the Municipal Government, enforces all laws and ordinances
relative to the governance of the Municipality, ensure the delivery of basic services and the
provision of the adequate facilities, and exercise such other powers and functions as may
be prescribed by the constitution, the laws and ordinances.

. VISION:

A new economic hub of the region with an empowered and resilient community,
preserving cultural heritage, a vibrant and sustainable economy, enjoying livable
environment secured with a climate-smart infrastructure and facilities under the stewardship
of accountable and transparent leaders.

1. MISSION:

Social Sector Mission

To promote universal access to education, health, and social services in a secured
community.

Economic Sector Mission

To promote adaptive agriculture and agro — industrial economy, stimulate local
employment, sustainable tourism and service.

Physical / Infrastructure Sector Mission

To accelerate social and economic development and sufficient public transport,
adequate road networks, safe and potable water supply and efficient public works /
infrastructure.

Environmental Management Sector Mission
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To promote forest conservation program, efficient solid waste management program
and responsible quarrying operations towards a sustainable clean and safe air, water and
land.

Institutional Development Sector Mission

To be a God - loving, empowered, and resilient people living in a sustainable,
ecologically sound and progressive highly diversified city driven by dynamic leadership in
partnership with private sector.

Disaster Risk Reduction

To reduce disaster risk of hazard exposures and lessen the vulnerability of people
and assets in a climate adaptive and resilient community.

Urban Development / Cultural Heritage Sector Mission

The cultural heritage and urban development aim at preserving and protecting
historical sites while enhancing local urban development, seamless mobility and improved
quality of life.

V. SERVICE PLEDGE:

We, the government officials and employees of the Municipality of Daraga, do hereby
swear to render public service to the best of our abilities. In so doing, we pledge to value
our constituents and clients by taking care of their needs with integrity and excellence. We
further commit ourselves to ensure the faithful discharge of our duties and functions and
exercise the powers granted to us by the constitution and existing laws absent of any abuse.
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LIST OF SERVICES

OFFICE OF THE MAYOR 17v
1. RECEIVING OF / AND RESPONDING TO COMMUNICATIONS AND 20
LETTERS
2. REQUEST FOR SCHEDULED MEETING OR COURTESY CALL WITH 29
THE MUNICIPAL MAYOR 23
3. BARANGAY CONCERNS AND REQUESTS o5
4. PROCESSING DOCUMENTS FOR MUNICIPAL MAYOR'’S SIGNATURE
5. SOLEMNIZATION FOR MARRIAGE (CIVIL WEDDING) 26
OFFICE OF THE MUNICIPAL ACCOUNTANT 29
OFFICE OF THE MUNICIPAL BUDGET OFFICER 36
EXTERNAL 38
1. ASSISTANCE TO BARANGAY REGARDING BUDGET 38
2. ASSISTANCE TO BARANGAY REGARDING ANNUAL AND 39
SUPPLEMENTAL BUDGET
INTERNAL 41
3. SUBMISSION OF DEPARTMENTS HEADS / SECTION CHIEFS /LEE 41
HEADS REGARDING ANNUAL AND SUPPLEMENTAL BUDGET DURING
THE BUDGET PREPARATION PHASE
4. PREPARATION OF ADVICE ON ALLOTMENT OF BUDGET FOR 42
DIFFERENT DEPARTMENTS/ LEE
5. VARIOUS FINANCIAL, BUDGETARY AND OTHER DOCUMENTS FOR 43
VERIFICATION
6. LIQUIDATION OF OBLIGATION REQUEST 44
7. PREPARATION OF BUDGETARY / FINANCIAL REPORTS 45
OFFICE OF THE MUNICIPAL TREASURER 47
e EXTERNAL SERVICES 49
e REVENUE COLLECTION 49
1. COMMUNITY TAX CERTIFICATE 49
2. REAL PROPERTY TAX 50
3. FEES AND CHARGES 52

4. CALIBRATION OF WEIGHING SCALE — GASOLINE PUMPS/FEES FOR 59
SEALING AND LICENSING OF WEIGHTS AND MEASURES

e REVENUE OPERATION 62
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1. ISSUANCE OF BUSINESS TAX QUARTERLY BILLING STATEMENT 62
AND UPDATING OF BUSINESS CARD RECORDS

2. ISSUANCE OF BUSINESS TAX TERMINATION CERTIFICATE 63
3. OCCULAR INSPECTION OF BUSINESS ESTABLISHMENTS 64
4. RECORDING OF MARKET RENTALS & OTHER BUILDING RENTALS 65
5. PREPARATION OF RPT REPORTS
6. PREPARATION OF REPORTS ON DAILY COLLECTION, RIS AND 66
MONTHLY REPORT 67
7. ISSUANCE OF OFFICIAL RECEIPT & MONTHLY SUMMARY
COLLECTION 68
8. RECORDING AND PREPARATION OF REPORTS
9. REPORTS ON DAILY COLLECTION AND DEPOSITS 69
70
e ADMINISTRATIVE DIVISION
71
1. CERTIFIES AS CASH AVAILABILITY
2. PREPARATION OF TAX INFORMATION CAMPAIGN 71
3. RECEIVING OF INCOMING COMMUNICATION 72
72
e CASH DISBURSEMENT
1. PAYMENT FOR SALARIES AND WAGES OF MUNCIPAL OFFICIALS,
PERMANENT AND JOB ORDER EMPLOYEES, DCOMC TEACHING 76
AND NON-TEACHING PERSONNEL, SENIOR CITIZENS AND OTHER
OBLIGATIONS.

2. ISSUANCE OF CHECKS TO CREDITORS AS PAYMENT FOR VARIOUS
OPERATIONAL EXPENSES OF THE DIFFERENT DEPARTMENT OF THE | 77
MUNICIPALITY OF DARAGA

3. RELEASING OF FINANCIAL ASSISTANCE.

4. ENCASHMENT OF CASH ADVANCES FOR PAYMENT OF SALARIES 7
AND WAGES, & PREPARES OF SETTLEMENT REPORT. 78
5. POSTING OF CASH BOOK (GENERAL FUND, TRUST FUND & SEF)
6. PREPARATION OF CHECKS AND RECORDING OF CHECK
DISBURSEMENTS. 79
80
OFFICE OF THE MUNICIPAL PLANNING AND DEVELOPMENT 83
COORDINATOR / ZONING OFFICER
EXTERNAL SERVICES 87
87
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o O1 w N

O

. RENDER ASSISTANCE TO RESEARCHERS / ASSISTANCE TO DATA

RESEARCHERS REQUESTING FOR TECHNICAL INFORMATION/
DATA/ DOCUMENT

. BARANGAY CONCERNS
. APPLICATION FOR LOCATIONAL CLEARANCE FOR BUSINESS

PERMIT

. APPLICATION FOR LOCATIONAL CLEARANCE FOR BUILDING

PERMIT

. ISSUANCE OF ZONING VALIDATED CERTIFICATE OF OCCUPANCY
. ZONING CERTIFICATION

. APPLICATION FOR PRELIMINARY APPROVAL OF LOCATIONAL

CLEARANCE / SIMPLE SUBDIVISION PLAN

. APPLICATION FOR SUBDIVISION DEVELOPMENT PERMIT
. REQUEST FOR PROJECT MONITORING AND EVALUATION OF

DEVELOPMENT PROGRAMS/ PROJECTS/ ACTIVITIES

88
90

93

96

99
101

103
106
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OFFICE OF THE HUMAN RESOURCE MANAGEMENT OFFICER 123

o EXTERNAL SERVICES 126
1. APPLICATION TO JOB VACANCY IN THE LOCAL GOVERNMENT UNIT 126
OF DARAGA 129
2. HIRING OF CONTRACT OF SERVICE AND JOB ORDER EMPLOYEES 133
3. APPLICATION FOR ON-THE-JOB TRAINING/WORK IMMERSION 134

e INTERNAL SERVICES
1. APPLICATION FOR LEAVE 134
2. APPLICATION FOR TERMINAL LEAVE BENEFIT 136

3. REQUEST FOR SERVICE RECORD, CERTIFICATE OF EMPLOYMENT, 137
LEAVE CREDITS AND OTHER PERSONNEL RECORDS PERSONNEL

RECORDS 139
4. CHECKING OF DAILY TIME RECORD FOR ATTENDANCE 140
5. CHECKING OF PAYROLL OF JOB-ORDER CONTRACT AND

CONTRACT OF SERVICE EMPLOYEES 141
6. REQUEST FOR EMPLOYEE NUMBER FOR IDENTIFICATION CARD

7. ISSUANCE OF TRAVEL ORDER, AUTHORITY TO TRAVEL, OFFICE 142

ORDER, OFFICE MEMORANDUM AND OTHER RELATED HUMAN
RESOURCE DOCUMENTS

8. APPLICATION FOR ATM PAYROLL ACCOUNT FOR NEWLY HIRED 143
EMPLOYEES
9. APPLICATION OF LOAN: LANDBANK LIVELIHOOD LOAN SYSTEM AND | 144
DEVELOPMENT BANK OF THE PHILIPPINES (DBP)SALARY LOAN

10. OTHER HUMAN RESOURCE MANAGEMENT SERVICES 146
OFFICE OF THE MUNICIPAL CIVIL REGISTRAR 149
1. BIRTH REGISTRATION 151
2. DEATH REGISTRATION 152
3. MARRIAGE REGISTRATION 153
4. APPLICATION FOR MARRIAGE LICENSE 155
5. DELAYED REGISTRATION OF BIRTH 157
6. DELAYED REGISTRATION DEATH 159
7. DELAYED REGISTRATION OF MARRIAGE 160
8. OUT OF TOWN DELAYED REGISTRATION OF BIRTH 161
9. ELECTRONIC ENDORSEMENT 163
10. LCR FORMS and CERTIFICATION 164
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11. SUPPLEMENTAL REPORT APPLICATION 165

12. LEGITIMATION 167
13. AFFIDAVIT OF ACKNOWLEDGEMENT/ADMISSION OF 168
PATERNITY/AUSF

14. PROCESSING COURT DECREE (ADOPTION) 169
15. PROCESSING COURT DECREE (ANNULMENT) 171
16. PROCESSING OF other COURT DECISION 172
17. PROCESSING OF R.A. 9048 (CHANGE OF FIRST NAME) 173

18. PROCESSING OF R.A. 9048 (CORRECTION FOR CLERICAL ERROR) 175
19. PROCESSING OF R.A. 10172 (SEX, DAY & MONTH IN THE DATE OF

BIRTH) 176
OFFICE OF THE MUNICIPAL ASSESSOR 179
1. Securing Certifications on Tax Declaration, Property Holdings and with or 182
No Improvement

2. Securing Owner’s Copy of Updated Tax Declaration 183
3. Securing Assessment for New Building or Machinery 185
4. Cancelling, Revising or Correcting of Assessments 187
5. Annotating or Cancelling Loans or Mortgages on Tax Declaration 189
6. Verifying History of Real Property Tax Assessments or Tax Declaration 190
7. Verifying Property Location and Vicinity

8. Encoding of Newly Declared, Newly Transferred, Newly Revised, 191
Correction of Entry of Real Property and Cancelled Properties using E- 192

TRACS (Enhanced Tax Revenue Assessment and Collection System)
software

OFFICE OF THE GENERAL SERVICES OFFICER 197
1. SUPPLY AND PROPERTY MANAGEMENT 199
A. Inspection of delivered office and other supplies, materials, Office 199

Equipment, Information and communication technology equipment (ICT),
motor vehicle, construction equipment
B. Issuance of delivered office and other supplies, materials, Office 199
Equipment, Information and communication technology equipment (ICT),
motor vehicle, construction equipment

2. MAINTENANCES AND GENERAL SERVICES 200
A. Repair and Maintenance of motor vehicle, construction equipment, office 200
equipment, other property, plant and equipment, building and municipal

grounds

B. Registration and Insurance of government properties, motor vehicles,

dump trucks and heavy equipment 201

3. RECORDS AND ARCHIVES MANAGEMENT
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A. Inventory of property, plant and equipment and Real properties owned by 201
the Local Government of Daraga 202
B. Records Management

202
OFFICE OF THE MUNICIPAL AGRICULTURIST 205
1. PROVISION OF TECHNICAL/EXTENSION SERVICES 208
2. PROVISION/ DISTRIBUTION OF AGRICULTURAL INPUTS 212
3. PROVISION OF CONSULTATION AND TREATMENT SERVICES 213
4. PROVISION OF VACCINATION SERVICES 214
5. PROVISION OF CASTRATION SERVICES 215
6. PROVISION OF ARTIFICIAL INSEMINATION SERVICES 216
7. PROVISION OF DEWORMING SERVICES 217
8. ISSUANCE OF CERTIFICATION 218
9. PROVISION OF LIVESTOCK DISPERSAL AND RE-DISPERSAL 219
10. PROVISION OF FINGERLING DISPERSAL AND RE-DISPERSAL 220
11. PROVISION OF CROP AND LIVESTOCK INSURANCE TO PCIC 220

12. ENROLMENT TO THE REGISTRY SYSTEM FOR BASIC SECTORS IN 221
AGRICULTURE (RSBSA)

MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT 224
OFFICE
EXTERNAL SERVICES 229

1. ASSISTANCE TO INDIVIDUALS IN CRISIS SITUATION (AICS)
(TULONG SA MGA INDIBIDWAL NA NASA KRISIS NA SITWASYON (AICS)) | 235
2. ASSISTANCE FOR WOMEN AND CHILDREN IN DIFFERENT
SITUATIONS

(TULONG PARA SA KABABAIHAN AT MGA BATA SA IBA'T IBANG
SITWASYON) 239
3. EARLY CHILDHOOD CARE AND DEVELOPMENT (ECCD)PROGRAM
(PAGKUHA NG MAAGANG PAG-AARUGA AT PAGPAPAUNLAD SA

PAGKABATA (ECCD) NA PROGRAMA) 240
4. EMERGENCY RESPONSE AND REHABILITATION

(AGARANG PAGTUGON AT REHABILITASYON) 243
5. FAMILY WELFARE PROGRAM

(PROGRAMA PARA SA KAPAKANAN NG PAMILYA) 244

6. SOLO PARENT PROGRAM

SOLO PARENT ID APPLICATION/ RENEWAL
(PROGRAMA PARA SA MGA SOLO PARENT
APLIKASYON / PAGPAPARENEW NG SOLO PARENT ID) 246
7. VAWC MCAT/VAW

Violence Against Women and their Children (VAWC)
Municipal Committees on Anti-Trafficking/VAW
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(Komite ng Munisipyo Laban sa Karahasan sa Kababaihan at Kanilang mga
Anak (VAWC) at Anti-Trafficking) 250
8. REQUEST FOR SENIOR CITIZEN, PERSONS WITH DISABILITY, SOLO
PARENT, KALIPI ID CARDS

PAGHINGI NG SENIOR CITIZEN, PERSONS WITH DISABILITY, SOLO

PARENT, AT KALIPI ID CARDS 252
INTERNAL 252
1. LOCAL COUNCIL FOR THE PROTECTION OF CHILDREN 253

2. GENDER AND DEVELOPMENT PROGRAM

OFFICE OF THE MUNICIPAL HEALTH OFFICER 254
1. AVAILING OF OUT-PATIENT CONSULTATION 257
2. AVAILING OF OUT-PATIENT CONSULTATION 260
3. AVAILING OF SOCIAL HYGIENE CLINIC SERVICES 262
4. AVAILING OF SOCIAL HYGIENE CLINIC SERVICES 264
5. AVAILING OF LABORATORY SERVICES 266
6. SECURING OF MEDICAL CERTIFICATES 268
7. ENVIRONMENTAL SANITATION ISSUANCE OF SANITATION PERMIT & | 270

HEALTH CERTIFICATE
8. ENVIRONMENTAL SANITATION ISSUANCE OF SANITATION PERMIT & | 271
HEALTH CERTIFICATE

9. TB INTEGRATED DELIVERY OF TUBERCULOSIS SERVICES (TB- 272
IDOTS)

10. DENTAL EXAMINATION & TOOTH EXTRACTION SERVICES 275
OFFICE OF THE MUNICIPAL ENGINEER 278
1. SECURING A BUILDING PERMIT 281
2. SECURING OCCUPANCY PERMIT 287
3. SECURING OTHER PERMITS 290
4. OTHER FRONTLINE SERVICES 293
BUSINESS PERMIT AND LICENSING OFFICE 297
1. APPLICATION FOR NEW BUSINESS PERMIT 299
2. APPLICATION FOR RENEWAL OF BUSINESS PERMIT 301
3. COCKFIGHTING PERMIT 303
4. SPECIAL PERMIT 304
5. OTHER SERVICES (Authentication/ Certified True Copy) 306
6. MOTORIZED TRICYCLE OPERATOR’S PERMIT (MTOP) 307
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MUNICIPAL DISASTER RISK REDUCTION MANAGEMENT OFFICE 311
e [INTERNAL SERVICES

1. RECEIVE COMMUNICATION LETTER / MEMOS / REQUEST LETTER 316
e EXTERNAL SERVICES 317
1. BDRRMF CERTIFICATION 318
2. SEMINAR/TRAINING REQUESTED BY OTHER AGENCIES. 319
3. EMERGENCY RESPONSE 320
4. CCTV REVIEW 322
5. REQUEST COPY OF CCTV FOOTAGE 323
MUNICIPAL ENVIRONMENT AND NATURAL RESOURCES OFFICE 327
1. ISSUANCE OF MENRO CERTIFICATION/CLEARANCE 331
2. ISSUANCE OF ENDORSEMENT LETTER TO DENR FOR PERMIT TO 332
CUT TREE/S
3. MEDIATION ON ENVIRONMENTAL CONCERNS/ISSUES 333

4. RENDER ASSISTANCE TO RESEARCHERS / ASSISTANCE TO DATA 334
RESEARCHERS REQUESTING FOR TECHNICAL INFORMATION/ DATA/ 335
DOCUMENT

5. RESPONDING REQUEST FOR SOLID WASTE COLLECTION FROM
BARANGAYS, EDUCATIONAL INSTITUTION & OTHER ESTABLISHMENTS | 336
6. ACCOMMODATING REQUEST FOR FREE ORGANIC FERTILIZER

7. CONDUCT ORIENTATION/SEMINAR FOR MARRIAGE LICENSE 337
APPLICANTS
8. MONITORING QUARRY OPERATIONS 338
9. ATTENDING TO REQUEST FOR THE CONDUCT OF SOLID WASTE 339
MANAGEMENT (SWM) ORIENTATION/SEMINAR
DARAGA PUBLIC MARKET 341
1. MARKET CLEARANCE AND CERTIFICATION 345
2. APPLICATION TO LEASE MARKET STALL 346
3. GRANTING OF TRANSFER OF RIGHTS 347
4. APPLICATION FOR PROMOTIONAL AND MARKETING ACTIVITIES 348
5. CONSUMER COMPLAINTS SERVICE 349
6. REGISTRATION OF STREET VENDORS 350
7. REGISTRATION OF NIGHT MARKET VENDORS 351
CAGSAWA RUINS PARK AND RESORTS 353
1. ASSISTANCE TO RESEARCHERS 357
2. ASSISTANCE TO TOURISTS, GUESTS AND VISITORS 359
360
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3. COORDINATION WITH EVENT ORGANIZERS / COORDINATORS FOR
CONVENTION, SEMINARS, CONFERENCES, MEETINGS AND THE LIKE

4. ESTABLISHMENT OF TOUR ASSISTANCE CENTERS 362
5. RECEIVING OF INCOMING COMMUNICATION 363
6. RELEASING OF OUTGOING COMMUNICATION 365
DARAGA HUMAN RESOURCE DEVELOPMENT OFEICE 367

e EXTERNAL SERVICES 369
1. TRAINING FOR WORK SCHOLARSHIP PROGRAM (TWSP) 369
2. SPECIAL TRAINING FOR EMPLOYMENT PROGRAM (STEP) g;g

3. Free TVET (Universal Access to Quality Tertiary Education Act (UAQTEA)
4. SENIOR HIGH SCHOOL PROGRAM (VOUCHER PROGRAM)

5. PROVIDE ASSISTANCE TO TRAINEES / SCHOLARS ON HOW TO 372
ACCESS BIOMETRIC — ENABLED SCHOLARSHIP REGISTRATION 373
MANAGEMENT SYSTEM (BSRS)
6. ASSESSMENT CENTER

7. REGULAR PROGRAM 377
8. PROCESSING OF REQUEST FOR SCHOOL CREDENTIALS 378
9. ENROLMENT SERVICES 379
10. STUDENT DEVELOPMENT SERVICES 380
11. CAREER GUIDANCE SERVICES 381
12. INDUSTRY IMMERSION AND JOB PLACEMENT SERVICES ggg
DARAGA COMMUNITY COLLEGE 385
EXTERNAL SERVICES 385
1. APPEAL EOR LATE ISSUANCE OF ADMISSION SLIP 386
2. APPEAL FOR LATE ENROLLMENT 388
3. APPEAL FOR LATE RESIDENCE/DROPPING/LEAVE OF ABSENCE 389
4. APPLICATION FOR DEFERMENT FOR NEW ERESHMEN 389
5. APPLICATION EOR TRANSFER FROM OTHER 390

COLLEGES/UNIVERSITIES
6. ASSESSMENT AND PRINTING OF DROPPING SLIP OF NON-REGULAR | 391
STUDENT

7. AUTHENTICATION/VERIFICATION OF TRANSCRIPT OF RECORDS 392
8. PROCESSING OF TRANSCRIPT OF RECORDS 394
9. CLEARING OF ACCOUNTABILITY 397
10. SERVICES J. CLEARING OF INELIGIBILITY (ENTRANCE 397
CREDENTIAL)
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11. ISSUANCE OF CERTIFICATE OF CURRENTLY ENROLLED 398

12. ISSUANCE OF CERTIFICATE OF ENROLMENT HISTORY 399
13. ISSUANCE OF CERTIFICATE OF GRADE EQUIVALENCY 400
14. ISSUANCE OF CERTIFICATE OF GRADES 401
15. ISSUANCE OF CERTIFICATE OF SPECIAL ORDER (SO) 404
16. ISSUANCE OF CERTIFICATE OF UNITS GRADE 405
17. ISSUANCE OF CERTIFICATE OF UNITS EARNED 407
18. ISSUANCE OF CERTIFICATE OF WEIGHTED AVERAGE GRADE 408
19. ISSUANCE OF CERTIFICATION, AUTHENTICATION, VERIFICATION 409
(CAV)

20. ISSUANCE OF DIPLOMA AUTHENTICATION 411
21. ISSUANCE OF CERTIFIED TRUE COPY OF CERTIFICATE OF 412
GRADES

22. ISSUANCE OF CIVIL SERVICE EXEMPTION CERTIFICATE 414
23. ISSUANCE OF HONORABLE DISMISSAL 415
24. ISSUANCE OF LIST OF HONOR GRADUATES TO CIVIL SERVICE 417
COMMISSION (CSC)

25. SERVICES O. ISSUANCE OF CERTIFICATES OF GRADES FOR 418
CROSS- REGISTRANTS AND NON-DEGREE STUDENTS

26. NEW FRESHMEN AND NEW TRANSFER FROM OTHER SCHOOLS 419

AND COLLEGES/UNIVERSITIES (UNDERGRADUATE)
27. ISSUANCE IF CERTIFICATION OF BREAKDOWN OF MATRICULATION | 421
28. ISSUANCE OF CERTIFIED COPY OF ENTRANCE CREDENTIALS /

EXCHANGE OF MATRICULATION 422
29. ISSUANCE OF CERTIFIED TRUE COPY OF CERTIFICATE OF
GRADES 423
30. SHIFTEES WITHIN THE COLLEGE
31. ISSUANCE OF DCOMC PHOTO ID 424
32. PROCESSING OF CHANGE OF NAME 425
33. PROCESSING OF STUDENT COLLEGE CLEARANCE 426
34. FACULTY ACCOUNT ACTIVATION 427
35. ISSUANCE OF CERTIFICATE OF GOOD MORAL CHARACTER 428
36. ISSUANCE OF AUTHENTICATION OF SCHOOL ID 429
37. ISSUANCE OF CERTIFIED COPY OF ENTRANCE 430
CREDENTIALS/CHANGE OF MATRICULATION 431
38. SUBMISSION AND EVALUATION OF DOCUMENTS OF
SCHOLARSHIPS, AND PRIVILEGES STUDENTS 432
39. ISSUANCE OF SCHOLASTIC VERIFICATION
40. READMISSION FROM ABSENCE WITHOUT LEAVE (AWOL) 433
434
PUBLIC EMPLOYMENT SERVICE OFFICE 437
EXTERNAL SERVICES 441
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1. APPLICATION FOR PESO APPLICANT 441

2. APPLICATION FOR SPECIAL AND LOCAL RECRUITMENT ACTIVITY 442
3. APPLICATION FOR JOB POSTING 443
4. APPLICATION FOR SPECIAL PROGRAM FOR EMPLOYMENT OF 444
STUDENTS 445
5. APPLICATION FOR SUMMER JOB / LOCAL GOVERNMENT

INTERNSHIP PROGRAM 446
6. APPLICATION FOR REFERRAL LETTER

7. REQUEST FOR OFW ASSISTANCE 447

8. REQUEST FOR OTHER DOLE (GRANT-BASED) SERVICES PROGRAM | 448

OFFICE OF THE VICE MAYOR 450

EXTERNAL SERVICES 454

1. ACCOMODATING INQUIRIES OF PUNONG BARANGAYS 454

2. ACCOMMODATES/RECEIVES COMPLAINTS AGAINST 455

ERRING BARANGAY OFFICIALS

3. APPROVAL OF APPLICATION FOR ACCREDITATION OF THE CIVIL 456

SOCIETY ORGANIZATION (CSO), PEOPLE’S ORG. (PO)

INTERNAL SERVICES 458

1. LEGISLATIVE ACTION 458

2. RECEIVING COMMUNICATIONS FROM THE MAYOR'S OFFICE 459

3. RECEIPT OF BARANGAY BUDGETS & OTHER COMMUNICATION 461

4. ENDORSEMENT OF COMMUNICATIONS TO THE SANGGUNIANG

BAYAN MEMBERS 462

5. TRANSMITS MISCELLANEOUS COMMUNICATION TO THE

SANGGUNIANG BAYAN AND SB SECRETARY 463

SB LEGISLATION 466

EXTERNAL SERVICES

1. SOLICITATION 468

2. RECEIPT OF COMMUNICATION FROM THE OFFICE OF THE VICE 468
470

MAYOR

3. CALL FOR COMMITTEE HEARING

4. CALL FOR PUBLIC HEARING gé

OFFICE OF THE SECRETARY TO THE SANGGUNIAN 476

EXTERNAL
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1. APPLICATION FOR ACCREDITATION OF CIVIL SOCIETY 482
ORGANIZATIONS

2. APPLICATION FOR RECLASSIFICATION OF LAND 483
3. REQUEST FOR RECORDS AND CERTIFIED COPIES 485
INTERNAL SERVICES LEGISLATIVE PROCESSES 487
1. RECEIPT OF COMMUNICATIONS AND ACCOMMODATION OF 487

REQUESTS FOR THE SANGGUNIANG BAYAN'S REGULAR/SPECIAL
SESSIONS

2. FURNISHING OF NOTICE FOR THE NEXT REGULAR SESSION AND 488
MINUTES OF THE PREVIOUS SESSION FOR PERUSAL

3. CONDUCT OF REGULAR/SPECIAL SESSION 488
4. TRANSCRIPTION OF APPROVED ORDINANCES AND RESOLUTIONS 489
5. CONDUCT OF COMMITTEE MEETINGS/ PUBLIC HEARINGS 490
6. PRODUCTION AND FILING/CODIFICATION OF FINAL COPIES OF 491
RECORDS

DARAGA MUNICIPAL LIBRARY 496
EXTERNAL

1. Issuance of Daraga Municipal Library Card (DMLC) with Borrower’s Card 500
and Daraga Municipal Library Internet Card (DMLIC)

2. Reader’s Services 501
3. Checking-out (Borrowing) of Library Books 503
4. Checking-in (Returning) of Library Books 504
5. Photocopying of Books and other Library Resources 504
6. Computer Use and Internet Services 506
7. Free Wireless Internet Access (WI-FI) 507
8. Request for Library Accommodations 509
INTERNAL

1. MAINTENANCE OF THE LIBRARY 510
LOCAL YOUTH DEVELOPMENT OFFICE 512
1. YOUTH ORGANIZATION REGISTRATION PROGRAM 515
2: REVIEW OF ABYIP AND CBYDP OF SANGGUNIANG KABATAAN 516
3: RESPONDING TO COMMUNICATION/ CORRESPONDENCES 517

FORWARDED BY OFFICE OF THE CITY MAYOR AND OTHER
CONCERNED OFFICES TO THIS OFFICE
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OFFICE OF THE MAYOR

CITIZEN’S CHARTER
Revised 2025, 18t Edition
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OFFICE OF THE MAYOR

MANDATE

In line with the mandate of the Local Government Unit of Daraga under Republic Act No.
7160, the Office of the Mayor shall exercise general supervision and control over all
municipal programs, projects, services, and activities. Upholding good governance, it
ensures the enforcement of laws and ordinances, the efficient delivery of basic services, and
the provision of adequate facilities—fostering cultural preservation, economic prosperity,
social justice, and a sustainable, self-reliant community

VISION

The Office of the Mayor envisions a progressive Daraga with efficient public service,
adequate facilities, and transparent leadership. Committed to empowering communities,
preserving cultural heritage, and fostering a resilient economy, we strive to build a livable,
sustainable, and climate-smart municipality—positioning Daraga as the region’'s new
economic hub

MISSION

The Office of the Mayor is committed to generating resources and revenues to drive
sustainable development, focusing on agro-industrial growth, countryside progress, and
local employment. Through accountable leadership, we ensure efficient public services,
infrastructure development, environmental protection, and cultural preservation—building a
resilient and thriving Daraga for future generations.

SERVICE PLEDGE

As part of the Local Government Unit of Daraga, we, the personnel of the Mayor’s Office,
pledge to serve the municipality with dedication, integrity, and transparency. Guided by our
duty to uphold good governance, we commit to addressing the needs of our constituents
with excellence, ensuring the faithful discharge of our responsibilities in pursuit of the
municipality’s growth, progress, and public trust.
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OFFICE OF THE MAYOR

LIST OF SERVICES

1. RECEIVING OF / AND RESPONDING TO COMMUNICATIONS AND LETTERS
2. REQUEST FOR SCHEDULED MEETING OR COURTESY CALL WITH THE
MUNICIPAL MAYOR

3. BARANGAY CONCERNS AND REQUESTS

4. PROCESSING DOCUMENTS FOR MUNICIPAL MAYOR'S SIGNATURE

5. SOLEMNIZATION FOR MARRIAGE (CIVIL WEDDING)
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1. RECEIVING OF / AND RESPONDING TO COMMUNICATIONS AND
LETTERS

RECEIVING OF / AND RESPONDING TO COMMUNICATIONS AND
LETTERS

Communications and letters from Private Offices, Government
Agencies / Offices / Departments are received and recorded.
MAYOR'S OFFICE

Simple

G2G - Government to Government

G2C — Government to Citizens

Public

Request / Communication containing the | From the Individual / Agency / Department / Office
Date, Time, Contact Person, Contact concerned

Number, Name of Agency / Department /
Office and other essential information
regarding the concern. One (1) original,
One (1) Machine Copy

1. Present the 1. Receive the None 5 minutes Joan Osea
document at the communication or Admin Aide IV
Receiving Clerk of the| letter and affix _ _
Mayor’s Office the "Received" Aika Lachica
Admin Aide |

stamp on both
the original and
the receiving

copy
(photocopy).

Jona Serrano
Job Order Employee

1.1. Release the
stamped
receiving copy
which includes
the date, time,
receiver's name
and signature,
and control
number for
tracking and
follow-up of
requests.
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2. For follow-ups, the | 2. Record the None | 3 days, unless
communication request in the under Joan Osea
sender can go directly| logbook and exceptional Admin Aide IV
to the office or call the| forward it to the circumstances " h
number given by the | Executive Alka Lachica
o Admin Aide |
receiving clerk. Secretary of the
Mayor fpr further Jona Serrano
Instructions. Job Order Employee
3. Once the document 3. Release the None 3 days, unless Jason Adique
has been reviewed | documents to the under LLSO il (detailed)
wait for further clients or the exceptional
instructions to concerned circumstances - FTR(/:OdMas'lo g
determine the next | personnel / erk IV (detailed)
steps. departments. Joan Osea
Admin Aide IV
4. For 4.1. Log and None 3 days, unless Jason Adique

Communications /
Letters that needed to
be replied to, wait for
the call or response
from the Mayor’s
Office Staff.

acknowledge the
receipt of the
communication
4.2. Review and
determine its
content and
urgency before
forwarding to the
appropriate
department or
personnel

4.3. Once
reviewed and
response has
been decided, a
draft is prepared.
4.4. Perform
proofreading and
finalize the
content before
having the Mayor
sign the
communication
response.

4.5. Send or
assign to be
delivered to the
concerned

under
exceptional
circumstances

LLSO Il (detailed)

Franco Maso
Clerk IV (detailed)
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person / agency /

office

4.6. File the

receive copy for

record purposes
Total  None 3 days

I

2. REQUEST FOR SCHEDULED MEETING OR COURTESY CALL
WITH THE MUNICIPAL MAYOR

REQUEST FOR SCHEDULED MEETING OR COURTESY CALL
WITH THE MUNICIPAL MAYOR

The requesting party shall submit a request letter of appointment
meeting or courtesy call at the Mayor’s Office or they may send an
email at

MAYOR'S

OFFICE

Simple

G2G — Government to Government

G2C — Government to Citizens

Public

1. Request / Communication containing | From the Individual / Agency / Department /
the Date, Time, Contact Person, Contact | Office concerned

Number, Name of Agency / Department /
Office and other essential information
regarding the concern One (1) original,
One (1) Machine Copy
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3. BARANGAY CONCERNS AND REQUESTS

1. Submit a letter of | The authorized None 5 minutes Joan Osea
request for an staff will receive Admin Aide IV
appointment to the the documents _ _
Office of the Municipal and forward them Aika Lachica
Mayor. to the Secretariat Admin Aide |
Jona Serrano
Job Order Employee

2. Wait for a call or 2.The authorized None 3 Days Joan Osea
email response staff will call the Admin Aide IV
confirming the client to inform _
schedule with the them of the Jason Adique
Mayor. confirmed LLSO Il (detailed)

me_etlng_sc_:hedule, Queenie Buenaventura

which Wlll involve AA | (Casual)

the review,

evaluation, and

coordination of

the request

(approval or

notation).

2.1. The Mayor’s

Office staff will

update the client

on the availability

of the Mayor’s

schedule.

Total | None 3 days

4. BARANGAY CONCERNS AND REQUESTS

Receiving and documenting of Barangay Concerns and Requests.

MAYOR'S
OFFICE

Simple

G2G - Government to Government

Individual or Party from the Barangay Concerned

Request / Communication containing the ' From the Individual / Agency / Department / Office
Date, Time, Contact Person, Contact

concerned
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Number, Name of Agency / Department /
Office and other essential information
regarding the concern One (1) original,

One (1) Machine Copy

1. Submit a letter of | The authorized None 5 minutes Joan Osea
request for an staff will receive Admin Aide IV
appointment to the the documents
Office of the Municipal and forward them Aika Lachica
Mayor. to the Secretariat Admin Aide |
Jona Serrano
Job Order Employee

2. Wait for a call or 2.The authorized None 3 Days Joan Osea
email response staff will call the Admin Aide IV
confirming the client to inform
schedule with the them of the Jason Adique
Mayor_ confirmed LLSO Il (detailed)

meeting schedule, .

which will involve Queenie Buenaventura

the review, AAT(Casual)

evaluation, and

coordination of

the request

(approval or

notation).

2.1. The Mayor’s

Office staff will

update the client

on the availability

of the Mayor’s

schedule.

Total | None 3 days
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4. PROCESSING DOCUMENTS FOR MUNICIPAL MAYOR’S
SIGNATURE

PROCESSING DOCUMENTS FOR MUNICIPAL MAYOR’S
SIGNATURE

The Municipal Mayor, upon request, affixes his signature on public
documents that he is legally authorized to sign in his capacity as a
public official of the local government.
MAYOR'S OFFICE

Simple

G2G

Departments and offices of the Municipality

One (1) original, One (1) Photocopy of
Letter Request / Communication,
Transmittal containing essential
information regarding the concern.

Individual or Party from the Barangay Concerned

1. Submit the 1. The authorized None 5 minutes Aika Lachica

documents to the staff will received Admin Aide |

Office of the Municipal | the documents

Mayor. and forward it to Jona Serrano
proper authorized Job Order Employee
employee.

2. Wait for the 2. Verifies None 10 minutes Queenie Buenaventura

instructions / actions in | contents, of the AA | (Casual)

the Mayor’s Office documents 2.1

receiving / waiting area | Presents it to the
Municipal Mayor
for signature.

3. Receive the 3. Releases the | None 5 minutes Aika Lachica
documents documents and Admin Aide |
have the receiver
sign the logbook Jona Serrano

for the released Job Order Employee

documents

Total | None 20 minutes
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5. SOLEMNIZATION FOR MARRIAGE (CIVIL WEDDING)
SOLEMNIZATION FOR MARRIAGE (CIVIL WEDDING)

The Municipal Mayor, upon request of the contracting parties
solemnizes the couple’s marriage.

MAYOR'S OFFICE

Simple

G2C — Government to Citizens

Male and Female Couple Applicants who are both of legal age, single,
widow/widower; and without legal impediment to enter into marriage,
both or either one of the contracting parties a resident of Daraga,
Albay.

PSA Birth Certificate One (1) original, One| Philippine Statistics Authority
(1) Photocopy
Marriage License, One (1) original Municipal Civil Registry

1. Submit the original | 1.1. The None 5 minutes Jason Adique
copy of Marriage authorized staff LLSO Il (detailed)
License Office of the | will evaluate the .

Municipal Mayor. license and Queenie Buenaventura
conduct an initial AAT (Casual)
interview
regarding the
license and their
status.

1.2. Ask for the
contact details of
each couple.

2. Wait for the text or | 2.1. Line-up for None 5 Working

call for the confirmed | the next available Days

schedule of the Civil schedule.

Wedding 2.2. Coordinate
and inform the
client on the
available
schedule.

3. Process the The authorized None 5 minutes Paciano Goyena

Marriage Contract 5- | staff will give an Admin Aide |

days before the instruction to the

confirmed civil wedding client regarding Nelson Llandelar

schedule. the processing of Admin Aide |
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BAGONG PILIPINAS

4. Wait until the day of
Civil Wedding.

4. Inform the
client through call
or message
regarding the
restrictions during
civil wedding
ceremony.

None

5 minutes

Jason Adique
LLSO Il (detailed)

5. Appear 30 minutes
earlier before the
scheduled Civil
Wedding

1. Signing of
marriage contract
by the couple,
witnesses and
the Mayor.

2. The Mayor will
perform the
solemnization

1 hour

Total

None

5 working
days

Paciano Goyena
Admin Aide |

Nelson Llandelar
Admin Aide |

Municipal Mayor
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How to send
feedback

Answer the Client Satisfaction Measurement (CSM) form found at the
Receiving Area of this office and drop it in the designated drop box.

How feedbacks
are processed

Every Friday, the assigned personnel will open the drop box and
consolidate the CSM form. Feedbacks requiring response is forwarded to
the proper Administrative Division for appropriate action.

For inquiries and follow-ups, client may contact the details below:

Contact Website: daraga.gov.ph
Information Facebook page: https://www.facebook.com/daragapio?mibextid=LQQJ4d
Telephone number:
Email address: officemayorsO1@gmail.com
How to file a For walk-in clients: Answer the client Complaint Form found at the receiving
complaint area of the office and drop it at the designated “Complaints Box” at Daraga

Municipal Hall lobby beside the table of the desk officer (DO) of the day.

The complaints can also be filed email at

pdodaragalgu@gmail.com

through

How complaints
are processed

The assigned personnel will open emails on a daily basis and will open the
drop box and consolidate the complaints forms every Friday. The report
from the consolidated complaints will be forwarded to the Office Head,
upon evaluation, the Office Head will forward the complaints report to the
proper division for appropriate action.

The complainant shall be informed of the action through a letter which may
be sent through the contact information given/sent by the complainant.

Contact
Information of
CCB, PCC,
ARTA

e Anti-Red Tape Authority:

Text: 1-2782, 8478-5093

E-mail: complaints@arta.gov.ph
e CSC Contact Center ng Bayan CCB:

Text: 0908-881-6565

E-mail: email@contactcenterngbayan.gov.ph
e Presidential Complaints Center:

Call: 8888
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BAGONG PILIPINAS

OFFICE OF THE MUNICIPAL ACCOUNTANT

CITIZEN’S CHARTER
Revised 2025, 18t Edition
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OFFICE OF THE MUNICIPAL ACCOUNTANT

I. MANDATE

The Municipal Accounting Office is mandated to take charge of both the accounting
and internal audit services of the LGU and shall perform such duties and
functions as may be provided by law or ordinance.

II. VISION

To come up with a sound, effective and efficient accounting process.

lll. MISSION

To initiate safeguards or procedures and introduce necessary measures to facilitate
efficient and effective accounting process

IV. SERVICE PLEDGE

We commit to have:

Effective and efficient delivery of accounting services:

- 95 % of expenditures with no adverse COA audit findings

- 100 % of Bank Reconciliation completed within 5 days from receipt of Bank
Statement

- 100 % of Financial Report to be submitted on or before the 10™ day of the following
month

- 95 % of cash advance be liquidated

'- 95 % of Budget be utilize
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Office of the Municipal Accountant

Simple

G2G- Government to Government, Government to Private Sector

Citizen's Charter

ARTA Task Force of the Agency availing the
Sevice

for Payment of Interest
and Loan
Amortization/preparation
of JEV

1. National Gov’'t | Remittances and None 5 days A. Cabilles
Agencies Contributions are Accountant |1l
Requires the prepared including J. Villanueva
Remittance of Vouchers and Acct., AOV
Employees Cont. = Advise before the 10 M. Capin
. Accountant Il
and counterpart | day of the following M. Mafio
on the 10‘_h Day of = month Laborer |
the following J. Millena
Month such as: Admin Aide VI
a. GSIS H. Brofiosa
b. HDMF Bookkeeper (COS)
c. Philhealth
d. BIR
2. DILG Quarterly | Preparation of Various None 7 days A. Sallan
Report (SGLG) Reports to be submitted Municipal Accountant
to DILG on or before the A. Cabilles
deadline Accountant Il
J. Villanueva
AOV
J. Dandal
Admin Asst. Il
3. DBP Preparation of Voucher | None 3 days A. Sallan

Municipal Accountant
J. Villanueva
AOV
G. Marbella
Admin Aide VI
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4. COA Submission of Financial | None 2 weeks for A. Sallan
Report of the Financial Municipal Accountant
Municipality or before Reports & 5 A. Cabilles

the 20t day of the ff. days for Bank Accountant Il
month including the Reconciliation J. Villanueva

o AOV
Bank Reconciliation M. Capin

Accountant Il
C. Mallete
Admin Aide IV

J. Moneda
Preparation of Adm. Ald.e I
Documents to be L. Lomerio

submitted to COA Bookkeeper (COS)
E. Mesa

Adm. Aide |
R. Morada
Bookkeeper (COS)
K. Llanto
Bookkeeper (JO)

Review all Supporting None 2 weeks for A. Sallan
Docs. pertaining to 54 review of Bgy. Mun. Accountant
Barangay transaction for Transactions S. Evangelista
submission of Financial and 2 weeks Bookkeeper (COS)
Report for the F. Evangelista
preparation of Bookkeeper (COS)
Bgy. Financial C. Sallan
report Bookkeeper (COS)
M. Mondragon
Adm. Aide |
J. Robrigado
Bookkeeper (COS)
M. Macinas
Bookkeeper (COS)
S. Llasos
Bookkeeper (COS)
J. Fajardo
Bookkeeper (COS)
H. Pantino
Bookkeeper (COS)
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E. Castuera

Bookkeeper (COS)
J. Mascarifias
Adm. Asst. Il
5. Permanent and| Preparation of Payroll for None 3 days A. Sallan
Job Regular Employees and Mun. Accountant
Order Employees | Checking of Payroll of Job A. Cabiles
Employees and Prepare Accountant llI
the Cash J. Villanueva
Advance for payment of AOV
Salaries and wages M. Capin
Accountant Il
J. Mlllena
Adm. Aide VI
H. Brofiosa
Bookkeeper (COS)
L. Lomerio
Bookkeeper (COS)
6. Barangay Review Bgy. Transactions | None 1 day A. Sallan
Officials and prepare monthly Mun. Accountant

Transmittal Report

S. Evangelista
Bookkeeper (COS)
F. Evangelista
Bookkeeper (COS)
C. Sallan
Bookkeeper (COS)
M. Mondragon
Adm. Aide |
J. Robrigado
Bookkeeper (COS)
M. Macinas
Bookkeeper (COS)
S. Llasos
Bookkeeper (COS)
J. Fajardo
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Bookkeeper (COS)
H. Pantino
Bookkeeper (COS)
E. Castuera
Bookkeeper (COS)
J. Mascarifias
Adm. Asst. Il

7. Persons availing | Review papers for those None 3 hours if A. Sallan
AICS/ persons asking for documents are Mun. Accountant
Dealers/Contractors | assistance/Review complete A. Cabiles
Documents to Accountant IlI

vouchers/prepares JEV G. Marbella
Adm. Aide VI

V. Velasco

Adm. Aide |

C. Mallete
Adm. Aide IV

See Annex
Schedule
Total | None
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How to send
feedback

BAGONG PILIPINAS

Answer the Client Satisfaction Measurement (CSM) form found at the
Receiving Area of this office and drop it in the designated drop box.

How feedbacks
are processed

Every Friday, the assigned personnel will open the drop box and
consolidate the CSM form. Feedbacks requiring response is forwarded to
the proper Administrative Division for appropriate action.

For inquiries and follow-ups, client may contact the details below:

Contact Website: daraga.gov.ph
Information Facebook page:
Telephone number:
Email address:
How to file a For walk-in clients: Answer the client Complaint Form found at the receiving
complaint area of the office and drop it at the designated “Complaints Box” at Daraga

Municipal Hall lobby beside the table of the desk officer (DO) of the day.

The complaints can also be filed email at

pdodaragalgu@gmail.com

through

How complaints
are processed

The assigned personnel will open emails on a daily basis and will open the
drop box and consolidate the complaints forms every Friday. The report
from the consolidated complaints will be forwarded to the Office Head,
upon evaluation, the Office Head will forward the complaints report to the
proper division for appropriate action.

The complainant shall be informed of the action through a letter which may
be sent through the contact information given/sent by the complainant.

Contact
Information of
CCB, PCC,
ARTA

e Anti-Red Tape Authority:

Text: 1-2782, 8478-5093

E-mail: complaints@arta.gov.ph
e CSC Contact Center ng Bayan CCB:

Text: 0908-881-6565

E-mail: email@contactcenterngbayan.gov.ph
e Presidential Complaints Center:

Call: 8888
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BAGONG PILIPINAS

OFFICE OF THE MUNICIPAL BUDGET
OFFICER

CITIZEN’S CHARTER
Revised 2025, 18t Edition
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OFFICE OF THE MUNICIPAL BUDGET OFFICER

MANDATE

The Municipal Budget Office is mandated to assist the Local Chief Executive in the
preparation of the Annual and Supplemental Budgets of the municipality and in all
other budgetary concerns. The office is also tasked in pre-review of the
annual/supplemental budgets of the local barangays and Sangguniang Kabataan.

VISION

To come up with an LGU budget that synchronizes the planning, budgeting and
revenue administration to attain efficient and effective delivery of budgetary
management services.

MISSION

To develop a more improved systematic techniques and procedures in the budgetary
process thru computerization program.

SERVICE PLEDGE

We commit:

Consensus and efficient participation in the formulation of sound financial plans,
budgeting policies and guidelines, participative governance and transparency and

accountability to attain fiscal discipline, budget efficiency and effective utilization of
resources.
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BAGONG PILIPINAS

1. ASSISTANCE TO BARANGAY REGARDING BUDGET

1. ASSISTANCE TO BARANGAY REGARDING BUDGET

Office of the Municipal Budget Officer

Simple

G2G-Government to Government

1. Documents for evaluation and
technical assistance (1 original)

All Government Agencies, LGUs, GOCCs, and other Government

Instrumentalities

1. Client from the concerned barangay

1. Client signs | 1.1. Let the None 3 mins Aljhon Rei LI. Trance
in the logbook | Client sign-in in Administrative Assistant Il
the logbook
1.2. Conduct a
brief interview
2. Barangay 2. Evaluates, None lhr.
officials and recommends and Salvacion O. Paja
other clients renders technical ICO —MBO
seek technical @ assistance Aldrin M. Magallano
assistance A |\?
regarding
barangay
budgets and
other financial
matters
2.1. Presents
the documents
for evaluation
and technical
assistance
3. Filling out 3. The staff will none 2 minutes Aljhon Rei LI. Trance
the Client ask if the client Administrative Assistant
Satisfaction could complete
Measurement | the CSMF and

Form (CSMF)

assist if needed.
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Is optional for
the client.

Total None 1 hour

2. ASSISTANCE TO BARANGAY REGARDING ANNUAL AND
SUPPLEMENTAL BUDGET

2. ASSISTANCE TO BARANGAY REGARDING ANNUAL AND
SUPPLEMENTAL BUDGET

Providing technical assistance to barangays in the preparation of their
annual and supplemental budgets to ensure compliance with budgetary
policies and regulations

Office of the Municipal Budget Officer

G2G-Government to Government

All Government Agencies, LGUs, GOCCs, and other Government
Instrumentalities

1. Documents for evaluation and
technical assistance (1 original)

1. Client from the concerned barangay

1. Client signsin | 1.1. Let the None 1 minute Aljhon Rei LI. Trance
the logbook Client sign-in in Administrative Assistant Il
the logbook
2. Barangay 2. Conduct a None 2 Minutes
officials and brief interview Aldrin M. Magallano
other clients AAs IV
seek technical
assistance
regarding annual
and
Aldrin M. Magallano

MUNICIPALITY OF DARAGA - CITIZENS CHARTER Revised 2025, 15 Edition | 39



supplementary
budgets

2.1. Presents the
documents for
evaluation and
technical
assistance

2.1 Pre-review
the

Annual/
Supplemental
barangay and
SK budgets

2.2 Endorse the

5 days

AAs IV

Aldrin M. Magallano

pre-reviewed 3 minutes AAs IV
barangay and
SK budgets to
the SB for final
review and
approval
3. Receive the 3. Have the None 3 minutes
SB approved client receive the Aldrin M. Magallano
budget approved budget AAs IV
3.1. Let the
3.1 Affix their Client sign-in in
signature in the | the logbook for
“‘Received” received
logbook documents
4. Filling out the | 4. The staff will none 2 minutes
Client ask if the client Alihon Rei LI. Trance
Satisfaction could Complete Administrative Assistant Il
Measurement the CSMF and
Form (CSMF) is | assist if needed.
optional for the
client.
Total | None 5 days
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INTERNAL

3. SUBMISSION OF DEPARTMENTS HEADS / SECTION CHIEFS /LEE
HEADS REGARDING ANNUAL AND SUPPLEMENTAL BUDGET
DURING THE BUDGET PREPARATION PHASE

3. SUBMISSION OF DEPARTMENTS HEADS / SECTION CHIEFS
/LEE HEADS REGARDING ANNUAL AND SUPPLEMENTAL
BUDGET DURING THE BUDGET PREPARATION PHASE

Facilitation of annual and supplemental budget submissions from
department heads, section chiefs, and LEE heads during the budget
preparation phase

Office of the Municipal Budget Officer

Simple
G2G-Government to Government

All Government Agencies, LGUs, GOCCs, and other Government
Instrumentalities

3. Different .1 Review and | None 2 weeks Salvacion O. Paja
departments/section | consolidate ICO - MBO,
chiefs’ /LEE heads the budget Jov L F
submit their budget | proposals oy L. Fungo
proposals for Annual/ AAs | (Bookbinder ),
Supplementgl 3.2 Prepares Ma Cristina M. Montallana
budgets during the the necessary AO I,
Budget Preparation documents
Phase. needed Aldrin M. Magallano
AAs IV,

3. Filling out the 3. The staff none 2 minutes _ _
Client Satisfaction will ask if the Aljhon Rei LI. Trance
Measurement Form | client could Administrative Assistant Il
(CSMF) is optional for| complete the
the client. CSMF and

assist if

needed.
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Total | None 2 weeks

4. PREPARATION OF ADVICE ON ALLOTMENT OF BUDGET FOR
DIFFERENT DEPARTMENTS/ LEE

4. PREPARATION OF ADVICE ON ALLOTMENT OF BUDGET FOR
DIFFERENT DEPARTMENTS/ LEE

Issuance of Advice of Allotment to authorize departments and Local
Economic Enterprises (LEE) to incur obligations based on their approved
budget.

Office of the Municipal Budget Officer

Simple

G2G-Government to Government

All Government Agencies, LGUs, GOCCs, and other Government
Instrumentalities

4. Budget Prepares Advice| None | 3days Salvacion O. Paja
Implementation | of Allotment for the ICO - MBO
of each different

department as departments/LEEs
per approved
Annual/
Supplemental
budgets

Total | None | 3 days
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5. VARIOUS FINANCIAL, BUDGETARY AND OTHER DOCUENTS
FOR VERIFICATION

5. SUBMISSION OF VARIOUS FINANCIAL, BUDGETARY AND OTHER
DOCUMENTS FOR VERIFICATION

Verification of financial, budgetary, and other documents to ensure
compliance with government policies and budgetary regulations.

Office of the Municipal Budget Officer

Simple
G2G-Government to Government

All Government Agencies, LGUs, GOCCs, and other Government
Instrumentalities

5. Submit 5.1 None | 10min Jocelyn A. Paje
various financial, | Verifies/checks AOQ IV,
budgetary and PRs, OBRs,
other documents | PPMP, Job Joy L. Fungo
for verification, | Order, Contract AAs | (Bookbinder I11),
checking and of Service; and Aldrin M. Magallano
signature of the | other pertinent AAs IV,
MBO documents and ,
records it in the Ma Cristina M. Montallana
RAAO and AO Il
logbook ‘

Aljhon Rei L. Trance
Administrative Assistant Il

Joan P. Millena
Laborer I,

Emerson L. Malasa
AA |,

Randolph B. Torre
AA,

John Geoffrey Guerrero
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JO — Technical Staff,

Myrnaloy Decena
JO — Technical Staff

Joy L. Fungo

. AAs | (Bookbinder III),
5.2. None | 20 minutes
Communication Randolph
letters/circulars Torre
are officially AAI,
transmitted to
the offices Emerson L. Malasa

concerned and AA

other documents
John Geoffrey Guerrero

];I(la?gr:;rce JO - Technical Staff,
PUIPOSE Myrnaloy Decena

JO — Technical Staff

Total | None 30 minutes

6. LIQUIDATION OF OBLIGATION REQUEST

6. LIQUIDATION OF OBLIGATION REQUEST

Review and verification of Obligation Requests to ensure proper
liquidation and compliance with budgetary guidelines.

Office of the Municipal Budget Officer

Simple
G2G-Government to Government

All Government Agencies, LGUs, GOCCs, and other Government
Instrumentalities
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6. Liquidation of | Prepares None 20 minutes Joan P. Millena

Obligation Obligation Laborer Il
Request Request for
liquidation Emerson L. Malasa
AA |

Total | None 20 minutes

7. PREPARATION OF BUDGETARY / FINANCIAL REPORTS

7. PREPARATION OF BUDGETARY / FINANCIAL REPORTS
Preparation of budgetary and financial reports to monitor fund
utilization and ensure compliance with fiscal policies

Office of the Municipal Budget Officer

Simple

G2G-Government to Government

All Government Agencies, LGUs, GOCCs, and other Government
Instrumentalities

7. Budgetary/ Prepares None 5 days Salvacion O. Paja
Financial Report budgetary/ ICO - MBO
financial reports
for submission Joy L. Fungo
to DILG and AAs | (Bookbinder IIl),
other offices -
concerned Ma. Crlstlnig/l.“Montallana
Total | None 5 days
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BAGONG PILIPINAS

FEEDBACK AND COMPLAINTS MECHANISM

How to send
a feedback?

Answer the Client Satisfaction Measurement (CSM) form found at the
Receiving Area and drop it in the designated drop box found at the corner,
beside the door of the Municipal Budget Office.

How Every Friday, the assigned personnel will open the drop box and consolidate
feedbacks the CSM form. Feedbacks requiring response is forwarded to the proper
are Administrative Division for appropriate action.
processed?
For inquiries and follow-ups, client may contact the details below:
Contact Website: daraga.gov.ph
Information Telephone number: +63-931-892-9632
Email: mbodaraga@yahoo.com.ph
How to file a | For walk-in clients: Answer the client Complaint Form found at the receiving
complaint? area of the office and drop it at the designated “Complaints Box” at Daraga
Municipal Hall lobby beside the table of the desk officer (DO) of the day.
The complaints can also be filed through email at pdodaragalgu@gmail.com
How The assigned personnel will open emails on a daily basis and will open the
complaints drop box and consolidate the complaints forms every Friday. The report from
are the consolidated complaints will be forwarded to the Office Head, upon
processed? | evaluation, the Office Head will forward the complaints report to the proper
division for appropriate action.
The complainant shall be informed of the action through a letter which may
be sent through the contact information given/sent by the complainant.
Contact e Anti-Red Tape Authority:
Information Text: 1-2782, 8478-5093
of ARTA, E-mail: complaints@arta.gov.ph
CSC CCB, e CSC Contact Center ng Bayan CCB:
PCC Text: 0908-881-6565

E-mail: email@contactcenterngbayan.gov.ph
e Presidential Complaints Center:
Call: 8888
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OFFICE OF THE MUNICIPAL TREASURER

CITIZEN’S CHARTER
Revised 2025, 18t Edition
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OFFICE OF THE MUNICIPAL TREASURER

l. Mandate:

Keep a detail account of money received and pay all obligations incurred in accordance with
the prescribed rules and regulations, law and ordinance.

[l. Vision:

An efficient transparent and productive fiscal organization for effective administration
particularly in the collection, custody and disbursement of funds, with responsible, honest,
competent and friendly staff to support the Local Government to achieve its financial goal and
objectives.

[1l. Mission:

To generate revenues thru systematic and efficient collection of taxes, fees and charges
accruing to the Local Government in accordance with the existing laws and ordinances, and
to take custody and proper management of funds in order to sustain and maintain the financial
needs and development of the municipality.

V. Service Pledge:

We commit to:

. Provide high quality standards of service delivery.

. Respond efficiently and effectively to client’s needs.

o Adhere to highest standards of professionalism and code of conduct.

. Constantly improve the effectiveness and quality of our internal process and
system.

° Attend to all applicants or requesting parties who are within the premises of the

office prior to the end of official working hours and during lunch break.

MUNICIPALITY OF DARAGA - CITIZENS CHARTER Revised 2025, 1°" Edition | 48



BAGONG PILIPINAS

Revenue Collection

1. Community Tax Certificate

A Community Tax shall be imposed on persons, natural or juridical residing in the
municipality.

Municipal Treasurer’s Office

Simple
G2C, G2B

18 years old and above

One(1) Government Issued Professional License, GSIS, SSS, Philheath, BIR
Identification

Passport, National ID

1. Payment 1. Collect Individual Collector
and issuance payment and Taxpayer _
of Community issue CTC. Basic - Renee Rose Lorica
Tax Certificate PHP 5 Admin Asst |
(CTC). 1.00/every 3 minutes
1,000 of Michelle May Mafago
gross Admin Aide VI
income for
business/ Ma. Bingelen Antivola
profession Admin Aide V
but not
exceeding Yolina Padilla
PHP 5,000. Admin Aide llI
Corporation May-Ann Dumagsa
Basic Admin Aide IlI
PHP 5
PHP Jenelita Balgafion
2.00/every Admin Aide Il
PHP 5,000
of gross Lanie Soriano
income but Admin Aide 1lI
not
exceeding
P10,000.
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Total

See the

Table of
Fees

3 minutes

2. REAL PROPERTY TAX

Municipal Treasurer’s Office

Simple

G2C, G2B, G2G

1. Copy of latest Tax

Land Tax Owners

Declaration

Assessor’s Office

2. Copy of RPT official receipt

1. Present required

Look for RPTAR

Melchor Ricacho

documents. in the record 10 minutes Admin Aide V
section and _
research in case eryle Ebarsabal
of delinquent Bookkeeper
taxpayers. Albert Orlain
Bookkeeper
Emily Cending
Office Clerk
Ruth Yvonne Neo
Office Clerk
10 minutes
Preparation of Sandra Mapa
RPT billing. Admin Aide Il
Mae Jade Villanueva
Office Clerk
Efren T Delos Santos
Office Clerk
2. Payment of Issuance of For Collectors:
billing. Official Receipt. prompt 3 minutes
payment: Michelle May Mafago

Admin Aide VI
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Ma Bingelen Antivola

Assesse Admin Aide V
d Value
X 204 = May-Ann Dumagsa
tax due Admin Aide |
It Jenelita Balgafion
. Admin Aide llI
applicabl
e a
penalty Melchor Ricacho
Posting of of 2% Admin Aide V
payment on tax per 5 minutes _
ledger. month Margie Atos
but not Admin Aide V
exceedin Mirvie Eb bal
g 72% 1 minute Igo?)kkeaersgr a
Releasing of will b
official receipt. apply. Albert Orlain
Bookkeeper
Emily Cending
Office Clerk
2
2. Request for tax Collectors:
clearance.
Check RPTAR Renee Rose Lorica
and prepare tax Admin Asst |
Payment of tax clearance. Php L anie Soriano
clearance and 150.00 3 minutes -
e Admin Aide V
Certificate of Tax
Payments. Yolina Padilla
Admin Aide llI
May-Ann Dumagsa
Admin Aide IlI
Ma Bingelen Antivola
Admin Aide V
Preparation of tax 15 minutes
clearance.
Sandra Mapa
Admin Aide IlI
1 minute Mae Jade Villanueva
Releasing of tax Office Clerk

clearance.
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Total | See the 48 minutes
Table of
Fees

3. FEES AND CHARGES
Municipal Treasurer’s Office

Simple
G2C, G2B, G2G

All

Order of Payment Concerned office.
1. Secure Order
of Payment from Client
the concerned
office.
2. Get a number Mark Vicente
from queuing Ludovice
System and Office Clerk
proceed to
assigned
counter. Collect Service Fee
_payment_ a_md for I—_Iealt_h Collectors:
3.Payment. issue official Examination
receipt. Medical Renee Rose Lorica
Certificate: Admin Asst |
Php100.00
Medico-legal Michelle May
Cert Php 1 minute Mafiago
100.00 Admin Aide VI
Autopsy report .
Php150.00 MaAEt'icgge“
Health Card Admin Aide VV
Php100.00
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Screening
1.New born
screening:
Php1,7500.00
2.Smearing
Php100.00

Dental
Services:
1.Extraction
per tooth
Php150.00
2.Dental
clearance for
employment

Medical
Screening:
1.Expanded
New Born
Screening
Php1,750.00
2.Smearing/Gr
am Stain
Php100.00
Laboratory
fees:
1.Preganancy
Test
Php150.00
2.Complete
Blood Count
Php150.00
3.Hemoglobin
and Hematocrit
Determination
Php100.00

4.Platelet count
Php150.00
5.CTBT
Php100.00
6.Blood Typing
Php100.00
7.RPR 100.00

3 minutes

Yolina Padilla
Admin Aide Il

May-Ann Dumagsa
Admin Aide Il

Jenelita Balgafion
Admin Aide Il

Lanie Soriano
Admin Aide Il

Collectors:

Renee Rose Lorica
Admin Asst |

Michelle May
Mafiago
Admin Aide VI

Ma.Bingelen
Antivola
Admin Aide V

Yolina Padilla
Admin Aide Il

May-Ann Dumagsa
Admin Aide llI

Jenelita Balgafion
Admin Aide IlI

Lanie Soriano
Admin Aide Il
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8.Gram’s Stain
Php100.00
9.Routine
Urinalysis
Php100.00

Permit Fees
on Tricycle
Operation:

There shall be
collected an
annual fee in

the amount of

Five Hundred

Pesos
(Php500.00) for
the operation of
tricycle-for-hire.

a.Transfer Fee
(Petition to
Transfer
MTOP)
Php5,000.00
Petition to
transfer
MTOP to
immediate
Members
(spouse,
children,
brother or
sister)
Php500.00

b.Substitute fee
(Petition to
substitute
unit/Motorcycle
) Php300.00

c.Franchise
(MTOP)
Application fee
(for New

1 minute

Collectors:

Renee Rose Lorica
Admin Asst |

Michelle May
Mafiago
Admin Aide VI

Ma.Bingelen
Antivola
Admin Aide V

Yolina Padilla
Admin Aide Il

May-Ann Dumagsa
Admin Aide IlI

Jenelita Balgafion
Admin Aide Il

Lanie Soriano
Admin Aide Il
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Applicant of
franchise/MTO
P) Php2,000.00

d. Fare
adjustment fee
(for fare
increase)
Php300.00

e.Filing fee (for

amendment of
MTOP to

another other
change of

ownership of
MTOP)

Php500.00

(For petition for

renewal/extensi

on of MTOP for

another three

(3) years
Php500.00
For every

additional unit
Php100.00

f. Service fee
Php100.00

Permit fee for
Cockpits/
Operators/
Licensees/
Promoters
and Cockpit
Personnel
a. From
the
owner/o
perator/li
censees

1 minute

6
Collectors:

Renee Rose Lorica
Admin Asst |

Michelle May
Mafiago
Admin Aide VI

Ma. Bingelen
Antivola
Admin Aide V

Yolina Padilla
Admin Aide Il

May-Ann Dumagsa
Admin Aide Il

Jenelita Balgafion
Admin Aide IlI

Lanie Soriano
Admin Aide Il
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of the
cockpit:

1.Application
fee Php500.00
2.Annual
cockpit permit
fee
Php1,000.00

b. From cockpit
personnel
1 minute
1.Promoter/Ho
sts Php500.00
2.Pit Manager
Php150.00
3.Referee
Php250.00
4.Bet Taker
“Kristo/Llamdor
Php200.00
5.Bet Manager
“Maciador/Kas
ador
Php150.00
6.Gaffer
“Mananari”
Php250.00
7.Cashier
Php150.00
8.Derby
(Matchmaker)
Php150.00

Municipal
Assessor’s
Fee
Certification
Fee:

a. Certified true
copy of tax
declaration and
other
certification
related to Real
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Property
Taxation
Php150.00
b. Tax Maps
(certified xerox

copy)
Php100.00

b. Certified
Xerox
copy

Php100.
00

Service fee
a. Transfer
of
Owners
hip
Php100.
00

c. Researc
h
Php150.
00

c. Inspection
fee
*Agricultural
Php100.00
*Residential
Php150.00
*Commercial/ln
dustrial
Php200.00

Municipal
Agriculture
Fees
a.Certification
fee Php100.00
b.Organic
Fertilizer
Php350.00/bag
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c.Fruit Tree
Seedlings and
other Planting
Materials
Php50-100/pc

d.
Vegetables/Ro
ot Craft — rates
varied depends

on prevailing
market price

MSWD Fees
a. Pre-Marriage
Counseling
Php100.00
b.
Replacement
of Lost ID’s
(Senior Citizen,
PWD'’s, Solo
Parent)
Php100.00

For Building
Permit,
Zoning/Locatio
nal Clearance,
Licensing
Permits,
Inspection
fees, Market
fees, Civil
Registrar fees
and other fees
and charges,
kindly secure
an order of
payment from
the concerned
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department/offi

ce,
4. Present Official
receipt to the
concerned office.

7
Total See table of 10 minutes
fees

4. CALIBRATION OF WEIGHING SCALE - GASOLINE PUMPS/FEES
FOR SEALING AND LICENSING OF WEIGHTS AND MEASURES

Municipal Treasurer’s Office

Complex

G2B

Business Owners

a. For sealing

1. Business 1.1. Send linear metric
owner Notice of measures:
prepares Inspection /
document for | Calibration Not over one (1)
: : meter
inspection
. PHP
1.2. Onsite
) 150/quarter
Inspection M
easure over 30minutes
one (1) meter
PHP250/
Quarter
b. For Sealing Nevel Teves
metric Admin Aide Il
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measures of Elegio Il Madronio
capacity: Clerical Aide

Not over ten
(10) liters PHP
150/

Quarter

1 hour /

Over ten (10) establishment

liters
PHP
250/quarter

c. For Sealing
metric
instruments of
weights:

With capacity of
not more than
30kg

PHP150/

quarter 8

With capacity of
more than 30kg
but not more
than 300kg.
PHP 200/
quarter

With capacity of
more than than
300kg but not
more than
3000kg

PHP 250/ Nevel Teves
quarter Admin Aide IlI

with capacity of Elegio Il Madronio
more than Clerical Aide

3000kg
PHP 350/
Quarter

30minutes

d. For sealing
apothecary
balances of
precision
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2. Pay at the
counter

1.3. Sealing
of weighing
scale and
pasting
sticker

1.4. Prepare
order of
Payment

2. Issuance
of receipt

e. for sealing
scale or balance
with complete
set of weights:
For each scale
or balance or
other balances
with complete
set of weights
for use
therewith PHP
250/ quarter

For each extra
weight:
PHP150/
quarter

f. for each and
every re-testing
and re-sealing
of weights and
measures
instruments
including
gasoline pumps
outside the
office upon
request of the
owner or
operator, an
additional
service charge
of PHP 100
for each
instrument shall
be collected.

1 hour /
establishment

5 minute

5 minutes

Nevel Teves
2.

Collectors

Renee Rose Lorica
Admin Asst |

Michelle May Mafiago
Admin Aide VI

Ma.Bingelen Antivola
Admin Aide V

Yolina Padilla
Admin Aide Il

May-Ann Dumagsa
Admin Aide Il

Jenelita Balgafion
Admin Aide IlI
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Lanie Soriano
Admin Aide I

Nevel Teves
Admin Aide Il

10

of calibration

3. Issuance
3. Present of
Official receipt | certification 5 minutes

Total

See table of
Fees

3 hours and 15
minutes

Revenue Operation

1. ISSUANCE OF BUSINESS TAX QUARTERLY BILLING STATEMENT
AND UPDATING OF BUSINESS CARD RECORDS

Municipal Treasurer’s Office — Business One Stop Shop (BOSS)
Simple
G2B

Business Owners

Business Owner/Liason

s |GG TR e
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1. Request for

1.1. Assess

Josie Marfil
Admin Aide IV

Statement of Business Tax, 5 minutes I i
account. Fees & Charges | none Rommel Laguilles
Admin Asst |
Desiree Romero
Office Clerk
1.2. Update _ _
business card Jos_le Iv_larfll
records of all Admin Aide IV
businesses of this None 2 minutes/ Richiele Marilag
Municipality. business Office Clerk
11
Total | none 7 minutes

2. ISSUANCE OF BUSINESS TAX TERMINATION CERTIFICATE

Municipal Treasurer’s Office

Simple

G2B

1.0riginal copy of Mayor’s Permit.

Business Owners

Client

of Closure

2.Letter of closure: Indicate Effectivity

operating.

3.Certification from the Barangay
Captain that the business is no longer

4. Notarized ITR/Financial Statement
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Assess
1. Submit the Business tax & 5 minutes/ Josie Marfil
requirements for termination fee client Admin Aide IV
business Assess
termination. ment
fees as
provided
under
Municip
al
Ordinan
2. Pay assessment | Issue Official ce 5 minutes/ Christine Wong
fee receipt No.16- client Admin Asst |
20109.
Issue Certificate 5 minutes/
client
Total | Varies 15 minutes

3. OCCULAR INSPECTION OF BUSINESS ESTABLISHMENTS

Municipal Treasurer’s Office
Complex
G2B

Business Owners

1. On-site visit of Josie Marfil
business 1 hour/ Admin Aide IV
establishments. none business
establishment Nevel Teves
Admin Aide Il
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Albert Orlain

Bookkeeper

12

Total

None

1 hour

4. RECORDING OF MARKET RENTALS & OTHER BUILDING RENTALS

Municipal Treasurer’s Office

Simple

G2B

* Official receipts payment of market
stall holder

Market Stall Holders

Business Tax Personnel

1. Present Official

1.1. Recording of

Jeannette Luna

receipt Official Receipt to none 2 minutes/ Admin Aide V
ledgers of receipt _
stallholders at Desiree Romero
Daraga Public Cfiice Clerk
Market.

1.2 Preparation of none 48 Hours Jeannette Luna
Report of Admin Aide V
Delinquent Market
Stallholders.

Total | none 50 minutes
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Municipal Treasurer’s Office

Simple

G2G

Business Tax Personnel

1 day
Preparation of Nevel Teves
Notice of None Admin Aide IlI
Delinquencies.
Ruth Yvonne Neo
Recording of Real Office Clerk
Property Tax None
Collections of 54 Albert Orlain
barangays. Bookkeeper
13

Property
classification and
recording of
Provincial & None Margie Atos
Barangay shares Admin Aide 11l
on Real Property
Tax and
preparation on
RPT consolidated
reports.

Margie Atos
Preparation of None Admin Aide Il
report on
Liguidation for
remittance to
PTO.

Total | None 1 day
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6. PREPARATION OF REPORTS ON DAILY COLLECTION, RIS AND
MONTHLY REPORT

Municipal Treasurer’s Office

Simple

G2G

none

1. Prepare daily
report on
Collection &
Deposit. Remit
collection & sort
Official receipt.

2. Daily Recording
of transactions in
the cashbook.

3. Prepares RIS.

4. Prepares
Monthly Report of
Collection &
Deposit.

None

None

None

None

30 minutes

15 minutes

5 minutes

15 minutes

Collectors:

Renee Rose Lorica
Admin Asst |

Michelle May
Mafiago
Admin Aide VI

Ma. Bingelen
Antivola
Admin Aide V

Yolina Padilla
Admin Aide Il

May-Ann Dumagsa
Admin Aide Il

Jenelita Balgafion
Admin Aide I

Lanie Soriano
Admin Aide Il

Milanie T. Vergara
Admin Officer I
14
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None

1 hour and 5

minutes

7. ISSUANCE OF OFFICIAL RECEIPT & MONTHLY SUMMARY
COLLECTION

Municipal Treasurer’s Office

Simple

G2G

RIS /Report of Collections& Deposits

Municipal Treasurer Office

o

s

Present RIS.

Present report and
collection.

None

Issuance of
Official Receipt
request of
Accountable
Officers and
Barangay
Treasurers.

Receive, examine,
check and verify
all collections of
revenue collectors
and Barangay
Treasurers.

Verify and
reconcile monthly
reports of revenue
collectors for
submission to
COA.

None

None

None

5 minutes

5 minutes

5 minutes

Milanie Vergara
Admin Officer Il

Milanie Vergara
Admin Officer Il

Milanie Vergara
Admin Officer Il
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None

Recording of daily
transactions in the
cashbook (Cash
in Treasury).

Preparation of
Monthly Report on
Accountable
Forms for
submission to
COA. And
Preparation of
CRAAF & RAAF)

None

none

10 minutes

30 minutes

Madeline Joy M.

Balansin
Admin Aide IV

Milanie Vergara
Admin Officer Il

15

Total

none

55 minutes

End of Transaction

8. RECORDING AND PREPARATION OF REPORTS

Municipal Treasurer’s Office

Highly Technical

G2G

Concerned Offices

Disbursement Vouchers /Electronic
Statement of Receipts and
Expenditures

Municipal Treasurer Office

None

1. Recording of
check
disbursements.

2. Preparation of
eSRE monthly
and quarterly

reports.

none

Quarterly /
Monthly

Rommel Laguilles
Admin Asst |

Rommel Laguilles
Admin Asst |

Rommel Laguilles
Admin Asst |
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3. Preparation of
other reports
required by other
offices.

16

Total

none Quarterly /
Monthly

9. REPORTS ON DAILY COLLECTION AND DEPOSITS

Municipal Treasurer’s Office

Simple

G2G

Report of Collections& Deposit / Municipal Treasurer Office
remittance
None Preparation of 5 minutes
daily deposit slips.
None Daily deposit of 2 hours
collection to
government
depository banks
Preparation of 30 minutes
None reports of daily
deposits.
Preparation of 30 minutes
remittances of
None Statutory

Madeline Joy Balansin
Admin Aide IV

Madeline Joy Balansin
Admin Aide IV

Madeline Joy Balansin
Admin Aide IV

Elsie Encisa
Admin Asst |
Bookkeeper
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Obligations of the

LGU. 17
1 hour
Remittance to
Additional
payment to
Philhealth.
Total None 2 hours and
7 minutes

Administrative Division

1. Certifies as cash availability

Municipal Treasurer’s Office
Simple
G2C, G2B, G2G

All

Certifies as cash 5 minutes
availability
Edwin A Paglingayen
1. Inquiry none Acting Municipal
Treasurer

Attends to the 15 minutes /
queries of the client
clients

Total None 20 minutes
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2. Prepares Tax Information Campaign

Municipal Treasurer’s Office
Simple
G2C, G2B, G2G

All

Real Property Tax Account Register Municipal Treasurer’s Office
(RPTAR)
Prepares Tax Edwin A Paglingayen
1.Inquire. information None 10 minutes Acting Municipal
campaign. Treasurer
18
Total None 10 minutes

3. RECEIVING OF INCOMING COMMUNICATION

Municipal Treasurer’s office
Simple
G2C, G2B, G2G

All
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1.1. Receive
1. Presentation of | communication. None 3 minutes Christine Wong
letter. Admin Asst |
1.2. Prepare
outgoing
communication
and related
reports.

Total None 3 minutes

4. Daily posting & sorting out of all official receipt issued.
Municipal Treasurer’s Office

Simple

G2G

Concerned Offices

Duplicate of Official Receipt / Report of | Municipal Treasurer Office

Collections /& Deposit

Daily posting &

none sorting out of all none Daily Jeannette Luna
official receipt Admin Aide V
issued.

5. PREPARATION OF PPMP, PURCHASE REQUEST, OBR &
VOUCHERS

Municipal Treasurer’s Office
Simple
G2G
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&)

Prepares PPMP 3 minutes

Prepares

Purchase 3 minutes Christine Wong

Request. none Admin Asst |
none

Prepares OBR & 3 minutes

Vouchers of MTO

Total None 9 minutes

6. PROCESSING OF APPLICATION OF FIDELITY BONDS FOR
ACCOUNTABLE PUBLIC OFFICIALS AND EMPLOYEES

Municipal Treasurer’s Office
Simple
G2G

Application form
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Madeline Joy Balansin

Process online 5 minutes/
application of applicant Admin Aide IV
Fidelity Bond. o
Christine Wong
Send application 3 minutes Admin Asst |
for approval.
. Madeline Joy Balansin
Prepare OBR and 3 minutes Admin Asst |
none Voucher of MTO.
Christine Wong
Process payment. Admin Asst |
3 minutes
Send validated
deposit slips, 21
official receipt and
ATAP.
Total None 14 minutes

7. Perform messengerial duties and maintains cleanliness and

orderliness of the office premises
Municipal Treasurer’s Office

Simple

G2G

Municipal Treasurer Office

none

Maintains the
cleanliness and
orderliness of the
office premises.

Deliver
documents,
communication,
OBR and
Vouchers and
other documents

none

BEeaD TGTWE ReSPONSBLE

Daily

5 minutes

Moise L. Naag
Utility

Joann Luna
Admin Aide |

Christine Wong
Admin Asst |
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to different Ma. Madelyn A

departments. Llaneta
Admin Aide V

Total None

CASH DISBURSEMENT

1. PAYMENT FOR SALARIES AND WAGES OF MUNCIPAL OFFICIALS,
PERMANENT AND JOB ORDER EMPLOYEES, DCOMC TEACHING
AND NON-TEACHING PERSONNEL, SENIOR CITIZENS AND OTHER

OBLIGATIONS.

Municipal Treasurer’s office
Simple
G2C, G2G

Recipients

*Valid Identification Card

*Special Power of Attorney
*Authorization letter

CLIENT STEPS

AGENCY FEES TO | PROCESSIN PERSON
ACTIONS BE PAID G TIME RESPONSIBLE

Edwin Paglingayen

Present valid ID.
Acting Municipal

Claimants shall

affix their signature | Release salaries None 1 Treasurer
or thumb mark to & wages minute/client .
acknowledge Gerly Mirabuna
: Admin Officer I
receipt of payment. 29
Total None 1

minute/client
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2. ISSUANCE OF CHECKS TO CREDITORS AS PAYMENT FOR
VARIOUS OPERATIONAL EXPENSES OF THE DIFFERENT
DEPARTMENT OF THE MUNICIPALITY OF DARAGA

Municipal Treasurer’s Office
Simple
G2C, G2B, G2G

Recipient

1. Valid Identification Card Municipal Treasurer Office
2. Sales Invoice/Service Invoice

Present a valid ID. Elsie Encisa
Acknowledge Maintain a check none 5 minutes/ Admin Asst |
receipt of check by | register logbook. check
- : Ma Madelyn Llaneta
affixing his :
: Admin V
signature.
Joann Luna
Admin 1l

Total None 5 minutes

3. RELEASING OF FINANCIAL ASSISTANCE.

Municipal Treasurer’s Office
Simple
G2C

Recipient

1. Valid Identification Card

cummers | ASHY | EESID riocEien_pomoy |
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Present a valid ID. | Maintain a none 3 minutes Elsie Encisa

Acknowledge logbook. Admin Asst |
receipt of check by
affixing his Ma Madelyn Llaneta
signature. Admin V
Joann Luna
Admin 11l
23

Total None 3 minutes

4. ENCASHMENT OF CASH ADVANCES FOR PAYMENT OF SALARIES
AND WAGES, & PREPARES OF SETTLEMENT REPORT.

Municipal Treasurer’s Office
Simple
G2G

Recipient / Regular Employee
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None Encashment of 1 hour Edwin Paglingayen
checks for cash Acting Municipal
advances for Treasurer
payments of none _
oA
and other
obligations.

30 minutes

None Preparation and Edwin Paglingayen
recording of paid Acting Municipal
payrolls of Treasurer
permanent and
job orders Gerly Mirabuna
employees and Admin Officer Il
other obligations.

None Preparation of 1 hour Edwin Paglingayen
re_port of Acting Municipal
disbursement of Treasurer
Cash Advances to
be submitted at Gerly Mirabuna
the Accounting Admin Officer Ill
Office.

None Recording payroll 1 hour
and maintenance
of cashbook.

Total | None 3 hours and
30 minutes

5. POSTING OF CASH BOOK (GENERAL FUND, TRUST FUND & SEF)

Municipal Treasurer’s Office
Simple
G2G

Report of Collection & Deposit Municipal Treasurer’s Office

Cash Book
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Daily posting of all
transactions to the Daily Nevel Teves
cash book Admin Aide Il

(General Fund)

Daily posting of all
None transactions to the none . Nevel Teves
cash book in Daily Admin Aide NIl
balances of all

accounts (Trust
Fund and SEF)

Total None

6. PREPARATION OF CHECKS AND RECORDING OF CHECK
DISBURSEMENTS.

Municipal Treasurer’s Office
Simple
G2G

Prepare check None 5 minutes Elsie Encisa
disbursements. Admin Asst |

None Prepare logbook 5 minutes Ma Madelyn Llaneta
Admin Aide V

for record check
and send to LCE

for signature. Edwin A. Paglingayen

Acting Mun. Treasurer

Signing of checks 5 minutes/
Check Elsie Encisa
Admin Asst |
Recording of 5 minutes Ma Madelyn Llaneta
vouchers and Admin Aide V
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report on collection
to be submitted to
at the Accounting

Department. Elsie Encisa
Admin Asst |
Recording of check 30 minutes Joann Luna
disbursement, Admin Aide II
incoming and
outgoing vouchers. Ma Madelyn Llaneta
Admin Aide V
Preparation of 1 hour
monthly report on 26
check issued,
unclaimed &
cancelled checks
Total | None 1 hour and
50 minutes
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How to Answer the Client Satisfaction Measurement (CSM) form found at the
send a Receiving Area and drop it in the designated drop box found at the corner,
feedback? | beside the door of the Municipal Treasurers Office (MTO).
How Every Friday, the assigned personnel will open the drop box and consolidate
feedbacks |the CSM form. Feedbacks requiring response is forwarded to the proper
are Administrative Division for appropriate action.
processed?
For inquiries and follow-ups, client may contact the details below:
Contact Facebook page: MTO Daraga
Information | Telephone number: 052-431-3040
Email: |gudaraga2018@gmail.com
How to file | For walk-in clients: Answer the client Complaint Form found at the receiving
a area of the office and drop it at the designated “Complaints Box” at Daraga
complaint? | Municipal Hall lobby beside the table of the desk officer (DO) of the day.
The complaints can also be filed through email at pdodaragalgu@gmail.com
How The assigned personnel will open emails on a daily basis and will open the
complaints | drop box and consolidate the complaints forms every Friday. The report from
are the consolidated complaints will be forwarded to the Office Head, upon
processed? | evaluation, the Office Head will forward the complaints report to the proper
division for appropriate action.
The complainant shall be informed of the action through a letter which may be
sent through the contact information given/sent by the complainant.
Contact e Anti-Red Tape Authority:
Information Text: 1-2782, 8478-5093
of ARTA, E-mail: complaints@arta.gov.ph
CSC CCB, e CSC Contact Center ng Bayan CCB:
PCC Text: 0908-881-6565

E-mail: email@contactcenterngbayan.gov.ph
e Presidential Complaints Center:
Call: 8888

27
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MUNICIPAL PLANNING AND
DEVELOPMENT OFFICE

CITIZEN’S CHARTER
Revised 2025, 18t Edition
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MUNICIPAL PLANNING AND DEVELOPMENT
OFFICE

Mandate

Formulate integrated economic, social, physical and other development plans and
policies for consideration of Local Development Council.

Vision
The Municipal Planning and Development Office aims to prepare timely, accurate and

complete information and coordinative services to guide strategic resource allocation and
development, fostering new initiatives that will support dynamic decision making.

Mission

To spearhead the patrticipatory formulation and monitoring of plans for the sustainable
development of the municipality’s resources and monitor and evaluate the component
programs and projects implemented.

Service Pledge

We, the officers and staff of the Municipal Planning and Development Office (MPDO),
pledge to:

« Provide timely, accurate, and reliable data to researchers, stakeholders, and
decision-makers to support informed planning and policy development.

o Ensure efficient and responsive service in processing applications for locational
clearance, zoning certifications, and development permits in compliance with
regulations.

« Uphold transparency and accountability in all transactions, ensuring fair and just
implementation of development policies.

e Support barangays and local communities in addressing planning and development
concerns through proactive coordination and technical assistance.

« Monitor and evaluate projects to ensure sustainable and strategic resource
allocation for the municipality’s growth.

e Promote participatory governance by engaging stakeholders in the formulation and
implementation of development plans.

o Foster sustainable urban planning that balances economic progress, environmental
stewardship, and community resilience.

With professionalism, integrity, and dedication, we commit to delivering efficient, people-
centered, and development-driven public service for the betterment of our municipality.
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LIST OF SERVICES

Municipal Planning and Development Office (MPDO)

Frontline Services
External Services

1. RENDER ASSISTANCE TO RESEARCHERS / ASSISTANCE
TO DATA RESEARCHERS REQUESTING FOR TECHNICAL
INFORMATION/ DATA/ DOCUMENT

2. BARANGAY CONCERNS

3. APPLICATION FOR LOCATIONAL CLEARANCE FOR
BUSINESS PERMIT

4. APPLICATION FOR LOCATIONAL CLEARANCE FOR
BUILDING PERMIT

5. ISSUANCE OF ZONING VALIDATED CERTIFICATE OF
OCCUPANCY

6. ZONING CERTIFICATION

7. APPLICATION FOR PRELIMINARY APPROVAL OF
LOCATIONAL CLEARANCE/ SIMPLE SUBDIVISION PLAN

8. APPLICATION FOR SUBDIVISION DEVELOPMENT PERMIT
9. REQUEST FOR PROJECT MONITORING AND

EVALUATION OF DEVELOPMENT PROGRAMS/
PROJECTS/ ACTIVITIES
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MUNICIPAL PLANNING AND
DEVELOPMENT OFFICE

External Services

CITIZEN’S CHARTER
Revised 2025, 18t Edition
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EXTERNAL SERVICES

1. RENDER ASSISTANCE TO RESEARCHERS / ASSISTANCE TO

DATA RESEARCHERS REQUESTING FOR TECHNICAL

INFORMATION/ DATA/ DOCUMENT
RENDER ASSISTANCE TO RESEARCHERS / ASSISTANCE TO DATA
RESEARCHERS REQUESTING FOR TECHNICAL INFORMATION/
DATA/ DOCUMENT
The Municipal Planning and Development Office centralizes essential data
for development planning and assists researchers and students in
accessing relevant information.
Municipal Planning and Development Office

Simple

G2C - Government to Citizen

G2G — Government to Different Government Agencies
Public

Letter Request addressed to the | Requesting Individual/ Students / Researchers/
Mayor (1 original, 1 photocopy) | Respective Schools / Agencies

1 Register in the 1. Have the none 1 minute Ar. Amelia A. Andes
Client’s Log client sign in Rheyza C. Austria
Book the logbook. Technical Staff /Architectural

Designer/ GIS Mapper (COS)

Sherry Ann M. Alemania
Technical Writer (COS)

Hanica P. Marbella
Technical Staff (JO)

Ar. Mary Joy L. Rosalinas
Sr. Admin Asst. |

2. Present letter | 2.1. Conduct a | none 10 minutes Mediatrix M. Balbin
request of the | brief interview Planning Officer Il
needed data 2.2. Check, and

verify if data Engr. Jeressa L. Dejucos, EnP.

Municipal Planning and
Development Coordinator (MPDC)
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needed is

available

2.3. Prepare

and process

requested

information /

data /

document
3. The 1.2 Let the none 1 hour Requesting Individual/ Students /
researcher may | researcher Researchers/
copy or copy the data
photocopy the | or have it
data. photocopied
2. Complete the | 2. The staff will | none 1 minute Maria Errica M. Lim
Client ask the client to Technical Writer (COS)
Satisfaction complete the ] ]
Measurement | CSMF and Ritchel N. Alaurin
Form (CSMF). | provide Technical Staff - (JO)

assistance if

needed.

Total none ' 1 hourand 12
minutes

2. BARANGAY CONCERNS

BARANGAY CONCERNS

Review, Verify and Evaluate Barangay GAD Plan and Budget,
Barangay Annual Investment Program (AIP) and SK Annual Barangay
Youth Investment Program (ABYIP) including Supplemental AlPs,
ABYIPs, Enhanced Barangay Development Plan (EBDP),
Comprehensive Barangay Youth Development Plan (CBYDP)
Municipal Planning and Development Office

Simple

G2G

Barangay

Barangay and SK Respective Barangay
Resolutions, Approved
GAD Plan and Budget,
Annual Investment
Program and SK approved
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Investment

Annual Barangay Youth
Program (1
original, 1 machine copy)

1. Present the
barangay GAD Plan
and Budget and
Accomplishment
Report, Annual
Investment program
or the SK Annual
Barangay Youth
Investment
Program, EBDP and
CBYDP

1.1
Review,
verify, and
evaluate
the
following,
along with
all
supporting
documents

* The
Barangay
GAD Plan,
Budget,
and
Accomplis
hment
Report

* The
Annual
Investment
Program
(or SK
ABYIP,
EBDP, and
CBYDP)

none

5 minutes

1.2 Submit
the
reviewed
Barangay
GAD Plan,
Budget,
and
Accomplis
hment

none

Eric M. Pangilinan
AA

Vivian Sidon
AA VI

Mediatrix M. Balbin
Planning Officer Il
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Report to
MLGOO.

1.3. none 5 minutes
Approve or Engr. Jeressa L. Dejucos, EnP.
countersig Municipal Planning and

n the Development Coordinator (MPDC)

Annual
Investment
Program
(or the SK
Annual
Barangay
Youth
Investment
Program)
as part of
the
budgeting
process.

2. Complete the 2. The staff| none 1 minute Ritchel N. Alaurin
Client Satisfaction | will ask the Technical Staff — (JO)
Measurement Form | client to

(CSMF) complete Maria Errica M. Lim
the CSMF Technical Writer (COS)

and
provide
assistance
if needed.
Total| None 10 minutes

3. APPLICATION FOR LOCATIONAL CLEARANCE FOR BUSINESS
PERMIT

APPLICATION FOR LOCATIONAL CLEARANCE FOR BUSINESS
PERMIT

A Business Permit application requires a Zoning Clearance, issued by the
Municipal Planning and Development Office or Zoning Officer, to confirm
that the location complies with zoning laws. Ongoing inspections verify
continued compliance.

Municipal Planning and Development Office

Simple
G2C - Government to Citizen
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Municipality of Daraga Resident or any other individual with the intention
of doing business within the municipality.

1. Application Form, completely filled-up

BPLO

Certification/

office):

2.1 If the client is the property owner:
- Transfer Certificate of Title (TCT) / DENR

Deed of Absolute Sale / Certificate of
Award / other proof of ownership (photo copy)
2.2. If not the property owner (lessee/ sharing

- Lease Agreement / Virtual Agreement /
Certification / annexes of contract of lease

Applicant

Applicant, to secure from the Lessor

3. Geo-Tagged Photos of the Establishment

Applicant

1. Submit the | 1. Receive and none 2 minutes Ar. Amelia A. Andes
application review the form. Rheyza C. Austria
form to the Technical Staff /Architectural
Office of the Designer/ GIS Mapper (COS)
g;gecr{mmng Shert:y_AnIn M. Alemania
1.2. Respond | 1.2. Conduct a none 2 minutes Technical Writer (COS)
to the staff's | brief Interview Hanica P. Marbella
brief interview Technical Staff (JO)
1.3. Fill =in 1.3. Have the none 1 minutes
the details at | client fill in their Vivian Sidon
the Client’s details in the AA VI
Contact Client’s Contact _
Logbook Logbook. Ar. Mary Joy_L. Rosalinas
Sr. Admin Asst. |

1.4. Follow 1.4. Inform the none 24 hours Ar. Hermon T. Nufiez
the staff's client that our Statistician |
instruction office will secure
and wait for | approval from the
their text barangay captain
message. and then provide

further

instructions.
2. After 2. After the none 3 minutes
receiving a Barangay
text from the | Chairman's
MPDO staff | approval, the
confirming the
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Barangay
Chairman's
approval,
proceed to
the
MPDO/Zoning
Office.

MPDC will initial
the form.

Engr. Jeressa L. Dejucos,
EnP.
MPDC/Zoning Officer

2.2. Receive | 2.2. Return the none 1 minute Ar. Amelia A. Andes

the form form to the client Rheyza C. Austria

initialed by Instruct client to Tec_hnical Staff /Architectural

the proceed to BOSS Designer/ GIS Mapper (COS)

MP.DO/Zoning Window 6 and pay Sherrv Ann M. Alemania

Officer ;22 assessment Tech?/ﬂcal Writer (COS)

Hanica P. Marbella

Technical Staff - (JO)

2.3. Follow 2.3. BOSS Renewal /| 10 minutes

the staff's Window 6 staff will | Validation

instructions, | collect payment of Revenue Collection Officers

proceed to and issue an Locational MTO

BOSS Official Receipt Clearance

Window 6, (O.R)). (Regular

and pay the Clearance

assessment for

fee. Business

2.4. After 2.4. Receive and Permit): Ar. Amelia A. Andes

payment, review the Php Rheyza C. Austria

present your | submitted 408.00 5 minutes Technical Staff /Architectural

OR and documents Designer/ GIS Mapper (COS)

fg;:?rlééhe Sherry.Ann M_. Alemania

documents to Technical Writer (COS)

the zoning Hanica P. Marbella

staff. Technical Staff (JO)

2.5. Sign in 2.5. Have the none 1 minute

the logbook | client sign in the

upon logbook upon

receiving the | receipt of the LC.

LC.

3. Complete | 3. The staff will none 1 minute Ritchel N. Alaurin

the Client ask the client to Technical Staff (JO)

Satisfaction | complete the _ _ _

Measurement | CSMF and provide Maria Errica M. Lim

Form (CSMF)

assistance if
needed.

Technical Writer (COS)
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Total| Varies 1 day and 30
minutes

4. APPLICATION FOR LOCATIONAL CLEARANCE FOR BUILDING
PERMIT

APPLICATION FOR LOCATIONAL CLEARANCE FOR BUILDING
PERMIT

Evaluate the submitted requirements for compliance with zoning and
land use regulations and issue the building permit clearance once all
criteria are met.

Municipal Planning and Development Office (MPDO)

Simple
G2B - Government to Transacting Public

all

1. Application form duly Municipal Planning and Development Office MPDO
notarized (3 copies original);

2. Site Development Plan/Floor | Applicant / Licensed Architect
Plan drawn to a scale ranging
from 1:100 to 1:1000 (1
original);

3. Floor Plan and Elevation Applicant / Licensed Architect
drawings (1 original)
4. Vicinity Map showing the Applicant
existing land uses within the
prescribed radius from the
boundary of the project site (1
original);

5.Transfer Certificate of Title (1 | Applicant
original, 1 photocopy)
5.1 Tax Declaration (1 original, | Municipal Assessor’s Office
1 photocopy)
5.2 In case the property is not | Lawyer (Notary Public)
registered in the name of the
applicants submit (1 original
and 1 photocopy) of any of the
following:

- Duly Notarized Deed of Sale /
Deed of Donation
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Authorization

/ Contract of Lease / Deed of
Extrajudicial Settlement
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6. Bill of Materials and Cost
Estimates (1 original, 1
photocopy)

Applicant / Licensed Architect

7. Assessment of Locational
Clearance Fee

MPDO

8. Authorization to file and
claim locational clearance

Applicant

For INDUSTRIAL AND
AGROINDUSTRIAL (Additional
Requirements):

9.1. Description of Industry

9.2. Flow Chart of
Manufacturing Process

9.3. Manpower Capacity and
Volume of Work

Applicant

10. Environmental Compliance
Certificate (ECC)/ Certificate of
Non-Compliance (CNC) — If
applicable (1 original and 1
certified machine copy)

Department of Environment and Natural Resources (DENR)
Land Management Services

11. Affidavit of Non-Objection
from the adjoining lot owners (1
original and 1 certified true
machine copy)

Client / Lawyer, duly signed by the Neighbors

12. Barangay Resolution
endorsing the proposed project
as a result of public
consultation (1 original and 1
certified true machine copy)

Barangay Council concerned

13. Conversion if the property
is located within the Agricultural
Zone

Department of Agrarian Reform (DAR)
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1.Submit the duly | 1.1 Receive | none 5 minutes Ar. Amelia A. Andes
accomplished the Rheyza C. Austria
application form | submitted Tec_hnical Staff /Architectural
with complete complete Designer/ GIS Mapper (COS)
docu_ments/ documents Sherry Ann M. Alemania
requirements Technical Writer (COS)
Hanica P. Marbella
Technical Staff (JO)
Vivian Sidon
AA VI

1.2. Review | none 10 minutes Ar. Hermon T. Nufiez

the Statistician |

submitted

documents. Ar. Mary Joy L. Rosalinas

Sr. Admin Asst. |

2. Receive Order 2. *see 10 minutes Engr. Jeressa L. Dejucos, EnP.
of Payment Computatio | Anne MPDC/ Zoning Officer

n of the X A*

fees to be

paid

2.2.

Prepare

and issue

Order of

Payment to

client
3. Pay the 3. Receive 10 minutes Revenue Collection Clerks
required fees at | payment Window 1 or 3 or 6
the Municipal and issue MTO
Tourism Office official

Receipt

(OR)
4. Provide a copy 4. Input of | none 5 minutes Ar. Amelia A. Andes
of the Official data/Proces Rheyza C. Austria
Receipt to MPDO | sing of Technical Staff /Architectural

Locational Designer/ GIS Mapper (COS)

Clearance

Sherry Ann M. Alemania
Technical Writer (COS)

Hanica P. Marbella
Technical Staff (JO)
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Vivian Sidon

AA VI
4.2. Signing | none 5 minutes Engr. Jeressa L. Dejucos, EnP.
of MPDC/Zoning Officer
Locational
Clearance

5.1 Claim the 5.1 Release | none 5 minutes Ar. Amelia A. Andes

Locational the Rheyza C. Austria

Clearance (LC) Locational Technical Staff /Architectural
Clearance Designer/ GIS Mapper (COS)

(5:|.i2e.ntS|(|)ggnb-:)n0Lhe to client Sherry Ann M. Alemania

. Technical Writer (COS)
upon receipt of 5.2. Have

the LC the client Hanica P. Marbella
sign in the Technical Staff (JO)
logbook
upon
receipt of
the LC

6. Complete the | 6. The staff | none 5 minutes Ritchel N. Alaurin

Client Satisfaction| will ask if Technical Staff (JO)

Measurement the client _ _ _

Form (CSMF) could Mal‘lfi Errlce_l M. Lim
complete Technical Writer (COS)
the CSMF
and assist if
needed.

Total:| Varies 55 minutes

5. ISSUANCE OF ZONING VALIDATED CERTIFICATE OF OCCUPANCY
ISSUANCE OF ZONING VALIDATED CERTIFICATE OF OCCUPANCY

Evaluating requirements submitted for compliance, conducting site
inspection and issuing the Zoning Validated Certificate of Occupancy

(ZVCO) once all requirements are met.

Municipal Planning and Development Office

Simple

G2B - Government to Transacting Public

all
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1. Captioned photographs of
Site and Completed Building /
Structure showing front, sides
and rear areas

- Applicant

BAGONG PILIPINAS

2. Photocopy of issued
Locational Clearance

- Applicant, secured from MPDO / Zoning

3. As-Built Plan, signed and
sealed by the owner’s licensed
Architect or Civil Engineer who
undertook full-time inspection
and supervision (if applicable)

- Applicant, signed and sealed by the licensed Architect /

Civil Engineer

1.Submit the duly | 1. Receive | none 10 minutes Ar. Amelia A. Andes
accomplished the Rheyza C. Austria
application form | submitted Technical Staff /Architectural
with complete documents Designer/ GIS Mapper (COS)
docur?entsérequw Sherry Ann M. Alemania
forng\,r?, fhin 1.2. Review Technical Writer (COS)
instructions of the | and verify Hanica P. Marbella
staff. the Technical Staff (JO)

submitted

documents. Vivian Sidon

AA VI

1.3. MPDO | none

architects Ar. Mary Joy L. Rosalinas

will conduct Sr. Admin Asst. |

the 2 days .

inspection Ar. Hermon T. Nufez

and report Statistician |

their

findings to

the Zoning

Officer/MP

DC.

1.4.Once | none

the ZVCO

requirement Engr. Jeressa L. Dejucos, EnP.

s are met MPDC/Zoning Officer

the Zoning 3 minutes

Officer/MP
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DC will sign
the
document.
2. Receive Order 2. *see
of Payment Computatio | table 5 minutes Engr. Jeressa L. Dejucos, EnP.
n of the on MPDC/Zoning Officer
feestobe | Annex
paid A*
2.1 Prepare
and issue
Order of
Payment to
client
3. Pay the 3. Receive Revenue Collection Clerks
required fees at | payment 10 minutes Window 1 or 3 or 6
the MTO and issue Municipal Treasurer’s Office
official
Receipt
(OR)
4. Provide a copy | 4. Input of | none Ar. Amelia A. Andes
of the Official data/Proces Rheyza C. Austria
Receipt to MPDO | sing of Tec_hnical Staff /Architectural
7ZVCO Designer/ GIS Mapper (COS)
3 minutes Sherry Ann M. Alemania
Technical Writer (COS)
Hanica P. Marbella
Technical Staff (JO)
5.1 Claim the 5.1 Release  none Ar. Amelia A. Andes
Certificate the ZVCO Rheyza C. Austria
to client Technical Staff /Architectural
5.2. Sign-in the Designer/ GIS Mapper (COS)
lient | k .2. Hav min :
Ep?)nt rgggﬁ)ct) of the t5he clignf > minutes Sherry Ann M. Alemania
. L Technical Writer (COS)
Certificate sign in the
logbook Hanica P. Marbella
upon Technical Staff (JO)
receipt of
the
Certificate
6. Complete the | 6. The staff| none Ritchel N. Alaurin
Client Satisfaction | will ask if Technical Staff (JO)
Measurement the client 1 minute ) ) _
Form (CSMF) could Maria Errica M. Lim
complete Technical Writer (COS)
the CSMF
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and assist if
needed.

Total| Varies 2 days

6. ZONING CERTIFICATION

ISSUANCE OF ZONING CERTIFICATION

Evaluating requirements submitted for compliance and issuing the Zoning
Certification once all requirements are met.

Municipal Planning and Development Office

Simple

G2B - Government to Transacting Public

all

1. Transfer Certificate of Title | Applicant / Land Owner, Municipal Assessor’s Office

2. Latest Copy of Tax Applicant / Land Owner, Municipal Assessor’s Office
Declaration
3. Current Tax Receipt Applicant, Municipal Treasurer’s Office

4. Lot Plan with Vicinity Map (1 | Applicant
machine copy)

1.Submit 1. Receive the none 10 minutes Ar. Amelia A. Andes

the duly submitted Rheyza C. Austria
accomplish = documents Technical Staff /Architectural
ed Designer/ GIS Mapper (COS)
application .

) . Sherry Ann M. Alemania
form with 1.2: Review and Technical Writer (COS)
complete verify the
documents/ submitted Hanica P. Marbella
I’eqUIl’ement dOCumentS. Technica| Staff (JO)

s and follow
Vivian Sidon
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the
instructions
of the stafl. 4 3 The MPDO  none
architect will Ar. Mary Joy L. Rosalinas
verify the lot’s Sr. Admin Asst. |
details, 10 minutes
classification and
other data in the
system.
2. Receive 2. Computation of | *see
Order of the fees to be table 5 minutes Engr. Jeressa L. Dejucos, EnP.
Payment paid on MPDC/Zoning Officer
2.1 Prepare and | Annex
issue Order of A*
Payment to client
3. Pay the | 3. Receive Revenue Collection Clerks
required payment and 10 minutes Window 1 or 3 or 6
fees atthe | issue OR Municipal Treasurer’'s Office
MTO
4. Provide a| 4. Input of none Ar. Amelia A. Andes
copy of the | data/Processing Rheyza C. Austria
Official of Zoning Technical Staff /Architectural
Receiptto | Certification Designer/ GIS Mapper (COS)
MPDO 3 minutes Sherry Ann M. Alemania
Technical Writer (COS)
Hanica P. Marbella
Technical Staff (JO)
5.1 Claim 5.1 Release the | none Ar. Amelia A. Andes
the Certificate to Rheyza C. Austria
Certificate client Technical Staff /Architectural
Designer/ GIS Mapper (COS)
5.2. _Sign-in 5._2. Ha_ve t_he 5 minutes Sherry Ann M. Alemania
}ggbco"(;?t l‘é')'gegé ;l(gSplQnthe Technical Writer (COS)
. ) Hanica P. Marbella
upon receipt rece_u:_)t of the Technical Staff (JO)
of the Certificate
Certificate
6. Complete | 6. The staff will | none Ritchel N. Alaurin
the Client ask the client to Technical Staff (JO)
Satisfaction | complete the 2 minutes ) ) _
Measureme = CSMF and Maria Errica M. Lim
nt Form provide Technical Writer (COS)
(CSMF)
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assistance if
needed.

Total See

annex A

45 minutes

7. APPLICATION FOR PRELIMINARY APPROVAL OF LOCATIONAL
CLEARANCE / SIMPLE SUBDIVISION PLAN

APPLICATION FOR PRELIMINARY APPROVAL OF LOCATIONAL
CLEARANCE / SIMPLE SUBDIVISION PLAN

Evaluating requirements submitted for compliance on the application for
Preliminary Approval of Locational Clearance / Simple Subdivision Plan
and issuance of permit once all requirements are met.

Municipal Planning and Development Office

Simple

G2B - Government to Transacting Public

all

original, 1 photocopy)

4.1 Tax Declaration

(1 original, 1 photocopy)

4.2 In case the property is not
registered in the name of the
applicants submit (1 original and 1
photocopy) of any of the following:

- Duly Notarized Deed of Sale / Deed
of Donation / Affidavit of Consent /
Authorization / Contract of Lease

1. Letter Application (1 original, 1 - Applicant

received copy)

2. Vicinity Map drawn to a scale of - Applicant

1:10,000 (1 original)

3. Site Development Plan drawn to - Applicant

the scale of 1:200 (1 original) - Licensed Environment Planner.
4. Transfer Certificate of Title (1 Applicant

-Municipal Assessor’s Office

Lawyer

5. Environmental Compliance
Certificate (ECC) or Certificate of
Non-Coverage (CNC) as required
under PD 1586, Philippine
Environmental Impact Statement

- Department of Environment and Natural Resources
Environmental Management Bureau (EMB) Regional
Office
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System and its Implementing Rules
and Regulations

6. Conversion Order (CO) or
Exemption Clearance (EC), if

- Department of Agrarian Reform (DAR)

applicable.

7. SB Resolution Endorsing the - Sangguniang Bayan ng Daraga
Project

8. SB Resolution Approving the - Sangguniang Bayan ng Daraga
Project

1. Submit the | 1. Receive the Ar. Amelia A. Andes
documentsto | submitted Rheyza C. Austria
the Office documents. Technical Staff /Architectural
of the Zoning Designer/ GIS Mapper (COS)
Officer Sherry Ann M. Alemania
. Technical Writer (COS)
none 3 minutes
Hanica P. Marbella
Technical Staff (JO)
Vivian Sidon
AA VI
1.2. Review the none 10 minutes Ar. Mary Joy L. Rosalinas
submitted Sr. Admin Asst. |
documents
Ar. Hermon T. Nufiez
Statistician |
Engr. Jeressa L. Dejucos, EnP.
MPDC/Zoning Officer
2. Receive 2. Computation of 5 minutes Engr. Jeressa L. Dejucos, EnP.
Order of the fees to be paid MPDC/Zoning Officer
Payment 2.1 Prepare and
issue Order of
Payment to client *see
3. Pay at the 3. Receive the Annex| 10 minutes Revenue Collection Clerks
Municipal payment and issue A* Window 1 or 3 or 6
Treasurer's Official Receipt Municipal Treasurer’s Office
Office (MTO)
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4. Provide a 4. Input of none 5 minutes Ar. Amelia A. Andes
copy of the data/Processing of Tech Rhe|y§? (f?/ :USht_ftia el
Official Receipt i echnical Staff /Architectura
to MPDO P :[Af\lsplfor\e/gﬂ?ary Designer/ GIS Mapper (COS)
Locational Sherry Ann M. Alemania
Clearance (PALC)/ Technical Writer (COS)
Simple Subdivision
Plan Hanica P. Marbella
Technical Staff (JO)
Vivian Sidon
AA VI
4.1. Signing of the none 2 business Hon. Gerry Raphael Z.
Clearance days Jaucian, Jr.
Acting Mayor
5. Claim the 5.1 Release the none 5 minutes Ar. Amelia A. Andes
Clearance Clearance to client Rheyza C. Austria
Technical Staff /Architectural
5.2. Sign-in 5.2. Have the client Designer/ GIS Mapper (COS)
the client sign in the logbook .
Iogbpok upon | upon receipt of the S';I'T::rhr}rl]iﬁgan\%i't:rl?ggg?
receipt of the | Clearance
Clearance Hanica P. Marbella
Technical Staff (JO)
6. Complete 6 The staff will ask | none Ritchel N. Alaurin
the Client the client to Technical Staff (JO)
Satisfaction complete the CSMF _ _ )
Measurement | and provide Maria Errica M. Lim
Form (CSMF) | assistance if Technical Writer (COS)
needed.
Total See 2 working
annex A days

8. APPLICATION FOR SUBDIVISION DEVELOPMENT PERMIT

APPLICATION FOR SUBDIVISION DEVELOPMENT PERMIT

Evaluating requirements submitted for compliance on the subdivision
development and issuing the permit once all requirements are met.

Municipal Planning and Development Office

Simple

G2B - Government to Transacting Public
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all

1. Subdivision development Plan - Applicant
2. Vicinity Map - Applicant
3. Topographic Plan - Applicant
4. Survey Plan of the lot(s) as - Applicant
described in TCT(s)

5. Certified True Copy of Title and - Applicant
Current Tax Receipt

6. Right to use of deed of sale of - Applicant
right-of way for access road and

other utilities

7. A scheme for tree planting - Applicant
8. Civil and Sanitary Works Design | - Applicant

9.Environmental Compliance
Certificate (ECC) / Certificate of
Non- Coverage (CNC)

- Department of Environment and Natural Resources
(DENR)

10. Zoning Certificate.

- Department of Human Settlements and Urban
Development (DHSUD) Regional Office

11. DAR Conversion if the property
Is located within the Agricultural
Zone.

- Department of Agrarian Reform (DAR)

12. Project description for projects
having an area of 1 hectare and
above Plans, specifications, bills of
materials and cost estimates

- Applicant

13. Application for permit to drill

- National Water Resources Board (NWRB)

14.Traffic impact assessment (TIA)
for subdivision projects 30 hectares
and above.

- Applicant

15. List of names of duly licensed
professionals who signed the plans

1. Submit the | 1. Receive and
documents to | review the

the Office submitted

of the Zoning | documents.
Officer

- Applicant

none 10 minutes Ar. Amelia A. Andes
Rheyza C. Austria

Technical Staff /Architectural

Designer/ GIS Mapper (COS)

Sherry Ann M. Alemania
Technical Writer (COS)

Hanica P. Marbella
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Ritchel N. Alaurin
Technical Staff (JO)

Vivian Sidon
AA VI

Ar. Mary Joy L. Rosalinas
Sr. Admin Asst. |
Ar. Hermon T. Nufiez
Statistician |

Engr. Jeressa L. Dejucos, EnP.
MPDC/Zoning Officer

2. Receive 2. Computation of 10 minutes
Order of the fees to be paid Engr. Jeressa L. Dejucos, EnP.
Payment 2.1 Prepare and *see MPDC/Zoning Officer
issue Order of Annex
Payment to client A*
3. Pay at the 3. Receive the 10 minutes Revenue Collection Officers
Municipal payment and issue MTO
Treasurer's Official Receipt
Office (MTO)
4. Provide a 4. Input of none 10 minutes Ar. Amelia A. Andes
copy of the data/Processing of Rheyza C. Austria
Official Receipt | Subdivision Technical Staff /Architectural
to MPDO Development Designer/ GIS Mapper (COS)
Permit Sherry Ann M. Alemania
Technical Writer (COS)
Hanica P. Marbella
Technical Staff (JO)
Vivian Sidon
AA VI
4.1. Signing of none 2 business Hon. Gerry Raphael Z. Jaucian,
Subdivision days .
Development Acting Mayor
Permit
5.1. Claim the | 5.1 Release the none 5 minutes Ar. Amelia A. Andes
Subdivision Subdivision Rheyza C. Austria

Development
Permit

5.2. Sign-in
the client
logbook upon
receipt of the
Subdivision

Development
Permit to client

5.2. Have the client
sign in the logbook
upon receipt of the
permit

Technical Staff /Architectural
Designer/ GIS Mapper (COS)

Sherry Ann M. Alemania
Technical Writer (COS)

Hanica P. Marbella
Technical Staff (JO)
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Development

Permit
6. Complete 6. The staff will ask | none Ritchel N. Alaurin
the Client if the client could Technical Staff (JO)
Satisfaction complete the . . _
Measurement | CSMF and assist if Maria Errica M. Lim
Form (CSMF) | needed. Technical Writer (COS)

Total | See 2 working

annex A dayS

9. REQUEST FOR PROJECT MONITORING AND EVALUATION OF
DEVELOPMENT PROGRAMS/ PROJECTS/ ACTIVITIES

PROJECT MONITORING AND EVALUATION OF DEVELOPMENT
PROGRAMS/ PROJECTS/ ACTIVITIES

The MPDO conducts systematic assessments to track progress, measure
performance, and ensure accountability, and that the project implementations
are done based on approved plans, specifications and timetables.

Municipal Planning and Development Office

Simple

G2C — Government to Citizen

Public

1. Request Letter Requesting party

2. Statement of Work Municipal Engineering Office
Accomplished
3. Bid Documents from the BAC | Requesting party/ BAC Secretariat of Implementing Agency
Secretariat of Implementing
Agency

4. Plan/ As Built-In plan and Requesting party
specifications
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Eric M. Pangilinan

1. Register | 1. Let the Client none 1 minute
in the sign —in in the AAI
Client’'s Log ' Logbook _
Book Ar. Amelia A. Andes
. Rheyza C. Austria
1.2 Eyaluate 2 minutes Technical Staffy/Architectural Designer/
submitted GIS Mapper (COS)
1.2. Submit = documents
the required Sherry Ann M. Alemania
1<3|0<3uments Technical Writer (COS)
or
verification Hanica P. Marbella
Technical Staff (JO)
2. Wait for | 2. Conduct on-site | none 2 days
the evaluation Ar. Mary Joy L. Rosalinas
inspection Sr. Admin Asst. |
schedule 2.1. Prepare .
and the monitoring and Ar. Hermon T. Nufiez
monitoring | evaluation report Statistician |
and i Engr. Jeressa L. Dejucos, EnP
evaluation MPDC/Zoning Officer
report.
3. Returnin | 3. Issue a copy of | none | 2 minutes
1-2 days to | the monitoring
collect the | and evaluation
monitoring | report
and
evaluation
report.
4 Complete | 2. The staff will ask none | 2 minutes Maria Errica M. Lim
the Client | the client to Technical Writer (COS)
Satisfaction | complete the ) _
Measureme | CSMF and provide Ritchel N. Alaurin
nt Form assistance if Technical Staff (JO)
(CSMF) needed.
Total none 2 days
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MUNICIPAL PLANNING AND DEVELOPMENT
OFFICE

ANNEX A

CITIZEN’S CHARTER
Revised 2025, 15t Edition
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Annex A
Service 4
Service: APPLICATION FOR LOCATIONAL CLEARANCE

APPLICATION FOR LOCATIONAL CLEARANCE

FEES TO BE PAID:

A. Single residential
structure attached or
detached

1. P100,000.00 and below
2. Over P100,000.00 to
P200,000.00

3. Over P200,000.00

B. Apartments/Townhouses
1. P500,000.00 and below

2. Over P500,000.00 to P2
Million

3. Over P2 Million

C. Dormitories
1. P2 Million and below
2. Over 2 Million

D. Institutional
1. Below P2 Million
2. Over P2 Million

E. Commercial

1. Below P100,000.00

2. Over P100,000.00 to
P500,000.00

3. Over P500,000.00-P1
Million

4. Over P1 Million — P2 Million
5. Over P2 Million

P 240.00
P 480.00

P 600.00+(1/10 of 1% in excess of
P200,000.00)

P 1,000.00
P 1,800.00

P 3,000.00+(1/10 of 1% in excess of P2
Million)

P 3,000.00
P 3,000.00+(1/10 of 1% in excess of P2
Million)

P 2,400.00
P 2,400.00+ (1/10 of 1% in excess of
P2Million)

P 1,200.00
P 1,800.00

P 2,400.00
P 3,600.00

P 6,000.00+(1/10 of 1% in excess of P2
Million)
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Service: APPLICATION FOR LOCATIONAL CLEARANCE
(INDUSTRIAL AND AGROINDUSTRIAL)

APPLICATION FOR LOCATIONAL CLEARANCE (INDUSTRIAL AND
AGROINDUSTRIAL)

FEES TO BE PAID:

1. Below P100,000.00 P 1,200.00
2. Over P100,000.00 to P P 1,800.00
500,000.00

3. Over P500,000.00-P1 Million P 2,400.00

4. Over P1 Million — P2 Million P 3,600.00
5. Over P2 Million P 6,000.00 + (1/10 of 1% in excess of
P2 Million)

Service: APPLICATION FOR LOCATIONAL CLEARANCE FOR OTHER
ESTABLISHMENTS/ PROJECTS

APPLICATION FOR LOCATIONAL CLEARANCE (MARKETS)
FEES TO BE PAID:

1. Below P2 Million P 6,000.00
2. Over P2 Million P 6,000.00 + (1/10  of 1% in excess
of P2 Million)

Service: APPLICATION FOR LOCATIONAL CLEARANCE (POULTRY AND
PIGGERY)

APPLICATION FOR LOCATIONAL CLEARANCE (POULTRY AND PIGGERY)

FEES TO BE PAID:

1. Below P100,000.00 P 1,200.00

2. Over P100,000.00 to P 1,800.00

P500,000.00 P 2,400.00

3. Over P500,000.00-P1 Million P 3,600.00

4. Over P1 Million — P2 Million P 6,000.00+(1/10 of 1% in excess of P2
5. Over P2 Million Million)
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S)

APPLICATION FOR LOCATIONAL CLEARANCE (COCKPITS)

FEES TO BE PAID:

1. Below P100,000.00 P 1,200.00

2. Over P100,000.00 to P 1,800.00

P500,000.00 P 2,400.00

3. Over P500,000.00 - P1 Million P 3,600.00

4. Over P1 Million — P2 Million P 6,000.00+(1/10 of 1% in excess of P2
5. Over P2 Million Million)

Service: APPLICATION FOR PRELIMINARY APPROVAL AND
LOCATIONAL CLEARANCE

FEES TO BE PAID:

A. Approval of Subdivision Plan (Including townhouses)
1. Preliminary Approval and P 300.00/ha or fraction thereof
Locational Clearance

B. Project Under BP 220

1. Preliminary Approval and
Locational Clearance

E. Approval of Memorial Park/Cemetery Project

1. Preliminary Approval and
Locational Clearance

a. Memorial Projects P 600.00/ha
b. Cemeteries P 240.00/ha
*Inspection Fee

a. Memorial Projects P1,200.00/ha

APPLICATION FOR PRELIMINARY APPROVAL AND LOCATIONAL CLEARANCE

Inspection Fee P 1,200.00/ ha. regardless of density

a. Socialized Housing P 75.00/ha

b. Economic Housing P 180.00/ha

*Inspection Fee

a. Socialized Housing P 200.00/ha

b. Economic Housing P 600.00/ha

C. Approval of Industrial/Commercial Subdivision

1. Preliminary Approval and P 360.00/ha or fraction thereof
Locational Clearance Inspection Fee

Inspection Fee P1,200.00/ ha.regardless of location
D. Approval of Farmlot Subdivision

1. Preliminary Approval and P 240.00/ha

Locational Clearance

*Inspection Fee P 600.00/ ha.
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b. Cemeteries
a. Memorial Projects
b. Cemeteries

P 600.00/ha
P1,200.00/ha
P 600.00/ha

Service: APPLICATION FOR SUBDIVISION DEVELOPMENT PERMIT

FEES TO BE PAID:

Inspection Fee

Permit
a. Socialized Housin

*Inspection Fee
a. Socialized Housin

Inspection Fee

Inspection Fee

Permit

a. Memorial Projects
b. Cemeteries
*Inspection Fee

a. Memorial Projects
b. Cemeteries

APPLICATION FOR SUBDIVISION DEVELOPMENT PERMIT

A. Approval of Subdivision Plan (Including townhouses)
1. Final Approval & Development Permit P 2,400.00/ha regardless of density

B. Project Under BP 220
1. Final Approval and Development

b. Economic Housing P 1,200.00/ha

b. Economic Housing P 600.00/ha
C. Approval of Industrial/Commercial Subdivision
1.Final Approval & Development Permit P 600.00/ha regardless of location

D. Approval of Farm Lot Subdivision
1.Final Approval & Development Permit P 1,200.00/ha

E. Approval of Memorial Park/Cemetery Project
1. Final Approval and Development

P1,200.00/ ha.

g P 500.00/ha

9 P 200.00/ha

P 1,200.00/ ha. regardless of density

P 600.00/ ha

P 2.40/ sq. m.
P 1.20.00/ sg. m.

P 1,200.00/ha
P 600.00/ha
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MUNICIPAL PLANNING AND DEVELOPMENT
OFFICE

ANNEX B
Requirements

CITIZEN’S CHARTER
Revised 2025, 15t Edition
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ANNEX B REQUIREMENTS:

13. A. CELLSITE

13.A. Certified true copy of Provisional
Authority (PA). In the absence of the
foregoing Certificate of Public convenience
and Necessity (CPCN) or Certificate of
Registration to provide Telecommunication
Services which may operate the wireless
communication. (2 copies)

- National Telecommunications
Commission (NTC)

14.A DAR Conversion if the property is located
within the Agricultural Zone. (1 original, 1
certified machine copy)

- Department of Agrarian Reform
(DAR)

15.A. Radiation Protection Evaluation Report
Written Consent (1 original, 1 certified
machine copy)

- Department of Health (DOH)

16.A. Environmental Compliance Certificate
(ECC)/Certificate of Non- Coverage (CNC) (1
original, 1 certified machine copy)

- Department of Environment and
Natural Resources (DENR)

17.A CAAP Height Clearance (1 original, 1
certified machine copy)

- Civil Aviation Authority of the
Philippines (CAAP)

18.A MGB Ocular Geological Investigation
Report (1 Original and 1 certified true Machine

copy)

- DENR — Mines and Geosciences
Bureau (MGB)

19.A Road-Right-of-Way — if applicable (1
Original and 1 certified true Machine copy)

- Department of Public Works and
Highways (DPWH) / Provincial
Engineering Office (PEO)

20.A PNR Clearance (affected by the PNR
Railway extension line project) (1 original, 1
photocopy)

- Philippine National Railways (PNR)

21.A Certification as to structural integrity of
building (structural analysis).

- Licensed Civil/Structural Engineer

13. B. COCKPIT

13.B. Environmental Compliance Certificate
(ECC) or Certificate of Non-Coverage (CNC)
under PD 1586, Philippine Environmental
Impact Statement System and its
Implementing Rules and Regulations

- Department of Environment and

Natural Resources

-Environmental Management Bureau
(EMB) Regional Office

14.B. Conversion Order (CO) or Exemption
Clearance (EC), if applicable.

- Department of Agrarian Reform
(DAR)

15.B. Site Clearance on the suitability of the
location pursuant to Chapter IX of PD 856’s

- Municipal Health Office
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IRR on Nuisance and Offensive Trade
Occupation.

13. C. FUNERAL ESTABLISHMENTS

13.C. Initial Clearance in accordance with the
provisions of PD 856 per Funeral
Establishment Category I, Il and IlI (1 original
and 1 photocopy)

- Municipal Health Office (MHO)

14.C. Environmental Compliance Certificate
(ECC) from DENR for Category | project, prior
to application for building permit

-Department of Environment and
Natural Resources (DENR)

13. D. MARKET

13.D. Environmental Compliance Certificate
(ECC) or Certificate of Non-Coverage (CNC)
from the as required under PD 1586,
Philippine Environmental Impact Statement
System and its Implementing Rules and
Regulations (1 original, 1 photocopy)

- Department of Environment and
Natural Resources

Environmental Management Bureau
(EMB) Regional Office

13. E. POULTRY AND PIGGERY

13.E. Environmental Compliance Certificate
(ECC) or Certificate of Non-Coverage (CNC)
from the EMB Regional Office as required
under PD 1586, Philippine Environmental
Impact Statement System and its
Implementing Rules and Regulations

- Department of Environment and
Natural Resources

Environmental Management Bureau
(EMB)

14.E. Site Clearance on the suitability of the
location pursuant to Chapter IX of PD 856’s
IRR on Nuisance and Offensive Trade
Occupation.
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MUNICIPAL PLANNING AND DEVELOPMENT
OFFICE

ANNEX C
Schedule of Fees

CITIZEN’S CHARTER
Revised 2025, 18t Edition
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The Municipal Schedule of Fees and Fines and the HLURB 2013 Schedule of Fees and
Penalties in violation to the real estate management rules and regulations is adapted by the

Sangguniang Bayan on March 2023.

PARTICULARS AMOUNT
1. Zoning/Locational Clearance
A Single residential stuciure attached or
detached
1. P 100,000 and below Project Cost FAHE 00
2. Ower P100.000 to P200,000 Project Cost | PE76.00

3. Ower P200.000 Project Cost
B. Apartment Townhouses

P720.00 + {110 of 1% in excess of
F200,000)

1. P 500,000 and below Project Cost

P1.440.00

2. Ower PE00.000 toP2milion Project Cost

P2, TE000

3. Ower 2milicn Prosect Cost

C. Dormitories

FA800.00 + {110 of 1% of cost in
excess of P2rmillion regardiess of
rurmiber of doors)

1. P2 million and below Project Cost

P3.,800.00

2. Cwer P2milion Project Cost

F3.600.00 + {110 of 1% of costin
excess of P2million regardiess of
rurmiber of doors)

O. Instiutional

1. Below P2 milion Progect Ciost

P2.E80.00

2. Ower P2milion Project Cost
E. Commencial, indusirial and agro-Industial

F2.880.00 + {110 of 1% of cost in
excecs of P2million)

Below F100,000 Project Cost

P1.400.00

Ower P100,000 to PS00,000 Project Cost

P2 160.00

Ower PS00,000 to PiMllion Project Cost

P2 880.00

sl Ll B | =

Cwer PMlion o F2Million Project Cost

P4.230.00

Chwer P2hillion
F. Special Uses/Special Projects

&n

F7 200.00= {110 of 1% of cost in
exrcess of F2million)

1. Below P2 milion Progect Ciost

P7.300.00

2. Ower P2milion Project Cost

5. AlterationExpansion|afected areas only)
H. Advertisementbillboands, project cost of
whichis: 1% 100000000

P7.200.00 + {110 of 1% of cost in
excess of P2rmillion)

Sarme as onginal application
1,000 + 110 of 1% in excess of
10:0.000.00

Source: Zoning Ordinance, The Implementing Tool of the Enhanced Comprehensive Land Use Plan

2019 - 2029
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2. Subdivision Projects under PD 337

A Approval of Subdivision Plan
{including townhouses)

1. Prefiminary Approwal and Locational
Clearance (PALCYPreliminany
Subdivision Development Plan [PSDP)

a. Processing Fee

F330.Mhectare or a fraction thereof

b. Inspection Fes
2. Final Approwal and Dievslopment Pesmil

P1.500.00hectare regardless of density

a. Processing Fee

Additional Fee on Floor Area of
housing coemponent

F2 880 .00hectare regardless of density
P3.00'sq.m

b. Inspecton Fes P1.500.00hectare regardless of density
3. Alteration of Plan (affected areas Sarme a5 Final Approval and
oriby) Ceveloprment Pemit
3. Subdivision Projects under BP
A SUBDMISION
1. Preliminary Approval and Locational
Cleasnce
Processing Fes
3. Socalred Housing FP20.00hectare
b. Economic Housing F216.00hectare
n=pection Fes
3. Socalred Housing P1.500.00hectare
b. Economic Housing P1.500.00ectars
2 Final Approval and Development | P7 20/sq.m.
Pemrrit
Processing Fes
3. Socalred Housing PE00.00hectare
b. Economic Housing F1 430 00 heckare
n=pection Fes
3. Socalred Housing P1.500.00hectare
b. Economic Housing F1.500.00Mectare
3. Alerstion Plan (Sfected areas | Same as Final Approval and
onhy) Development Pearmit
4. Buiding Pemni (floor area of | p7ogsg
Housing Unit) i

BAGONG PILIPINAS

Source: Zoning Ordinance, The Implementing Tool of the Enhanced Comprehensive Land Use Plan

2019 - 202

MUNICIPALITY OF DARAGA - CITIZENS CHARTER Revised 2025, 1° Edition | 118



5. Occupancy Pemit

Processing Fes

a. Socialzed Housing P&00¢s.m
b. Economec Housing F7_30isg.m
nspection Fee (Saleable fioor
area of the housing component)
a. socared Housng PE.0¢sg.m
b. Economic Housing F7_3isg.m
4 Industrialic ial Subdivisi
1. Prefiminary Approval and Locational
Clearsnce
a.  Processing Fes P42 00hectare

b. Inspection Fes
3. Approval of Farmiot  Subdivision
1. Prefiminary Approwval and Locational

1,500 00Vhectare regardiess of location

Clearance
a. Processing Fee Fzas.00hectare
b. Inspection Fes P1.500 00hectare
2. Final Approval and Developrnent Permit
a. Processing Fes F1.440.00ha
b. Inspechon Fee F1i.500.00ha
3. Alteration of Plan (affected areas only) | Same as Final Approval and
Ceveloprrent Permit

& OtherT ions/Certificati
a. ApplicatonRequest for:

1. Zoning Cerifications

F720.00Mectare for agricutural lnd

2. Zoning Certifications

P24 00iresidential lot

3. Renewal! Validation of Locational
Clearance

{Reguiar dearance for business P408.00
pemmit)
Z Emlng Cermcatons Tor Docupancy —
it
5. Chher, to inchade:
a. Certificate of no recond on file FZ35.00
b. Certified Xerox copy of documents
{report size]
Document of 5 pages or less P43.20
Beery Additional Page P4.40
c. Photo Copy of Documents P20
d. Ofhers not Listed Above FZ16.00

BAGONG PILIPINAS

Source: Zoning Ordinance, The Implementing Tool of the Enhanced Comprehensive Land Use Plan

2019 - 2029
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7. . Research Senvice Fee 509 Déscount for
sfudents)
A HBlectronic copy of Maps avalable in PDF

or Jpeg formak

1. Electronic File Copy of Exisfing
General Land Use Map (A2 Sze) F130.00 per map

2. Electronic File Copy of Existing Urban | P 150000 per map
Land Use Map (A3 Sze)

3. Electronic File Copy of Proposed P 150000 per map
General Land Use Map (A3 S&e)

4. Electroniz File Copy of Proposed P 150000 per map
Urban Land Use Map (A2 Sze)

5. Electroniz File Copy of General Zoning | P 150000 per map
Map (A3 Size) _

3. Electroni: File Copy of Zoning Map— | P 150000 per map
Urban Cluster (A3 Size)

7. Electronic File Copy of Strest Map — P 150,00 per map
Urban Cluster (A3 Size)

8. Electronic File Copy of Zoning Map By | P 150000 per map
Barangay (Legal Size)

9. Electroniz File Copy of Zoning Map By | P 150000 per map
Section (Legal Size)

10. Electronic Fike Copy of Cther Maps P 150000 per map
(A2 Sze)

11. Blectronic Fie Copy of Cther Maps P 150,00 per map
(Liegal Size)

B. Printed Copy of Maps [Colored Maps)

12. Prnted Copy of Exsting General Land | P 150.00 per map
e Map (A2 Size)

13. Printed Cooy of Existing Lirkian Land P 150000 per map
s Map (A3 Size)

14, Printed Copy of Proposed General P 150000 per map
Land Lise Map (A3 Sze)

15. Prnted Cooy of Proposed Urban Land | P 150000 per map
Il=e Map (A3 Size)

16. Printed Cooy of General Zoning Map P 150,00 per map
(A3 Sz=)

17. Prnbed Copy of Zoning Map — Urban P 150000 per map
Cluster (A3 Sizel

18. Prnted Cooy of Smeet Map — Urban P 150,00 per map
Cluster (A3 Siza)

18. Prinked Copy of Zoning Map By P 150000 per map
Bamngay (Legal Size)

20. Printed Copy of Zoning Map By P 150000 per map
Section (Legal SiEe)

21. Printed Copy of Other Maps (A2 Sze) | P 150.00 per map

X2 Prnted Copy of Other Maps (Leqgal P 150000 per map
Size]

BAGONG PILIPINAS

Source: Zoning Ordinance, The Implementing Tool of the Enhanced Comprehensive Land Use Plan
2019 - 2029
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c. F'I-mtc?lﬂmvufhh:s (Black andWhite | By 00 per shest

0. License to S=l CLUUPZoning Elecironic
[Ciata available in POF

1. Wolume 1 - Comprehensiee Land Use F40.000
Plan (werite-up only) -
2. Volume 2 - Zoning Ordinance (write-up P10.000
oriby] .
3. Volume 3 - CLUP Sectoral Studies
. F10.000
(write-up oniy}
E License fo Sell CLUPZoning Prinked
Regports avaiable in Legal Size
1. Volume 1 - Comprehensive Land Use
Plan (write—up only)
4. Volume 2 - Zoning Ordinance (write-up | pegy 1% 5§ pages: Phipage in excess of 5

oriby]
5. Volume 3 - CLUP Sectoral Shudes

PE0 1% 5 pages: PA'page in excess of §

P& 1% 5 pages: PA'page in excess of §

(warite-up onby)
F. Photo Copy of CLUPZ0 Reports (Write-
up or tables only)P P10.00 per shest
Ceertified e copy of Maps Pi20

Source: Zoning Ordinance, The Implementing Tool of the Enhanced Comprehensive Land Use Plan
2019 - 2029
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FEEDBACK AND COMPLAINTS MECHANISM

How to Complete the Client Satisfaction Measurement (CSM) form at the
send a Receiving Area and drop it in the designated drop box beside the
feedback? | Municipal Planning and Development Office door.
How Every Friday, designated personnel open the drop box to consolidate
feedbacks | the CSM forms. Feedback requiring a response is forwarded to the
are appropriate Administrative Division. For inquiries or follow-ups, please
processed? | contact the details below.
Contact Website: daraga.gov.ph
Information | Facebook page: MPDO Daraga
Telephone number: 09623251547
Email: pdo.daraga.lgu@gmail.com
How to file | For walk-in clients: Complete the Client Complaint Form at the receiving
a area and drop it in the designated “Complaints Box” located in the
complaint? | Daraga Municipal Hall lobby beside the desk officer's table. Complaints
may also be submitted via email at pdo.daraga.lgu@agmail.com.
How Assigned personnel will check emails daily and consolidate complaint
complaints | forms from the drop box every Friday. The consolidated report is
are forwarded to the Office Head for evaluation, who then directs it to the
processed? | appropriate division for action. The complainant will be notified of the
outcome via a letter sent to their provided contact information.
Contact e Anti-Red Tape Authority:
Information Text: 1-2782, 8478-5093
of ARTA, E-mail: complaints@arta.gov.ph
CSC CCB, | e CSC Contact Center ng Bayan CCB:
PCC Text: 0908-881-6565

E-mail: email@contactcenterngbayan.gov.ph
e Presidential Complaints Center:
Call: 8888
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OFFICE OF THE HUMAN RESOURCE
MANAGEMENT OFFICER

CITIZEN’S CHARTER
Revised 2025, 15t Edition
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MUNICIPAL HUMAN RESOURCE MANAGEMENT
OFFICE

VISION

The Municipal Human Resource Management Office shall establish a balanced
personnel management system designed to promote the employee's morale, efficiency and
responsiveness and implement program for the general welfare of the employees.

MISSION

e To provide effective human resource management by developing and implementing
policies, programs and services that contribute to the attainment of agency goals.

e To come up with a sound personnel system by initiating personnel welfare program
designed to raise the effectiveness and morale of the municipal employees

MANDATE

e Establish a sound recruitment and selection system within the agency;
Develop and implement policies in all aspects of personnel administration;

e Process appointment and other personnel-related transactions in accordance with
CSC laws and organization policy;

e Make continuing analysis of training needs, plan and implement capacity development
and protect the general welfare of the employees;

¢ Maintain a complete and updated personnel information system; and

e Assist the Local Chief Executive in the effective and efficient implementation of Civil
Service Laws and Rules governing personnel administration.

SERVICE PLEDGE

We pledge to provide efficient and effective delivery of HR practices to LGU officials
and employees.
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LIST OF SERVICES

EXTERNAL SERVICES

1. APPLICATION TO JOB VACANCY IN THE LOCAL GOVERNMENT UNIT OF
DARAGA
2. HIRING OF CONTRACT OF SERVICE AND JOB ORDER EMPLOYEES

3. APPLICATION FOR ON-THE-JOB TRAINING/WORK IMMERSION
INTERNAL SERVICES

1. APPLICATION FOR LEAVE
2. APPLICATION FOR TERMINAL LEAVE BENEFIT

3. REQUEST FOR SERVICE RECORD, CERTIFICATE OF EMPLOYMENT, LEAVE
CREDITS AND OTHER PERSONNEL RECORDS PERSONNEL RECORDS
4. CHECKING OF DAILY TIME RECORD FOR ATTENDANCE

5. CHECKING OF PAYROLL OF JOB-ORDER CONTRACT AND CONTRACT OF
SERVICE EMPLOYEES
6. REQUEST FOR EMPLOYEE NUMBER FOR IDENTIFICATION CARD

7. ISSUANCE OF TRAVEL ORDER, AUTHORITY TO TRAVEL, OFFICE ORDER,
OFFICE MEMORANDUM AND OTHER RELATED HUMAN RESOURCE
DOCUMENTS

8. APPLICATION FOR ATM PAYROLL ACCOUNT FOR NEWLY HIRED
EMPLOYEES

9. APPLICATION OF LOAN: LANDBANK LIVELIHOOD LOAN SYSTEM AND
DEVELOPMENT BANK OF THE PHILIPPINES (DBP)SALARY LOAN

10. OTHER HUMAN RESOURCE MANAGEMENT SERVICES
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EXTERNAL SERVICES

1. APPLICATION TO JOB VACANCY IN THE LOCAL GOVERNMENT
UNIT OF DARAGA

Application for the job vacancy at the LGU Daraga is open to anyone if they
meet the qualifications required for the job opening.

Interested applicants may search for job vacancy posted at Municipal Human
Resource Bulletin Board, Municipal Bulletin Boards and published at the Civil
Service Field Office. Application should be submitted to the HRMO. The Personnel
Selection Board (PSB) screens all qualified applicants.

Members of the Personnel Selection Board (PSB) are:

1. Local Chief Executive (Chairman)
Municipal Department Head
Sangguniang Bayan Member
Municipal Human Resource and Management Officer
Representative from 2" Level Position
Representative from 1%t Level Position

2.
3.
4.
5.
6.

MUNICIPAL HUMAN RESOURCE MANAGEMENT OFFICE
1. APPLICATION TO JOB VACANCY IN THE LOCAL
GOVERNMENT UNIT OF DARAGA

Compex
G2C-Government to Citizen
All qualified applicants

1. Fully accomplished Personal Data CSC/PRC

Sheet Recent Employment
(PDS) with recent passport-sized picture (CS | Last attended School
Form 212, revised 2017 which can be
downloaded at www.csc.gov.ph;

2. Performance rating in the last period (if
applicable);

3. Photocopy of certificate of
eligibility/rating/license; and

4. Photocopy of Transcript of Records
(TOR).
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1. Check for Forwarded to the | None 2 minutes REY JOSEF R.
Published Vacant CSC RO for LAWENKO
Position for Career publication in the OIC-HRMO
/ Non-Career CSC Bulletin of
Service Vacant Positions

in the

Government in

the CSC We'bsite M%rgézrgcijnza

and posted in A. Aide |

three

conspicuous

places (MHRMO

bulletin Board,

PESO Bulletin

board and MHO

bulletin board)
2. Submit Receive the None 2 minutes Marieta F.
Application Letter application letter Bonaobra
with attached specifying the HR Staff

(Receiver)

requirements

position applied
for, together with
the requirements

Acknowledging
receipt submitted
through electronic
mail

applicants.LGUDa

raga@agmail.com

Diana Rose LlI.
Lucasia
HR Staff

Joan Christie
C. Erestain
Admin Officer V

3. Preliminary
Assessment

Undergo a
preliminary
assessment for
the top 5 qualified
applicant for
deliberation.

None

15 minutes per
application

REY JOSEF R.
LAWENKO
OIC-HRMO

Joan Christie
C. Erestain
Admin Officer V
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4. Wait For
Advice/Notice

Applicants will be
advised to come
on scheduled
date of
deliberation of
vacant positions.
This will be done
through sending
text messages or
electronic mail.
(Note: only
applicants who
are

able to meet the
minimum QS
requirements will
be called for
interview by the
PSB)

None

5 minutes per
applicant

REY JOSEF R.
LAWENKO
OIC-HRMO

Joan Christie
C. Erestain
Admin Officer V

5. PSB Screening

The PSB screens
and interview the
applicants who
meet the QS
requirements.

None

20 minutes per
applicant

PERSONNEL
SELECTION
BOARD

6. Hiring of
selected applicant

The applicant
selected by the
PSB

to fill the vacant
position is
informed about
the selection. The
appointment date
depends on the
Local Chief
Executive

3 days after
the
deliberation
date

Municipal
Mayor

Prepare the
required
documents /forms
according to
ORAOHRA

1 day

Glenda
Bradecina
A.Aide |
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Prepare the 1 day Romeo M. Neo

Appointment Data Controller
Transmittal and v
Action Form -
together with the Joan Christie
required C. Erestain

Admin Officer V
documents

Garry J. Arana
A. Aide 1l

Total  none 5 days

A

2. HIRING OF CONTRACT OF SERVICE AND JOB ORDER
EMPLOYEES

MUNICIPAL HUMAN RESOURCE MANAGEMENT OFFICE
2. HIRING OF CONTRACT OF SERVICE AND JOB ORDER
EMPLOYEES

Hiring for Contract of Service and Job Order Contracts
employees is upon recommendation of the Department
Heads/Section/Unit Chiefs for approval of the Local Chief
Executive.

Simple

G2C-Government to Citizen

All recommended persons by the Department
Heads/Section/Unit Chiefs

1. Bio-Profile Information Form; Applicant
2. Recommendation Letter
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1. Submission of Received the Bio- | None 1 minute Joan Christie C.
application letter or Data Erestain
recommendation letter or Personal Data Admin Officer V
with attached Bio-Data or | Sheet _
Personal Data Sheet (PDS) Marieta F.
(PDS) Bonaobra
Hr Staff
(receiver)
For verification None 2-5 minutes REY JOSEF R.
LAWENKO
OIC-HRMO
Application letter or | None | 2 minutes Diana Rose
recommendation Lucasia
letter HR Staff
with attached Bio- (outgoing)
Data
or Personal Data
Sheet
(PDS) forwarded to
the
Office of the Mayor
(if
offices are under
Mayor’s Office) /
Office
of the Vice Mayor
(if
offices are under
Vice
Mayor’s Office)
Approval for None | 2 -5 minutes

Contract of
Service or Job
Order
Contract
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Preparation of
Contract
of Service

Approval of the
prepared Contract
of

Service

and forwarded to
the

Municipal Budget
Office

And

Municipal
Accountant for
approval

for Appropriation

return to the
HRMO

and have it signed
by the LCE

contact the person
concerned for
signature

and have it
notarized

give copies to the
person under
contract

and copy furnished
the

Municipal
Accounting

Office and
Municipal

Budget Office

None

30 minutes

1 day
(depending on
the
verification)

Rey Bien Belda
A.Aide |

SALVACION
PAJA
MGDH I/
Municipal Budget
Officer

ALFREDO
SALLAN
MGDH I /
Municipal

Accountant

HON. GERRY
RAPHAEL Z.
JAUCIAN, JR
Acting Municipal
Mayor

Attorney

Rey Bien Belda
A.Aide |
Marieta F.
Bonaobra
Hr Staff
(receiver)
Diana Rose
Lucasia
HR Staff
(outgoing)
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Preparation of the
Job
Order Contract

Signed prepared
Job

Order Contract for
each
Department/Offices

Routing of Job

30 minutes

1 day
(depending on
the
verification)

Joan Christie
Erestain
Admin Officer V

Order
Contract on REY JOSEF R.
concerned LAWENKO
department/offices OIC-HRMO
of
; ; SALVACION
signatories: BAIA
MGDH I/
-Recommended Municipal Budget
approval Officer
ALFREDO
-Certified as to SALLAN
existing MGDH I/
Appropriation/ Municipal
Obligation Accountant
-Funds Available HON. GERRY
RAPHAEL Z.
-Approval JAUCIAN, JR
Acting Municipal
Mayor
3. Signing of Contracts Assist in the Marieta F.
signing of contracts Bonaobra
HR Staff
(receiver)
Diana Rose
Lucasia
HR Staff
(outgoing)

Total

None

2 business
days
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J N

3. APPLICATION FOR ON-THE-JOB TRAINING/WORK IMMERSION
MUNICIPAL HUMAN RESOURCE MANAGEMENT OFFICE

3. APPLICATION FOR ON-THE-JOB TRAINING/ WORK
IMMERSION

Accepts On-the-Job Training for Senior High School Students
and College Graduates. This is a means to formally introduce
students to an actual job setting and allows for the exploration
between the knowledge and abilities obtained in educational
settings and those necessary for professional settings.
Simple

G2C-Government to Citizen

Schools from various municipalities within Albay

1. Letter of Intent or endorsement with list of Requesting School or University
students and Resume or Bio-data;

2. Memorandum of Agreement

None Joan Christie C.
Received the Erestain
o . letter Admin Officer V
1. Submission of required of intent 5 minutes
Documents Resume’/Bio- data Marieta F.
Bonaobra
and MOA HR Staff
(receiver)
Diana Rose
Forward to the Lucasia
Head of Agency > minutes HR Staff
for (outgoing)
approval OFFICE OF THE
MAYOR
Forward the
Memorandum of
Agreement for 1 day LEGAL OFFICE
SB
Resolution

MUNICIPALITY OF DARAGA - CITIZENS CHARTER Revised 2025, 15" Edition | 133



BAGONG PILIPINAS

2. Submission of the :Rtt'-,\twevtvhthe Intent hristi
approved Intent Letter for | oo theN 5 minutes Joan Christie C.
OJT /Work Immersion schedule . Erestain
for orientation Admin Officer V
Joan Christie C.
Erestain
Admin Officer V
Assign students
. . to Marieta F.
3. Assigned to respective res . .
: pective 10 minutes Bonaobra
Department or Office department or HR Staff
office
Diana Rose
Lucasia
HR Staff
None
Total 1 day

INTERNAL SERVICES

1. APPLICATION FOR LEAVE

MUNICIPAL HUMAN RESOURCE MANAGEMENT OFFICE
APPLICATION FOR LEAVE

A privilege given to employees who want to apply for leave for
personal reasons or for any other reason specified on their
application form.

Simple

G2C-Government to Citizen

Elective Officials and Permanent Employees

1. Letter of Intent or endorsement with list of
students and Resume or Bio-data;
2. Memorandum of Agreement

Municipal Human Resource Management
Office
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Receive None
Application
1. Fill Up and File form with
Application for Leave Form | approval , Ma. Glenda
PP oﬂ)he 2 minutes Bradecina
Department A.Aide |
Head or Chief of
Office
Records the None
application for
leave, checking Ma. Glenda
the Brad%cmla
: A.Aide
2. Processing of Leave {j%%lﬂ:ﬁgms 5 minutes
Form X Diana Rose
computes the Lucasia
earned leave HR staff
credits (outgoing)
and process the
application
The Human None
Resource
Management
3. Approval of Leave Officer RIIE_XJVCIDE?\E(%R'
Comppf)utation approves.the 2 minutes OIC-HRMO
computation on
the
Application for
Leave
Processed None
application for
leave HON. GERRY
is submitted to RAPHAEL 7.
the JAUCIAN, JR
Office of the Acting Municipal
Mayor Mayor
4. Approval by the Mayor | or Authorized 2-5 minutes
Representative
for REY JOSEF R.
approval LAWENKO
Furnish the OIC-HRMO
MHRMO a copy
of
the form after
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approval by the
Mayor or
Authorized
Representative

Total None 14 minutes

2. APPLICATION FOR TERMINAL LEAVE BENEFIT

MUNICIPAL HUMAN RESOURCE MANAGEMENT OFFICE

| APPLICATION FOR TERMINAL LEAVE BENEFIT

A government employee or official obtaining earned leave. For
the purpose of resignation, retirement, or departure from
government service, an employee may only use accumulated
vacation and sick leave as terminal leave.

| G2C-Government to Citizen
Elective Officials, Coterminous, Casual and Permanent
Employees

1. Intent Letter for optional retirement
2. Letter of Resignation

Applicant

1. Requests for 1. Accept None 2 minutes
computation of leave application for Ma. Glenda
credits. terminal leave Bradecina
A.Aide |

2. Submit the necessary 2. Prepare None 1 day Ma. Glenda
requirements for terminal | computation of Bradecina
leave in accordance with | leave credits to A.Aide |
COA Circular No. 70 be
94000 and 2001 006 reflected at the

certification duly

signed by the

HRM

Officer
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3.Approval of None 1 day HON. GERRY

Terminal Leave RAPHAEL Z.
JAUCIAN, JR
Acting Municipal
Mayor
4.Forward the None 1 day Office of the
approved Municipal
terminal Accountant

leave for voucher

2. Wait for further advised | Issuance of None 1 day Office of the
to claim the cheque cheque Municipal
Treasurer
Total None 5 days

3. REQUEST FOR SERVICE RECORD, CERTIFICATE OF
EMPLOYMENT, LEAVE CREDITS AND OTHER PERSONNEL
RECORDS PERSONNEL RECORDS

MUNICIPAL HUMAN RESOURCE MANAGEMENT OFFICE
REQUEST FOR SERVICE RECORD, CERTIFICATE OF
EMPLOYMENT, LEAVE CREDITS AND OTHER
PERSONNEL RECORDS PERSONNEL RECORDS
Government employees may request from the MHRMO their
service records, certificate of employment, leave credits and
other certificate of employment and other certification

Simple

G2C-Government to Citizen
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Employed employees connected with the Local Government

Unit of Daraga

2. Other supporting documents for records

Municipal Human Resource Management

Office

1. Fill- Up Request Form Checking the None 1 minutes Cielo L.
/Log Book request form or Sabifiano
logbook of what A.Aide |
kind of _
records/certificate 'ggrr]'zgab ::a
needed HR Staff
(receiver)
Prepare and None 2-5 minutes Romeo M. Neo
prints Data Controller
the Service
Record, Cie_l9 L.
Certificate of Sabifiano
Employment, or A.Aide |
other requests
specified
Requested None 2 minutes
record/certificate HON. GERRY
to RAPHAEL Z.
the Human JAUCIAN, JR
Resource Acting Municipal
Management Mayor
Officer
for signature
Service Records
shall be signed
by
the LCE
2.Receive the requested Client will receive | None 2 minutes Cielo L.
document the requested Sabifiano
record/certificate A.Aide |
from the Mun. _
Human Resource D'iziazgse
Management HR St
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Total None 12 minutes

4. CHECKING OF DAILY TIME RECORD FOR ATTENDANCE
MUNICIPAL HUMAN RESOURCE MANAGEMENT OFFICE
CHECKING OF DAILY TIME FOR ATTENDANCE

Government employees are required to use the Biometric
machine for their daily attendance and submit the Daily Time
Record accordingly.

Simple

G2C-Government to Citizen

Municipal employees

Municipal Human Resource Management
Office

1. Daily time record
2. Request letter of copies of attendance sheet
(if necessary)

1. Request a copy of Prints the None 2-5 minutes Rey Bien Belda
Attendance Sheet from the | Attendance Sheet A.Aide |
Biometric Machine from the Biometric
Machine
2. DTR’s must be signed | Approval fromthe = None Concerned
by the Department Department Department
heads/Office heads heads/Section/Unit heads/Office
chiefs heads
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3. Submit The Daily Time
Record According to The
Attendance Sheet

Review and check
the Daily Time
Record (DTR) and
submit the
masterlist of
municipal
employees’
attendance to the
Municipal
Accounting Office

None 30 minutes Ceilo L.
Sabifiano

A.Aide |

Marieta
Bonaobra
HR Staff

Total

None 35 minutes

5. CHECKING OF PAYROLL OF JOB-ORDER CONTRACT AND

CONTRACT OF SERVICE EMPLOYEES

MUNICIPAL HUMAN RESOURCE MANAGEMENT OFFICE

CONTRACT

CHECKING OF PAYROLL OF JOB-ORDER CONTRACT AND

OF SERVICE EMPLOYEES

Payrolls of Job Order Contract and Contract of service prepared
by each department or office are checked by the Municipal
Human Resource Management Office.

Simple

G2C-Government to Citizen

1. Daily time record (signed by the
Department Head/Section/Unit chief)

2. Accomplishment report

3. Certification of rendered services

4. Pag-IBIG fund number

5. Community Tax Certificate (CTC) number

Job Order and Contract of Service employees

concerned persons
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2-5 minutes

Submit the required Checking of Daily | None Marieta F.
requirements of Payroll Time Record and (per DTR’s) Bonaobra
other HR Staff
requirements
Romeo Neo
Data Controller
Review and check| None 5 minutes Romeo Neo
the prepared (per payroll) | Data Controller
payro”s Garry_Arana
A.Aide Il
Rey Bien Belda
A.Aide |
Route the payroll | None 5 minutes Diana Rose
to (per payroll) Lucasa
the concerned HR Staff
departments (outgoing)
Total None 15 minutes

6. REQUEST FOR EMPLOYEE NUMBER FOR IDENTIFICATION CARD

MUNICIPAL HUMAN RESOURCE MANAGEMENT OFFICE

REQUEST FOR EMPLOYEE NUMBER FOR
IDENTIFICATION CARD

Employee Number for Identification Card for all municipal
employees of Local Government Unit of Daraga.

Simple

G2C-Government to Citizen

1. Request Form or Identification Card Form

1. Fill Up the Identification
Card Form

Checking of fill

up
forms for

Municipal employees

Daraga Public Information Office

2-5 minutes

Marieta
Bonaobra
HR Staff
(receiving)
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identification Joan Christie
card Erestain
form Admin Officer V

Record and give Rey Bien Belda
the ID Control A.Aide |
number for
verification of
employment
2. Submission to the Id Checking the None DPIO Staff
Maker complete
information on
the

ID Form and
make

the ldentification
Card

total | None 10 minutes

7. ISSUANCE OF TRAVEL ORDER, AUTHORITY TO TRAVEL, OFFICE
ORDER, OFFICE MEMORANDUM AND OTHER RELATED HUMAN
RESOURCE DOCUMENTS

MUNICIPAL HUMAN RESOURCE MANAGEMENT
OFFICE
ISSUANCE OF TRAVEL ORDER, AUTHORITY TO TRAVEL,
OFFICE ORDER, OFFICE MEMORANDUM AND OTHER
RELATED HUMAN RESOURCE DOCUMENTS
Issuance of Travel Order, Authority to Travel, Office Order,
Office Memorandum and other related documents for the
requesting employees as proof of their official travel or other
purposes.
Simple
G2C-Government to Citizen
Municipal employees

1.Letter of Request approved by the Head of
Agency
2. Communication Letter

Municipal Human Resource Management
Office
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1. Request for Travel Prepare travel None | 2-5 minutes Joan Christie C.
Order, Authority to Travel, | order Erestain
Office Order and Office and Authority to - Admin Officer V
Memorandum travel
Prepare Office
Order and Office
Memorandum
_ HON. GERRY
Approval of the 2-5 minutes RAPHAEL Z.
LCE JAUCIAN, JR
Acting Municipal
Mayor
2.Receive the requested To file and 2-5 minutes Marieta F.
documents record Bonaobra
travel order, '
office Diana Rose
: Lucasia
order and office
memorandum HR staif
Total | None 20 minutes

(End of transaction

8. APPLICATION FOR ATM PAYROLL ACCOUNT FOR NEWLY
HIRED EMPLOYEES

| MUNICIPAL HUMAN RESOURCE MANAGEMENT OFFICE
APPLICATION FOR ATM PAYROLL ACCOUNT FOR
NEWLY HIRED EMPLOYEES

The newly hired employees under Coterminous, Casual
and Permanent status may apply for ATM Payroll account
under Land Bank of the Philippines.

' Simple, Highly Technical

G2C-Government to Citizen

' Municipal employees

1.Endoresement Letter;
2. Requirements listed for ATM Payroll
Account

Municipal Human Resource Management
Office
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1.Request for Prepare None 5 minutes Joan Christie C.
endorsement letter endorsement Erestain

letter Admin Officer V

for ATM Payroll

Account

Verify and None 5 minutes

checked

the endorsement

letter by the

MHRMO

Approved/signed 15 minutes HON. GERRY

of RAPHAEL Z.

the LCE JAUCIAN, JR

Acting Municipal
Mayor
2.Submit the endorsement Depends on | Land Bank of the
letter and attached the Philippines
requirements processing
time
of LBP
Total  None 20 minutes

9. APPLICATION OF LOAN: LANDBANK LIVELIHOOD LOAN
SYSTEM AND DEVELOPMENT BANK OF THE PHILIPPINES

(DBP)SALARY LOAN

MUNICIPAL HUMAN RESOURCE MANAGEMENT OFFICE

8. APPLICATION OF LOAN: LANDBANK LIVELIHOOD
LOAN SYSTEM AND DEVELOPMENT BANK OF THE
PHILIPPINES (DBP)SALARY LOAN

The eligible borrower under elective, coterminous, Casual
and Permanent status may apply for salary loan in
accordance with the policy of the Banks.

Simple
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G2C-Government to Citizen
Municipal employees

1.BC List Application Form with attached list of = Municipal Human Resource Management
requirements Office
2.DBP Form with attached list of requirements | Municipal Accounting Office

1.Submit the requirements | Checked the None 2 minutes Joan Christie
of the specific bank to requirements if Erestain
apply for salary loan eligible to borrow Admin Officer V
Prepare the 1 day Joan Christie
needed Erestain
documents Admin Officer V
for salary loan
5 minutes
Signed the ALFREDO L.
prepared forms SALLAN
by Municipal
the MHRMO Accountant
2 miuntes
The DBP Salary
loan will be
forwarded to the HON. GERRY
Municipal RAPHAEL Z.
Accountant JAUCIAN, JR
1 day Acting Municipal
Approval of the Mayor
LCE
2.Submit the approved
application form to the
concerned banks
Total None 2 days
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10. OTHER HUMAN RESOURCE MANAGEMENT SERVICES
NOTfiCEONDIVISIGRTN MUNICIPAL HUMAN RESOURCE MANAGEMENT OFFICE

9 OTHER HUMAN RESOURCE MANAGEMENT SERVICES

All officials and employees of government are required to file/
submit

their Statement of Assets, Liabilities, and Net Worth (SALN)
Form;

2. Submission of Unit Work Plan, Office Performance
Commitment and

Review Form and Individual Performance Commitment and
Review

Form for Strategic Performance Management System (SPMS);
3. Processing of Notice of Salary Adjustment (NOSA) and
Notice of

Step Increment (NOSI)

| G2C-Government to Citizen
Municipal employees

1.Statement of Assets, Liabilities, and Net
Worth

Form

2. OPCR and IPCR Form

3. NOSA/NOSI Form

Municipal Human Resource Management
Office

1. Submission of Unit Compilation of None | 1 stsemester | Romeo M. Neo
Work Plan, OPCR and Unit (January to Data Controller
IPCR Workplan, IPCR June) v
and OPCR and Garry J. Arana
2 nd (Sﬁr;,eSter A. Aide Ii

to December)

MUNICIPALITY OF DARAGA - CITIZENS CHARTER Revised 2025, 1°" Edition | 146



BAGONG PILIPINAS

2. Filling/Submission of Compilation of Month of Romeo M. Neo
SALN as of December of | Compliant and March Data Controller
each year Non-compliant (deadline of v
employees submission) .
and Jo;n C:’]I‘.Istle
submit copies to Every month -restain
the Office of the of Admin Officer V
Ombudsman, May Garry J. Arana
Quezon (submission A. Aide Il
to the
ombudsman)
3. Receive the Notice of Process the None | Depending on Ma. Glenda
Salary Adjustment Notice the Bradecina
(NOSA) and Notice of of Salary Local Budget A.Aide |
Step Increment (NOSI) Adjustment Circular for
(NOSA) and NOSA
Notice .
Diana Rose
of Step Every three Lucasia
Increment years HR Staff
(NOSI) from the date (outgoing)
of
appointment
for
NOSI
Total  None
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How to send feedback

Answer the client feedback form and drop
it at designated drop box at the Municipal
Lobby

How feedbacks are processed

Feedback requiring answer are forwarded
to the relevant offices and they are
required to answer within three days of the
receipt of the feedback

How to file a complaint

A complaint may be filed/submitted to the
via letter or email at indicating the
following:

- Name of person being complained

- Incident

- Evidence

- Name of complainant

For inquiries and follow-ups, clients may
email hrmo.lgudaragal8@gmail.com

How complaints are processed

Upon evaluation the designated officer
shall investigate and forward the
complaint to the relevant employee for
their explanation.

Contact Information of CCB, PCC, ARTA

ARTA: complaints@arta.gov.ph
8478 5093

PCC: 8888

CCB: 0908-881-6565 (SMS)
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OFFICE OF THE MUNICIPAL CIVIL REGISTRAR

CITIZEN’S CHARTER
Revised 2025, 18t Edition
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OFFICE OF THE MUNICIPAL CIVIL REGISTRAR

MANDATE

The office of the Municipal Civil Registry — Daraga, Albay is mandated to process,
record, file and safe keep all registered civil registry documents and perform CIVIL
REGISTRY FUNCTIONS, as provided for in R.A. 3753. (Civil Registry Law).

MISSION

To deliver civil registration services through recording of acts and events that will
suffice the effectual sources of information concerning individual’s civil status.

VISION

To become globally competitive institution of providing reliable, accurate and effectual
sources of information concerning registrable documents free from ambiguity thru
active involvement of public to ensure its proper administration.

SERVICE PLEDGE
We commit to:

e Adopt effective government practices for efficient government service delivery
through performing duties and functions appropriately and efficiently.

e Abridge the procedures and requirements that will reduce the transaction
period and perform government practices with highest degree of integrity and
competence.

e Stretching out the public’s awareness on the accessible and understandable
approach of delivering the civil registration services amidst client’s gratification.

e Ensuring client’s satisfaction by carrying out client’s requests during the official
working hours and during lunchbreak along with the “NO NOON BREAK
POLICY”.
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1. BIRTH REGISTRATION

(quadruplicate)

(if applicable)

Child’s Parents.

1. Certificate of Live Birth
2. Marriage Certificate of Parents
3. Affidavit to Use Surname of the

Father (AUSF) (if applicable)
4. Valid ldentification Card (ID) of

BAGONG PILIPINAS

Municipal Civil Registrar

Simple

Government to Government(G2G), Government to
Citizen(G2C)

delivery

a. Administrator of the hospital, clinic or similar institution
where the birth occurred
b. physician, midwife or any person who attended the

c. either or both parents
d. interested party duly authorize by law

1. Secure the copy of Certificate of Live Birth to the
place where the event occurred (Hospital or any
similar institutions).

below

1. Request for 1. Assist clients for 15mins (Information Staff)
transaction number transaction request
at Information number. GLENJOY O. PANTE
Desk. Admin. Asst. IV

2 Receive and Birth Verifier / Releaser
2. Transact at the |check the
Birth Verifier for completeness of MAT&ON G. MONTAS
- min. Aide IV
initial assessment |documents and Birth Verifier / Releaser
and order of order of payment.
payment. ANGELY M. MIRABUNA

3. Issue Official Admin. Aide |
3. Secure Official |Receipt.
Receipt at the 4. Release of ROSARIO M. AVES
Cashier Documents Registration Officer I

Cashier
4. Releasing of
documents. MICHELLE M. MARINAY
MGDH | / MCR |
Approver
Total Seetable| 15 minutes
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£100.00 - Service Fee

£100.00 - Service Fee (Registration of AUSF)
£100.00 - Authentication Fee (Set of three copies).
£100.00 - Endorsement Fee

2. DEATH REGISTRATION

BAGONG PILIPINAS

Municipal Civil Registrar

2. DEATH REGISTRATION

the process of recording /registering Certificate
of Death(COD) within the reglementary period
of time (30 days) as specified for in the civil
registry law (R.A. 3753)

Simple

Government to Government(G2G),
Government to Citizen(G2C)

a. Administrator of the hospital, clinic or
similar institution where the death occurred

b. Nearest Kin of the deceased

C. Interested party duly authorized by law

1. Certificate of 1. Secure the copy of Certificate of Death to the place where the
Death event occurred (hospital or any similar institutions)
(quadruplicate)

2. Valid
Identification
Card(ID) of the
Nearest Kin
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1. Request for
transaction
number at
Information Desk.

2. Transact at the
Death Verifier for
initial assessment
and order of

1. Assist clients for
transaction request
number.

2. Receive and check
the completeness of
documents and order
of payment.

(Information Staff)

ANGELY M. MIRABUNA
Admin Aide |
Death Verifier / Releaser

ROSARIO M. AVES
Registration Officer Il
Death Verifier / Releaser

payment. 3. Issue Official 15 minutes ANGELY M. CEDRO
Receipt. Admin Aide VI
3. Secure Official
Receipt at the 4. Release of ROSARIO M. AVES
Cashier. Documents. Registration Officer Il
Cashier
g'bchrlﬁ:r?tlgg o MICHELLE M. MARINAY
) MGDH | / MCR |
Approver
TOTAL| See | 15 minutes
table
below

Endoftransaction

Service Fee

Burial Fee
Authentication Fee
Endorsement Fee

(Set of three copies).

£100.00
£100.00
£100.00
£100.00

3. MARRIAGE REGISTRATION

Municipal Civil Registrar

3. MARRIAGE REGISTRATION

the process of recording /registering Certificate of Marriage
following the solemnization of marriages as specified for in the civil
registry law (R.A. 3753)

Simple

Government to Government(G2G), Government to Citizen(G2C)
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Solemnizing Officer, Contracting Parties or any interested party.

1. Certificate of Marriage (quadruplicate) 1. Secure the copy of Certificate of
2. Certificate of Registration of Authority to Marriage to the place where the
Solemnize Marriage CRASM (if applicable) marriage occurred.

(Information Staff)

1. Request for 1. Assist clients

transaction number for transaction Eva L. Baranquel

at the Information request Admin Asst. IV

Desk number Marriage Verifier /
Releaser

2. Transact at the Levi M. Lofamia

Marriage Verifier for Admin Aide IV

initial assessment 2. Receive and Marriage Verifier /

and order of check for Releaser

payment. completeness 15 minutes

of documents ANGELY M. CEDRO
Admin Aide VI

and order pf Rosario M. Aves

N payment. Registration Officer II
3.  Secure Official Cashier
Receipt.
3. Issue Official Michelle M. Marinay
Receipt MGDH I/ MCR
Approver

4. Release of
Documents

TOTAL P 300.00 15 mins

P 100.00 — Service Fee

P 100.00 — Authentication Fee (Set of
three copies)

P 100.00 — Endorsement Fee
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4. APPLICATION FOR MARRIAGE LICENSE

Municipal Civil Registrar
APPLICATION FOR MARRIAGE LICENSE
The process for application for marriage
licenses within upon completion of
requirements

Highly Technical
Government to

Government(G2G),

Government to Citizen(G2C)

Either or both contracting parties who is/are a
resident/s of this municipality.

1. Birth Certificate or Baptismal Certificate 1. Philippine Statistics Authority

2. Valid ID’s or Community Tax Certificate 2. Municipal Civil Registrar and parochial
3. Certificate of No Marriage (CENOMAR) offices

4. Parental Consent for age 3. Municipal Civil Registrar's Office
18-20yrs. old (below 21 yrs. old) (Parental Consent or Advice)

5. Parents Advice for age 21-24 yrs. old 4. Regional / Municipal Trial Court (Nullity
(below 25 yrs. old) of Marriage)

Guardian, if both parents are deceased) 5. Foreign Embassy (legal capacity)

6. If widow/widower — death certificate of 6. Department of Foreign Affairs

Spouse. 7. Other Concern Agencies (other

7. if annulled — nullity of marriage/divorce

For foreigners:

1. Legal Capacity to contract marriage
2. Passport

3. Birth certificate

4. Divorce papers (if divorced)

requirements for foreigner applicants)
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1. Request for
transaction
number at

the Information
Desk.

1. Assist clients for
transaction request
number.

(Information Staff)

EVA L. BARANQUEL
Admin Asst. IV
Marriage Verifier / Releaser

LEVI M. LOFAMIA
Admin Aide IV

2. Transactat 2. Receive and check 10 days of  Marriage Verifier / Releaser
Marriage Verifier the completeness of posting
for initial documents and order ANGELY M. CEDRO
assessment and of payment. Admin Aide VI
order of payment.

ROSARIO M. AVES
3. Secure Registration_Officer I
Official Receipt 3. Issue Official Cashier
4. Releasing of Receipt MICHELLE M. MARINAY
Documents MGngplr(l)x?R !
Requested 4. Release of

Documents
TOTAL See table 10 days
of fees

(End of transaction

P 700.00 — Application Fee

P 100.00 — Pre-Marriage Counselling
P 100.00 — Family Planning Seminar
P 102.00 — Marriage License Fee
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5. DELAYED REGISTRATION OF BIRTH

Municipal Civil Registrar

Highly Technical

Government to Government(G2G), Government to
Citizen(G2C)

a. Administrator of the hospital, clinic or similar institution where
the birth occurred

b. physician, midwife or any person who attended the
delivery

c. Owner of Document
d. either or both parents
e. Any interested person duly authorized by law that can

report the occurrence of birth

1. Mandatory appearance of applicant.

11.Philippine Statistics Authority (PSA)

2. PSA Negative Certification of Live Birth.
3. Certificate of Live Birth (quadruplicate)
4. Affidavit to Use Surname of the Father

2. Accomplished Certificate of Live Birth issued
by the hospital, clinic or any similar institution.
3. Parochial Office

(AUSF) - if applicable. 4. Police or NBI
5. Baptismal Certificate. 5. Public Attorney’s Office (PAQO) or any Notarial
6. Marriage Certificate (if applicable) Offices

7. Brgy. Certification issued by Punong
Barangay as proof of residency.
8. National ID
9. Any two (2) documentary evidence
showing the identity of the parents:

- Birth Certificate

- Government-issued ID

- Marriage Certificate

- Death Certificate
10. Unedited front-facing photo of the
registrant:

(2x2 size with white background taken
within 3

months from date of registration.)
11. Affidavit of Two-Disinterested Persons.

6. Commission of Election (COMELEC)

3. Additional Mandatory Requirements for
delayed reqgistration of COLB as per PSA
memo circular 2024-17.

For foreigner parents:

1. Marriage Certificate (if applicable)

2. Birth Certificate of parents

3. Valid Passport of Bl Clearance of ACR
I-Card of the foreign parent.
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1. Request for transaction |1. Assist clients (Information Staff)
number at Information for transaction
Desk. request GLENJOY O.
number. PANTE
2. Transact at the Birth Admin. Asst. IV
p e . Birth Verifier /
Verifier for initial 2. Receive and Releaser
assessment and order of |check the 10 days
payment. completeness MARLON G.
of documents MONTAS
3. Secure Official Receipt \and order of Admin. Aide IV
at the Cashier. payment. Birth Verifier /
Releaser
4. Releasing of 3. Issue Official
documents. Receipt. ANGELY M.
CEDRO
4. Release of Admin Aide VI
Documents. ROSARIO M.
AVES
Registration
Officer Il
Cashier
MICHELLE M.
MARINAY
MGDH | / MCR |
Approver
Total | See table 10 days
of fees

P 300.00 - Late Registration Fee (More than 1 year)
 200.00 - Late Registration Fee (Less than 1 year)
£100.00 - Authentication Fee (Set of three copies)
£100.00 — Service Fee (Registration of AUSF)

£100.00 - Endorsement Fee
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6. DELAYED REGISTRATION DEATH

Municipal Civil Registrar

Highly Technical

Government to Government(G2G), Government to Citizen(G2C)

a.  Administrator of the hospital, clinic or similar institution where
the death occurred

b. Nearest Kin of the deceased

C. Any interested person duly authorized by law that can report
the occurrence of death.

ok

Negative Certification of Death

Duly Accomplished Certificate of Death
(quadruplicate using black ink)

Burial Certificate or Cremation
Certificate

Affidavit of Delayed Registration

Valid Identification Card (ID) of nearest

kin

1. Request for
transaction number at
Information Desk.

2. Transact at Death
Verifier for initial
assessment and order
of payment.

3. Secure Official
Receipt at the
Cashier.

4.

Releasing  of

documents.

1. Assist clients for

transaction request

number.

2. Receive and
check the
completeness of
documents and
order of payment.

3. Issue Official
Receipt.

4. Release of
Documents.

1. Philippine Statistics Authority (PSA)

2. Accomplished Certificate of Death issued by
the hospital, clinic or any similar institution.

3. Parochial Office for the copy of Burial
Certificate.

4. Public Attorney’s Office (PAO) or any Notarial
Offices

5. Police or NBI Office (if applicable

10 days

of posting (Information Staff)

ANGELY M. MIRABUNA
Admin Aide |
Death Verifier / Releaser

ROSARIO M. AVES
Registration Officer I
Death Verifier / Releaser

ANGELY M. CEDRO
Admin Aide VI

ROSARIO M. AVES
Registration Officer Il
Cashier

MICHELLE M. MARINAY
MGDH I/ MCRII
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Approver

Total| varies 10 days

# 300.00 - Late Registration Fee (More than 1 year)
 200.00 - Late Registration Fee

(Less than 1 year)

£150.00 - Burial Permit Fee

£100.00 - Authentication Fee

7. DELAYED REGISTRATION OF MARRIAGE

Municipal Civil Registrar

Highly Technical
Government to Government(G2G), Government to Citizen(G2C)

a. Solemnizing officer or the person reporting the marriage to the
Office of the Civil Registrar where the marriage was solemnized.

1. PSA Negative Certification. 1. Philippine Statistics Authority (PSA)
2. Certificate of Marriage 2. Accomplished Certificate of Marriage issued by
(quadruplicate) the place where the marriage occurred.

3. Certification by the Church or of the 3. The Solemnizing Officer or the personnel who is

Solemnizing Officer if the original could in-charge for the preparation of the Certificate of

not presented. marriage

4. Affidavit for Delayed Registration of 4. Solemnizing Officer

Marriage. 5. Public Attorney’s Office or any Notarial Offices
5. Community Tax Certificate or Valid
ID.

10 days (Information Staff)

of posting EVA L. BARANQUEL
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Admin Asst. IV
2. Transact at 2. Receive and Marriage Verifier /
Marriage Verifier for  check the Releaser
initial assessment and completeness of
order of payment. documents and LEVI M. LOFAMIA
order of payment Admin Aide IV
- ' Marriage Verifier /
3. Sepure Official N Releaser
Receipt at the 3. Issue Official
Cashier. Receipt. ANGELY M. CEDRO
Admin Aide VI
4. Releasing of 4. Release of
documents. Documents. ROSARIO M. AVES
Registration Officer Il
Cashier
MICHELLE M. MARINAY
MGDH |/ MCR |
Approver
Total| varies 10 days

# 300.00 - Late Registration Fee
(More than 1 year)

P 200.00 - Late Registration Fee
(Less than 1 year)

£100.00 - Endorsement Fee

8. OUT OF TOWN DELAYED REGISTRATION OF BIRTH

Municipal Civil Registrar

Highly Technical

Government to Government(G2G)

a. Owner of Document

b. Either or both parents

c. Any interested person duly authorized by law.

1. Philippine Statistics Authority (PSA) for th
Negative Certification of Certificate of Live
Birth.

1. Mandatory appearance of applicant. e
2. PSA Negative Certification of Live Birth.
3. Certificate of Live Birth (quadruplicate)
4. Affidavit to Use Surname of the Father

(AUSF) - if applicable.
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5. Baptismal Certificate.
6. Marriage Certificate (if applicable)
7. Brgy. Certification issued by Punong
Barangay as proof of residency.
8. National ID
9. Any two (2) documentary evidence showing
the identity of the parents:
- Birth Certificate
- Government-issued ID
- Marriage Certificate
- Death Certificate
10. Unedited front-facing photo of the
registrant:
(2x2 size with white background taken within
3
months from date of registration.)
11. Affidavit of Two-Disinterested Persons.

For foreign parents:

1. Marriage Certificate (if applicable)

2. Birth Certificate of parents

3. Valid Passport of Bl Clearance of ACR I-
Card of the foreign parent.

2. Secure the copy of the Certificate of Live
Birth to the place where the event was
occurred (hospital or any similar institutions).
3. Parochial Office for the copy of Baptismal
Certificate.

5. Public Attorney’s Office (PAO) or any
Notarial Offices.

6. Barangay Hall

3. Additional Mandatory Requirements
for delayed reqistration of COLB as per
PSA memo circular 2024-17.

1. Request for transaction |1. Assist clients for (Information Staff)
number at Information transaction request
Desk. number. GLENJOY O.
PANTE
2. Transact at Birth Verifier 2. Receive and Amenable Admin Asst. IV
o Birth Verifier /
for initial assessment and |check the fees for 10 days Releaser
order of payment. completeness of Out-of- of posting
documents. Town MARLON G.
3. Releasing of documents Registration MONTAS
3. Release of Admin Aide IV
Documents. Birth Verifier /
Releaser
MICHELLE M.
MARINAY
MGDH |/ MCR |
Approver
Total 10 days
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9. ELECTRONIC ENDORSEMENT

BAGONG PILIPINAS

Municipal Civil Registrar

Simple

Government to Government(G2G), Government to Citizen(G2C)

a. Document Owner

=

c. Nearest Kin

1. PSA Negative Certification (Birth, Marriage
and Death)
2. Feedback Form from PSA (Blurred Copy
of Civil Registry Documents)

3. Requester Form
4. Valid Identification (Owner / requester)
5. Authorization Letter (If Applicable)

Parents or Guardian

1. Philippine Statistics Authority (PSA) for the
copy of the Negative Certification of the Civil

. Any interested person duly authorized by law

Registry Document.

2. Local Civil Registrar Copy of the Civil
Registry Document/s for Electronic
Endorsement will be provided by the
City/Municipal Civil Registrar’s Office where the

event was occurred.

1. Request for 1. Give client log £100.00 - 10 mins (Information Staff)
transaction number at  |book and 1. Assist | Endorsement
Information Desk. clients for Fee JOSEPH
transaction request ALBERTO M.
2. Transact at the number. SALOMON
Specified Verifier for the Admin Aide IV
o . Verifier / Releaser
initial assessment and 2. Receive and
order of payment. check the ANGELY M.
completeness of CEDRO
3. Secure Official documents and Admin Aide VI
Receipt at the Cashier. |order of payment.
ROSARIO M.
4. Releasing of 3. Issue Official AVES
documents. Receipt. Registration
Officer Il
4. Release of Cashier
Documents.
MICHELLE M.
MARINAY
MGDH | / MCR |
Approver
Total | £100.00 10 minutes
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10. LCR FORMS and CERTIFICATION

Municipal Civil Registrar
Simple
Government to Government(G2G), Government to Citizen(G2C)

a. Document Owner

b. Parents or Guardian

c. Nearest Kin

d. Any interested person duly authorized by law

1. Duly Accomplished 1. Local Civil Registrar’s Office Forms, Certifications and

Civil Registry Authentication will be provided by the City / Municipal Civil

Document (Birth,  |Registrar where the event was occurred.

Death, Marriage)

Duly Accomplished

Requester Form

Valid Identification

Card of owner/

4. requester
Authorization Letter
(if applicable)
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1. Request for transaction 1. Assist clients for Certification 5mins (Information Staff)
number at Information transaction request Fee:
Desk. number. JOSEPH
£100.00 - ALBERTO M.
2. Transact at the 2. Receive and Local SALOMON
e o - Admin Aide IV
Specified Verifier for initial check the Verifier / Releaser
assessment and order of |completeness of  P200.00 -
payment. documents and  Abroad ANGELY M.
order of payment. CEDRO
3. Secure Official Receipt Admin Aide VI
at the Cashier. 3. Issue Official
Receipt. ROSARIO M.
4. Releasing of AVES
documents. 4. Release of Regi_stration
Documents Officer Il
Cashier
MICHELLE M.
MARINAY
MGDH | / MCR |
Approver
Total| P100.00 - 5 minutes
Local
£200.00 -
Abroad

11. SUPPLEMENTAL REPORT APPLICATION

Municipal Civil Registrar
Simple

Government to Government(G2G), Government to Citizen(G2C)
Document Owner

Parents or Guardian

Nearest Kin

Any interested person duly authorized by law

oo o
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SA Copy of Civil Registry Documents
Birth/Marriage/Death)
upplemental Report
ffidavit of Supplemental Report
alid Identification
uthorization Letter (if applicable)

1. Philippine Statistics Authority (PSA) for the
copy of Civil Registry Documents.

2. Public Attorney’s Office or Notarial Officer for
the Affidavit of Supplemental Report.

1. Request for 1. Assist clients  200.00 - (Information Staff)
transaction number at  |for transaction Supplemental
Information Desk. request number. Fee
MICHELLE M.
2. Transact at the 2. Receive and MARINAY
Specified Verifier for check the MGDH |/ MCR |
T Verifier / Releaser
initial assessment and  |completeness of 3days
order of payment. documents and EVA L.
order of payment. BARANQUEL
3. Secure Official Receipt Admin Asst. IV
at the Cashier. 3. Issue Official Verifier / Releaser
Receipt.
4. Releasing of ANGELY M.
documents. 4. Release of CEDRO
Documents. Admin Aide VI
ROSARIO M.
AVES
Registration
Officer Il
Cashier
MICHELLE M.
MARINAY
MGDH I/ MCR |
Approver
Total| P 200.00 3 days
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12. LEGITIMATION

Municipal Civil Registrar

Complex

Government to Government(G2G), Government to Citizen(G2C)

Parents of the Child

applicable)

5. Valid Identification

1. Deed of Legitimation
2. Joint Affidavit of Minority of Parents (if

3. Marriage Certificate of Parents (PSA)
4. Marriage Advisory / CENOMAR

Marriage.

1. Philippine Statistics Authority (PSA)
2. LCR Office for the Deed of Legitimation, Joint
Affidavit of Minority of Parent and Local Copy of

1. Request for
transaction number at
Information Desk.

2. Transact at the
Specified Verifier for
initial assessment and
order of payment.

3. Secure Official
Receipt at the Cashier.

4. Releasing of
documents.

200.00- 7days (Information Staff)
1. Assist clients for |Legitimation
transaction request Fee MII\C/I::FE:_NLEYM
number. MGDH |/ MCR |

2. Receive and
check the

3. Issue Official

Documents.

EVA L.
completeness of BARANQUEL
documents and Administrative Asst.
order of payment. v

Receipt.
ANGELY M.
CEDRO
4. Release of Admin Aide VI

Verifier / Releaser

Verifier / Releaser

ROSARIO M. AVES
Registration Officer
Il
Cashier

MICHELLE M.
MARINAY
MGDH I/ MCRII
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Approver

Total | £200.00 7 days

13. AFFIDAVIT OF ACKNOWLEDGEMENT/ADMISSION OF
PATERNITY/AUSF

Municipal Civil Registrar
Complex

Government to Government(G2G), Government to
Citizen(G2C)

a. Father, Child, Mother, Guardian

1. Affidavit of Acknowledgement 1. Philippine Statistics Authority (PSA) for the Copy Of
Admission of Paternity Certificate of Live Birth.

2. PSA / LCRO Copy of 2. LCR Office for the Copy of Certificate of Live Birth.

Certificate of Live Birth 3. Public Attorney’s Office or Notarial Officer for the Affidavit
3. Valid Identification of Acknowledgement

O oo™ “Tive. resrongiaLe
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1. Request for transaction 1. Assist clients for300.00 - 7days (Information
number at Information Desk.  [ftransaction AUSF Fee Staff)
request number.
2. Transact at the Specified MICHELLE M.
Verifier for initial assessment 2. Receive and MARINAY
MGDH I/ MCR |
and order of payment. check the Verifier /
completeness of Releaser
3. Secure Official Receipt at the documents and
Cashier. order of payment. EVA L.
BARANQUEL
4. Releasing of documents. 3. Issue Official Administrative
Receipt. Asst. IV
Verifier /
4. Release of Releaser
Documents
ANGELY M.
CEDRO
Admin Aide VI
ROSARIO M.
AVES
Registration
Officer lI
Cashier
MICHELLE M.
MARINAY
MGDH |/ MCR |
Approver
Total £300.00 7 days

14. PROCESSING COURT DECREE (ADOPTION)

Municipal Civil Registrar

Complex

Government to Government(G2G), Government to Citizen(G2C)
Adopting Parents
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1. PSA copy of Certificate of Live Birth 1. Philippine Statistics Authority (PSA) for the
2. Local Copy of Certificate of Live Birth copy of Certificate of Live Birth.
(Unannotated - Photocopy) 2. LCR Office for copy of Certificate of Live
3. Certificate of Authenticity Birth (Amended / Unannotated)
4. Certificate of Registration 3. CCR / MCR where the Regional Trial Court
5. Court Decree / Order /Decision is located.
6. Certificate of Finality 4. Regional Trial Court (where the Court
7. Valid Identification Decree’s applied)
transaction number at  ftransaction request Adoption
Information Desk. number. Fee
MICHELLE M.
2. Transact at the 2. Receive and check MARINAY
o o MGDH | / MCR |
Specified Verifier for the completeness of | £200.00 — Verifier / Releaser
initial assessment and documents and order | Certification
order of payment. of payment. Fee for ANGELY M.
Every Legal CEDRO
3. Secure Official 3. Issue Official Document Admin Aide VI
Receipt at the Cashier. Receipt.
ROSARIO M.
4. Releasing of 4. Release of AVES
documents. Documents. Registration
Officer Il
Cashier
MICHELLE M.
MARINAY
MGDH |/ MCR |
Approver
Total Varies 10 days

£500.00 - Adoption Fee
#200.00 — Certification Fee for Every Legal Document
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15. PROCESSING COURT DECREE (ANNULMENT)

1. PSA copy of Certificate of
Marriage

2. Local Copy of Certificate of
Marriage (Unannotated &
Annotated - Photocopy)

3. Certificate of Authenticity

4. Certificate of Registration

5. Court Decree / Order / Decision
and Finality

6. Valid Identification

BAGONG PILIPINAS

Municipal Civil Registrar

Complex

Government to Government (G2G), Government to
Citizen(G2C)

a. Contracting Party (Bride / Groom)

1. Philippine Statistics Authority (PSA).

2. MCR Office for the Copy of Certificate of Marriage

3. CCR / MCR where the Regional Trial Court is located
4. Regional Trial Court (where the court decree’s applied)

1. Request for transaction number
at Information Desk.

2. Transact at the Specified
Verifier for initial assessment and
order of payment.

3. Secure Official Receipt at the
Cashier.

4. Releasing of documents

1. Assist
clients for
transaction
request
number.

2. Receive
and check
the
completeness
of documents
and order of
payment.

3. Issue
Official
Receipt.

4. Release of
Documents.

500.00-
Annulment
of Marriage
Fee

£200.00 -
Certification
for every
Legal
Document

10days

(Information
Staff)

MICHELLE M.
MARINAY
MGDH | / MCR |
Verifier /
Releaser

ANGELY M.
CEDRO
Admin Aide VI
ROSARIO M.
AVES
Registration
Officer Il
Cashier

MICHELLE M.
MARINAY
MGDH |/ MCR |
Approver
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£500.00- Annulment of Marriage Fee
£200.00 - Certification for every Legal Document

16. PROCESSING OF other COURT DECISION

Municipal Civil Registrar
Complex
Government to Government(G2G), Government to Citizen(G2C)

a. Document Owner
b. Any Interested Party duly authorized by law

1. PSA copy of Civil Registry Documents 1. Philippine Statistics Authority (PSA).
2. Local Copy of Civil Registry Documents 2. MCR Office for the copy of Civil Registry
(Unannotated and Annotated - Photocopy) Documents

3. Certificate of Authenticity 3. CCR / MCR where the Regional Trial Court
4. Certificate of Registration is located.
5. Court Decree / Order / Decision and Finality 4. Regional Trial Court (where the court

6. Valid Identification decree’s applied).

| cuentsteps | AOREYACTTION A0 T oTe  reShontate
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1. Request for 1. Assist clients for (Information Staff)
transaction number at transaction request

Information Desk. number. MICHELLE M.
MARINAY
2. Transact at the 2. Receive and check V'\g%[;': /légfgagr
Specified Verifier for  the completeness of | £200.00 - 10days
initial assessment and documents and order | Certification ANGELY M.
order of payment. of payment. Fee for CEDRO
every Legal Admin Aide VI
3. Secure Official Document
Receipt at the Cashier. 3. Issue Official ROSARIO M.
Receipt. AVES
4. Releasing of Registration
documents. Officer Il
4. Release of Cashier
Documents. MICHELLE M.
MARINAY
MGDH | / MCR |
Approver

Total £200.00 - 10 days
Certification
Fee for
every Legal
Document

17. PROCESSING OF R.A. 9048 (CHANGE OF FIRST NAME)

Municipal Civil Registrar

Highly Technical

Government to Government(G2G), Government to Citizen(G2C)
a. Document Owner e. Siblings

b. Spouse f. Grandparents

g. Other person Authorized by Law
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1. PSA Copy Certificate of Live Birth to be 1. Philippine Statistics Authority (PSA)

corrected 2. LCR Office

2. Baptismal Certificate 3.Public Attorney’s Office or notarial offices
3. School Records (Form 137, Transcript, 4. Agency or Office of Employment
Diploma) (if applicable)

4. VVoter’s Registration, any valid ID or 5. Police / NBI Office

CEDULA 7. Schools Attended

5. Marriage Certificate (If Married) 8. Religious Offices

6. Employment Record / Service Record
7. Employer’s Clearance (No pending
Administrative Case) * Amenable for Migrant Petition
8. Certificate of Employment (if applicable)
9. Affidavit of Unemployment (if applicable)
10. Police Clearance / NBI Clearance

11. Affidavit of Publication

1. Request for transaction 1. Assist clients for See (Information Staff)
number at Information transaction request | Table
Desk. number. Below ROSARIO M. AVES

Registration Officer Il
Verifier / Releaser

2. Transact at the 2. Receive and
Specified Verifier for initial check the MICHELLE M.
assessment and order of completeness of MARINAY
payment. documents and MGDH |/ MCR |
order of payment. 20days Verifier / Releaser
3. Secure Official Receipt
at the Cashier. 3. Issue Official
Receipt. ANGELY M. CEDRO
4. Releasing of Admin Aide VI
documents. 4. Release of
Documents. ROSARIO M. AVES
Registration Officer Il
Cashier
MICHELLE M.
MARINAY
MGDH | / MCR |
Approver

Total See 20 days
Table
Below
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£3,000.00 - Filing Fee

£3,000.00 — Publication Fee

£500.00 — Miscellaneous Fee

£300.00 — Mailing Fee

(In case of Migrant Petition, a service fee of £1,000.00 shall be paid.)

18. PROCESSING OF R.A. 9048 (CORRECTION FOR CLERICAL
ERROR)

Municipal Civil Registrar

Highly Technical

Government to Government(G2G), Government to
Citizen(G2C)

a. Document Owner

e. Grandparents
. Guardian
g. Any interested party duly authorized by law.

1. PSA Copy (COLB, COM, COD) to be 1. Philippine Statistics Authority (PSA)

corrected 2. LCR Office

2. Baptismal Certificate 3. Government Agency or any office concerned
3. School Records (Form 137, Transcript, |(if applicable)

Diploma) 4. School’s attended

4. Marriage Certificate of Document Owner 5. Religious Office
5. Parents’ Marriage Certificate
6. Mother or Father’s Birth/Death/Baptismal * Amenable for Migrant Petition
7. Birth Certificate of Siblings/Children
(at least 2)

8. GSIS/SSS Record

9. Passport/Driver’s License, Valid ID or
CEDULA

I N

MUNICIPALITY OF DARAGA - CITIZENS CHARTER Revised 2025, 15" Edition | 175



BAGONG PILIPINAS

1. Request for transaction  |1. Assist See (Information Staff)
number at Information Desk. clients for Table
transaction Below ROSARIO M. AVES
2. Transact at the Specified request Registration Officer Il
Verifier for initial assessmentnumber. Verifier / Releaser
and order of payment. . 20days  MICHELLE M. MARINAY
2. Receive and MGDH |/ MCR |
3. Secure Official Receipt at check the Verifier / Releaser
the Cashier. completeness
of documents ANGELY M. CEDRO
4. Releasing of documents. and order of Admin Aide VI
payment.
ROSARIO M. AVES
3. Issue Official Registration Officer Il
Receipt. Cashier
4. Release of MICHELLE M. MARINAY
Documents Approver

Total See 20 days
Table
Below

[End of transaction |

£1,000.00 - Filing Fee

£500.00 — Miscellaneous Fee

P300.00 — Mailing Fee

(In_case of Migrant Petition, a service fee of £ 500.00 shall be paid.)

19. PROCESSING OF R.A. 10172 (SEX, DAY & MONTH IN THE
DATE OF BIRTH)

Municipal Civil Registrar

Highly Technical

Government to Government(G2G), Government to Citizen(G2C)
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a. Document Owner (for SEX)

b. Spouse

c. Siblings

d. Parent/s

e. Grandparent/s

f. Guardian

g. Any Interested Party duly authorized by law.

1. PSA/LCR Copy (COLB, COM, COD) 1. Philippine Statistics Authority (PSA) /
2. Affidavit of Publication and News Paper LCRO
Clippings 2. Religious Office
3. Police Clearance 3. Schools attended
5. Certificate of Employment or Affidavit of 4. Agency or office concerned
Unemployment (if applicable)
6. Baptismal Certificate 5. Rural Health Unit
7. School Records (Form 137, Transcript, Diploma) 6. Police Office

8. Medical Record

* Amenable for Migrant Petition

1. Request for 1. Assist clients for| See (Information Staff)
transaction number at transaction request Table
Information Desk. number. Below ROSARIO M. AVES

Registration Officer I

2. Receive and Verifier / Releaser

2.Tra.n.sact at.t.he check the 20days MICHELLE M. MARINAY
Specified Verifier for  completeness of MGDH | / MCR |
initial assessment and documents and Verifier / Releaser
order of payment. order of payment.
ANGELY M. CEDRO
3.Secure Official 3. Issue Official Admin Aide VI
Receipt at the Receipt.
Cashier. ROSARIO M. AVES
4. Release of Registration Officer I
4. Releasing of Documents. Cashier
documents. MICHELLE M. MARINAY
MGDH | / MCR |
Approver
Total See 20 days
Table
Below
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-

£3,000.00 - Filing Fee

£3,000.00 — Publication Fee
£500.00 —
£300.00 —

Miscellaneous Fee
Mailing Fee

FEEDBACK AND COMPLAINTS MECHANISM

FEEDBACK AND COMPLAINTS MECHANISM

How to Complete the Client Satisfaction Measurement (CSM) form at the Receiving
send a Area and drop it in the designated drop box beside the door of The Municipal
feedback? | Registrar’s Office. .
How Every Friday, designated personnel open the drop box to consolidate the CSM
feedbacks | forms. Feedback requiring a response is forwarded to the appropriate
are Administrative Division. For inquiries or follow-ups, please contact the details
processed? | below.
Contact Website: daraga.gov.ph
Information | Facebook page: MCRO-Daraga
Telephone number: 09541554592
Email: municipalcivilregistrardaraga5@gmail.com
How to file | For walk-in clients: Complete the Client Complaint Form at the receiving area
complaints? | and drop it in the designated “Complaints Box” located in the Daraga Municipal
Hall lobby beside the desk officer's table. Complaints may also be submitted via
email at pdo.daraga.lgu@gmail.com.
How Assigned personnel will check emails daily and consolidate complaint forms
complaints | from the drop box every Friday. The consolidated report is forwarded to the
are Office Head for evaluation, who then directs it to the appropriate division for
processed? | action. The complainant will be notified of the outcome via a letter sent to their
provided contact information.
Contact e Anti-Red Tape Authority:
Information Text: 1-2782, 8478-5093
of ARTA, E-mail: complaints@arta.gov.ph
CSC CCB, | e CSC Contact Center ng Bayan CCB:
PCC Text: 0908-881-6565

E-mail: email@contactcenterngbayan.gov.ph
e Presidential Complaints Center:
Call: 8888
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MUNICIPAL ASSESSOR'’S OFFICE

CITIZEN’S CHARTER
Revised 2025, 1stEdition
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MUNICIPAL ASSESSOR'’S OFFICE

. MANDATE

The Municipal Assessor is mandated to ensure all laws and policies governing the appraisal
and assessment of real properties for taxation purposes are properly implemented pursuant
to RA 7160 otherwise known as the Local Government Code of the Philippines.

Il. VISION

A real property tax department that commits to attain maximum efficiency in the appraisal
and assessment of real properties for taxation purposes whose delivery systems are
designated to the highest standards and whose employees are adopting the principles of
professionalism for the taxpayer and clientele satisfaction in providing quality service.

lll. MISSION

To implement innovative changes in systems, policies and procedures provided by law in
order to generate sustainable revenues from realty taxes and with due care and
convenience to tax payers and clientele.

V. SERVICE PLEDGE
We Commit to:

. Establish a systematic method of real property assessment

. To perform our duties to the best of our ability and to defend our office against
unethical practices

. Support the administration in fully achieving its goals
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LIST OF SERVICES

Securing Certifications on Tax Declaration, Property Holdings and With or No
Improvement

Securing Owner’s Copy of Updated Tax Declaration

Securing Assessment for New Building or Machinery

Cancelling, Revising or Correcting Assessments

Annotation or Cancelling Loans or Mortgages on Tax Declaration
Verifying History of Real Property Tax Assessments or Tax Declaration
Verifying Property Location and Vicinity Map

Encoding of Newly Declared, Newly Transferred, Newly Revised and Correction of Entry
of Real Property using E-TRACS (Enhanced Tax Revenue Assessment and Collection
System) software
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1. Securing Certifications on Tax Declaration, Property Holdings and

with or No Improvement
Tax Declaration (TD) is a permanent record for every real property (land, building and

machinery)

Municipal Assessor’s Office

Simple

G2G- Government to Government; G2C- Government to Citizen

All

1. Certification Fee (1)

Municipal Treasurer’s Office

1. Fill-up callers
slip form

2. Approach the
personnel —in-
charge
regarding your
request

3. Submit
requirements for
evaluation and
wait for the
request to be
evaluated
*Make sure to
secure Order of

2. Documentary Stamp (2 pcs)

Assessment Clerk
verifies and prepares
the certification

Php150

Bureau of Internal Revenue Office (BIR)

5 minutes

2 minutes

Ma-Ann Shen A.
Millena
Admin. Aide VI

Danilo L. Comia-
Admin. Officer Il

Keith M. Lorete
AA-IV/In-Charge of
Office

Rufino M. Llana
Admin. Aide Il

Marilou R. Lofamia
Admin. Aide V
(detailed)
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Payment that The Municipal Assessor Keith M. Lorete
will be issued checks the certification In-Charge of Office

4. Pay the required and signs the document
fees at the
Municipal
Treasurer’s
Office. * Make
sure to secure
Official Receipt
that will be
issued upon
payment

5. Return to the
Assessor’'s
Office for the
processing and
release of Tax
Declaration or
Certification

A copy of the 2 minutes Officer of the Day/
certification or certified Mun. Assessor Staff
true copy of Tax
Declaration is released

Total| P 150 9 minutes

2. Securing Owner’s Copy of Updated Tax Declaration
The owner’s copy of updated Tax Declaration is secured upon transfer of ownership of
real property to the new owner and also to transfer real property taxation.

Municipal Assessor’s Office

Complex

G2G- Government to Government; G2C- Government to Citizen

All
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donation, etc.)

1. Deed of Conveyance (sale, inheritance,

Notary Public

2. Tax Clearance

Municipal Treasurer’s Office (MTO)

3. Transfer Tax Receipt

Provincial Treasurer’s Office (PTO)

Estate Tax, etc.)

4. BIR/CAR Clearance (Capital Gains Tax,

Bureau of Internal Revenue Office (BIR)

5. Photocopy of Title (if Titled)

Registry of Deeds (ROD)

6. DAR Clearance (if property is Agricultural)

Department of Agrarian (DAR)

7.Copy of Approved Subdivision Plan
(segregation/consolidation)

Bureau of Lands

1. Fill-up routing
slip form

2. Approach the
personnel —in-
charge
regarding your
request

3. Submit
requirements for
evaluation and
walit for the
request to be
evaluated

4. Return to the
Assessor’'s
Office for the
processing and

Personnel-in-charge
verifies and check the
requirements

The Local Assessment
Operations Officer
prepares the following:
a. Field Appraisal
Assessment Sheet
(FAAS)

b. Property Record
Form (PRF)

c. Tax Declaration

2 weeks
(subject for
approval at
the Provincial
Assessor’s
Office)

Php 150

Ma-Ann Shen A.
Millena
Admin. Aide VI

Rufino M. Llana
Admin. Aide Il

Marilou R. Lofamia
Admin. Aide V
(detailed)

Danilo L. Comia
Admin Officer Il

Keith M. Lorete
AA-IV/In-Charge of
Office
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wait for a text
message or call
from the office | The Municipal Assessor
for the release | reviews the updated Keith M. Lorete
of Tax Tax Declaration and AA-IVI Ion;f(_:harge of
Declaration approves and signs the ce
same
Tax Declaration is
numbered and issued Officer of the Day/
to the client Mun. Assessor Staff

Total | Php 150 |2 Weeks

3. Securing Assessment for New Building or Machinery

For newly constructed buildings and installed machinery, new Tax Declaration (TD) is
prepared and/or issued.

Municipal Assessor’s Office

Complex

G2G- Government to Government; G2C- Government to Citizen

All

1. Letter Request From the owner

2. Blue Print of the Approved Building Plan | From the owner or Architect/Engineer in
charge

3. Summary Bill of Materials From the owner or Architect/Engineer in
charge

4. Photocopy of Building Permit/Occupancy | From the owner or Architect/Engineer in

Permit charge
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. Fill-up routing
slip form

. Approach the
personnel —in-
charge
regarding your
request

. Submit

requirements for
evaluation and
wait for the
request to be
evaluated

. Return to the
Assessor’'s
Office for the
processing and
wait for a text
message or call
from the office
for the release
of Tax
Declaration

Personnel-in-charge
verifies and check the
requirements

Site Inspection. The
client will accompany
the Local Assessment
Operations Officer
(LAOO)/personnel-in-
charge who will
conduct inspection to
assess the value of the
new building or
machinery

A field Appraisal
Assessment Sheet
(FAAS) is prepared

The personnel-in-
charge computes the
floor area (for building)
and determine the
market and assessed
valuation

The following
documents are
prepared: a) FAAS; b)
Tax Declaration; c)
PRF

The Municipal Assessor
evaluates the TD and
FAAS, records the
transaction in the Tax
Mapping Control Roll

Inspecti
on Fee:
Agricult
ural-

Php100

Reside
ntia
Php150

Comm
ercial/l
ndustri
al-
Php200

3 weeks
(subject for
approval at the
Provincial
Assessor’s
Office)

Danilo L. Comia
Admin Officer Il

Keith M. Lorete
AA-1IV/In-Charge of
Office

Rufino M. Llana
Admin. Aide Il

Keith M. Lorete
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(TMCR), review the AA-IV/In-Charge of
updated TD and Office
approve and sign the
Tax Declaration

The new Tax
Declaration is Officer of the Day/
numbered and a copy is Mun. Assessor Staff

issued to the client

Total| Varies 3 Weeks

4. Cancelling, Revising or Correcting of Assessments

Clients can request for the cancellation, revision, and/or correction of assessment
records from the Municipal Assessor’s Office. Assessment records are used by the
Municipal Treasurer’s Office in computing the annual tax to be paid by owners of lands
and buildings.

Municipal Assessor’s Office

Complex

G2G- Government to Government; G2C- Government to Citizen

All

1. Letter Request From the owner

2. Certificate of Real Property Tax Payment| Municipal Treasurer’s Office (MTO)
(Tax Clearance)

3. Barangay Certification (for cancellation of | Barangay Captain where the property is
building) located
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. Fill-up routing
slip form

. Approach the
personnel —in-
charge
regarding your
request

. Submit
requirements for
evaluation and
walit for the
request to be
evaluated

. Wait for the
processing and
release of
Notice of
Cancellation,
Revision or
Correction.

Personnel-in-charge
verifies and check the
requirements

Site Inspection.
(Optional)The client
accompany the Local
Assessment
Operations Officer
(LAOO)/personnel-in-
charge who will
conduct inspection to
assess the value of the
new building or
machinery

A field Appraisal
Assessment Sheet
(FAAS) is prepared

The person-in charge
prepares inspection
report (if site
inspection was
conducted), then
prepares a notice of
cancellation, revision

The Municipal Assessor
evaluates and signs the
Notice of Cancellation
,Revision or Correction
Tax Mapping Staff
records the transaction
in the in the Tax

Php 150

2 weeks
(subject for
approval at
the Provincial
Assessor’s
Office)

Ma-Ann Shen A.
Millena
Admin. Aide VI

Rufino M. Llana
Admin. Aide Il

Danilo L. Comia
Admin Officer Il

Keith M. Lorete
AA-IV/In-Charge of
Office

Keith M. Lorete
AA-IV/In-Charge of
Office
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Mapping Control Roll
(TMCR),

The Notice of

Cancellation, Revision Officer of the Day/
or Correction is Mun. Assessor Staff

recorded and released.

Total | Varies 2 Weeks

5. Annotating or Cancelling Loans or Mortgages on Tax Declaration
This service is requested to annotate or cancel documents for loan and mortgage
purposes.

Municipal Assessor’s Office

Simple

G2G- Government to Government; G2C- Government to Citizen

All

1. Mortgage or Release of Mortgage (1 From the owner or Bank/Agency concerned
copy)
1. Fill-up routing Personnel-in-charge Php 5 minutes Ma-Ann Shen A.
slip form verifies and check the | 150 Millena
Admin. Aide VI

2. Approach the  |requirements

personnel —in- Rufino M. Llana
charge Admin. Aide I
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regarding your

Assessment clerk

request annotates and 5 minutes
3. Submit prepares the Tax Danilp L. c_:omia
requirements for | Declaration (TD) for Admin Officer Il
evaluation and igg:;l;:)er of the Mun. Keith M. Lorete
wait for the AA-IV/In-Charge of
request to be Office
evaluated
4. The client is
given a copy of
the annotated
Tax Declaration | the Mun. Assessor
checks and signs the Keith M. Lorete
Tax Declaration (TD) AA-IV/in-Charge of
Office
2 minutes
The Annotation or
Cancellation of 2 minutes Officer of the Day/
Mortgage, recorded and Mun. Assessor Staff
released
Total | Varies 14 minutes

6. Verifying History of Real

Declaration

Property Tax Assessments or Tax

The history of a property with regards to ownerships, improvements, assessments and
the like, may be verified at the Municipal Assessor’s Office.

Municipal Assessor’s Office

Simple

G2G- Government to Government; G2C- Government to Citizen

All

1. Title (1 machne copy)

From the owner
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. Related reference documents (1 copy)

From the owner or previous owner

. Fill-up routing Personnel-in-charge Service |5 minutes Ma-Ann Shen A.
slip form verifies and check the | Fee- Millena
. Approach the | requirements Php 150 Admin. Aide VI
personnel —in- Rufino M. Llana
charge Admin. Aide Il
regarding your
request A Marilou R. Lofamia
Submit ss_e_ssment clerk Admin. Aide V
_ verifies and research (detailed)
requirements for | e history of real
evaluation and | property
walit for the 10 minutes Officer of the Day/
request to be Assessment clerk Mun. Assessor Staff
evaluated presents the history of
the real property
Total| Varies 15 minutes

7. Verifying Property Location and Vicinity

This service enables client to identify real property, its ownership and location in the Tax
Map at the Municipal Assessor’s Office.

Municipal Assessor’s Office

Simple

G2G- Government to Government; G2C- Government to Citizen

All

1. Title or Tax Declaration (1 copy)

From the owner
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1. Fill-up caller’s Personnel-in-charge None 5 minutes Keith M. Lorete
slip form verifies and check the AA-IV/In-Charge of
2. Approach the | requirements Office
personnel —in-
charge
regarding your
reque§t Tax Mapper or Tax 5 minutes
s Sme't Mapping Aide verifies
requirements for | oq researches the
evaluation and | |gcation of the real
wait for the property in the Tax
request to be Map
evaluated
Tax Mapper or Tax
Mapping Aide presents
the vicinity of the
property to the client
Total |Varies |10 minutes

8. Encoding of Newly Declared, Newly Transferred, Newly Revised, Correction of
Entry of Real Property and Cancelled Properties using AMELLAR SOLUTIONS

software

AMELLAR SOLUTIONS is a new software for computerized tax and revenue
assessments and collection, It fully automates the complete revenue cycle- from real
property assessment, business permit and licensing and treasury operations.

Municipal Assessor’s Office

Simple

G2G- Government to Government; G2C- Government to Citizen

All
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1. FAAS (newly declared / transferred
property, revised, cor

1. FAAS (newly declared/transferred From the Assessor’s Office
property, revised, correction of entry and
cancelled properties)

1. Encoders none 5 minutes Encoders (JO)
encode all
newly
accomplished
FAAS for newly
declared/transfe
rred property,
revised,
correction of
entry and
cancelled
properties

The Local Assessment 2 minutes Keith M. Lorete
Operations Officer/Tax AA-IV/In-Charge of
Mapper evaluates the Office
following for approval:
a. Encoded Field
Appraisal Assessment
Sheet (FAAS)

b. Encoded Tax
Declaration

The Municipal

Assessor evaluates 2 minutes Keith M. Lorete
and approves all AA-IV/In-Charge of

encoded transactions Office

Total 9 minutes
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9. Requesting Data for Court Litigation, Thesis Writing and other part of Research for
Case Study Analysis.

Office: Municipal Assessor’s Office

Classification: Simple

Type of Transaction: G2G- Government to Government; G2C- Government to Citizen
Who may avail: MTC / RTC / Government Agencies, Students and Law Firms

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Photocopy of Title or Tax Declaration (1) From the owner
2. Free of Charge for Government Agencies
3. Certification Fee (1) Municipal Treasurer’s Office (MTO)

CLIENT STEPS AGENCY ACTIONS FEES PROCESSING PERSON

TO BE TIME RESPONSIBLE
PAID

1. Fill-up caller’s slip | Personnel-in-charge Php 100 | 5 minutes Keith M. Lorete

form verifies and check the AA-IV/In-Charge of
2. Approach the requirements Office

personnel —in-
charge regarding
your request

3. Submit Tax Mapper or Tax 5 minutes

requwernents for | Mapping Aide verifies
evaluation and wait and researches the
for the requestto | |gcation of the real

be evaluated property in the Tax
Map

Tax Mapper or Tax
Mapping Aide presents
the vicinity of the
property to the client

Total |Php 100/ 10 minutes

End of Transaction
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FEEDBACK AND COMPLAINTS MECHANISM

How to Complete the Client Satisfaction Measurement (CSM) form at the Receiving
send a Area and drop it in the designated drop box beside the door of The
feedback? | Municipal Assessor’s Office. .
How Every Friday, designated personnel open the drop box to consolidate the
feedbacks | CSM forms. Feedback requiring a response is forwarded to the appropriate
are Administrative Division. For inquiries or follow-ups, please contact the
processed? | details below.
Contact Website: daraga.gov.ph
Information | Facebook page:
Telephone number:
Email:
How to file | For walk-in clients: Complete the Client Complaint Form at the receiving
complaints? | area and drop it in the designated “Complaints Box” located in the Daraga
Municipal Hall lobby beside the desk officer's table. Complaints may also be
submitted via email at pdo.daraga.lgu@gmail.com.
How Assigned personnel will check emails daily and consolidate complaint forms
complaints | from the drop box every Friday. The consolidated report is forwarded to the
are Office Head for evaluation, who then directs it to the appropriate division for
processed? | action. The complainant will be notified of the outcome via a letter sent to
their provided contact information.
Contact e Anti-Red Tape Authority:
Information Text: 1-2782, 8478-5093
of ARTA, E-mail: complaints@arta.gov.ph
CSC CCB, | e CSC Contact Center ng Bayan CCB:
PCC Text: 0908-881-6565

E-mail: email@contactcenterngbayan.gov.ph
e Presidential Complaints Center:
Call: 8888
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OFFICE OF THE MUNICIPAL GENERAL SERVICES
OFFICER

CITIZEN’S CHARTER
Revised 2025, 1stEdition
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OFFICE OF THE MUNICIPAL GENERAL SERVICES
OFFICER

INTERNAL SERVICES

CITIZEN’S CHARTER
Revised 2025, 1stEdition
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1. SUPPLY AND PROPERTY MANAGEMENT

A. Inspection of delivered office and other supplies, materials, Office EqQuipment,
Information and communication technology equipment (ICT), motor vehicle,
construction equipment

Supply and Property Section of the GSO
Simple

G2B — Government to Business
Quialified winning Suppliers

The Supply and Property Section of the GSO

Delivery of - Verify the None 1 day Maria Muriel

supplies, Fuel and delivery as to Galicia

Lubricants, quantity and General Services

materials, quality Officer

equipment, vehicle | - Within 24 hours

etc. notify the COA Ramon Montesor
of Admin Officer V /
the delivery BAC Secretary

- Preparation and
submission to
the COA of the
Inspection and
Acceptance
Report

Cristy Matutina
Admin Aide |

Jerry Malate

TOTAL: None 1 day

B. Issuance of delivered office and other supplies, materials, Office EQuipment,
Information and communication technology equipment (ICT), motor vehicle,
construction equipment

Supply and Property Section of the GSO
Simple

G2G — Government to Government

LGU Offices/Departments, Schools, Barangays
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GSO

Complete, verified and signed Trip Ticket
Approved Requisition Issuance Slip
Approved Property Issuance Slip
Approved Inventory Custodian Slip
Acknowledgement Report for Equipment

Follow up on Prepare the required None 1-2 hours Maria Muriel
request document for release Galicia
of request General Services
Officer

Ramon Montesor
Admin Officer V /
BAC Secretary

Cristy Matutina
John Paul
Magayanes
Jerry Malate

TOTAL: None 1-2 hours

2. MAINTENANCES AND GENERAL SERVICES

A. Repair and Maintenance of motor vehicle, construction equipment, office equipment,
other property, plant and equipment, building and municipal grounds

General Services Office
G2G — Government to Government Transaction

Complex
Requesting office/Department

Approved Request General Services Section of the GSO
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Regularly maintain none 3-7 days Benjamin Andes

the Municipal Francis Pareja

Building Jaime Soler
Submit request for Anthony Joseph
repair Mesa

Joselito Jacob

Prepare the Pre

repair inspection Jerry Malate

Procure the Celso Rodrigueza

necessary

materials, spare

parts and services

for the repair

TOTAL: none 3-7 days

B. Registration and Insurance of government properties, motor

vehicles, dump trucks and heavy equipment

General Services Office

Simple

G2G — Government to Government

Requesting Office/Department

‘End of transaction
3. RECORDS AND ARCHIVES MANAGEMENT

Submit vehicle for Prepare documents None 2-5 days Maria Muriel
insurance and for insurance and Galicia
registration Submit | registration of General Services
building for vehicle Submit Officer
insurance documents to the
coverage of the GSIS Ryan Molenilla
GSIS

TOTAL.: None 5 days

|

Inventory of property, plant and equipment and Real properties owned by the
Local Government of Daraga

MUNICIPALITY OF DARAGA - CITIZENS CHARTER Revised 2025, 15" Edition | 201



BAGONG PILIPINAS

Highly Technical
G2G - Government to Government
LGU Offices/Department

Submit office Prepare the Report None 3 weeks Maria Muriel

equipment, on Physical Count Galicia

vehicles, and OPPE | of General Services

for On Property, Plant and Officer

Hand Count and Equipment

Inventory Count and tag Jerry Malate
inventories

Submit RPCPPE to
the Inventory
Committee, COA
and

other concerned
offices

TOTAL: None 3 weeks

B. Records Management

Records Section of the GSO
Simple

G2G - Government to Government
All Department

Submit request for | Provide requested none 1 day Maria Muriel
record record Galicia
General Services
Officer

Jerry Malate
Glenda Llasos
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TOTAL:

none

1 day

B. Issuance of Clearance on Property Accountability

Records and Archives Section of the GSO

Simple

G2G - Government to Government

All LGU Employees

Submit approved Prepare Clearance | none 3-5 days Maria Muriel
application for and submit it for Galicia
terminal/Leave approval of General Services
Form concerned offices Officer
Jerry Malate
Glenda Llasos
TOTAL.: none 3-5 days
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FEEDBACK AND COMPLAINTS MECHANISM

T FEEDBACK AND COMPLAINTS[MECHANISM T

How to send feedback Answer the client feedback form and drop
it at designated drop box at the Municipal
Lobby

How feedbacks are processed Feedback requiring answer are forwarded

to the relevant offices and they are
required to answer within three days of the
receipt of the feedback
How to file a complaint A complaint may be filed/submitted to the
via letter or email at indicating the
following:

- Name of person being complained

- Incident

- Evidence

- Name of complainant

For inquiries and follow-ups, clients may
email: gsolgudaraga@gmail.com

How complaints are processed Upon evaluation the designated officer
shall investigate and forward the
complaint to the relevant employee for
their explanation.

Contact Information of CCB, PCC, ARTA ARTA: complaints@arta.gov.ph

8478 5093

PCC: 8888

CCB: 0908-881-6565 (SMS)

MUNICIPALITY OF DARAGA - CITIZENS CHARTER Revised 2025, 1°" Edition | 204



BAGONG PILIPINAS

MUNICIPAL AGRICULTURAL SERVICES
OFFICE

CITIZEN’S CHARTER
Revised 2025

MUNICIPAL AGRICULTURAL SERVICES
OFFICE
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Mandate

Support farmers and agricultural sector thru sustainable programs, resources and
partnerships to boost agriculture, food security and local economic growth.

Vision

A progressive and sustainable agricultural community where farmers and
agricultural stakeholders thrive through innovative practices, climate resilience and
inclusive growth contributing to food security and economic development.

Mission

To empower the agricultural sector through efficient services, modern farming
technologies, capacity-building programs and community collaboration, ensuring food
security, improved livelihood and environmental sustainability.

Service Pledge

We pledge to serve the farmers of Daraga with Dedication, integrity, and
efficiency. We commit to promoting sustainable agriculture ensuring food security and
supporting agricultural development. With teamwork and accountability, we strive for
a prosperous and resilient agricultural community.
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MUNICIPAL AGRICULTURAL SERVICES
OFFICE

List of Services

External Services
Provision of Technical/Extension Services
Provision/ Distribution of Agricultural Inputs
Provision of Consultation and Treatment Services
Provision of Vaccination Services
Provision of Castration Services
Provision of Artificial Insemination Services
Provision of Deworming Services
Issuance of Certification

© 0N Ok wDdPE

Provision of Livestock Dispersal and Re-dispersal
10. Provision of Fingerling Dispersal and Re-dispersal
11. Provision of Crop and Livestock Insurance to PCIC

12.Enrolment to the Registry System for Basic Sectors in
Agriculture (RSBSA)
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1. PROVISION OF TECHNICAL/EXTENSION SERVICES

Municipal Agricultural Services Office

The Local Government Unit of the Municipality of Daraga, through
Office of the Municipal Agriculturist, aims to improve the living conditif
of our farmers, fisher folks, livestock and poultry raisers, homemaki
and out-of-school youths by increasing the production of diffel
agricultural commodities. This can be attained through the continu
provision of technical/extension services on the latest and appropri
farming technologies.

Complex

G2C

Farmers, Fisher folks, livestock and poultry raisers, housewives, out
of
school

ouths and seed growers

A. Farmers Class/Training

1. Organize a Meljie L. Matocifios, MSA
group of 15 1. Receive letter Municipal Agriculturist
and above request and Prepare

and submit training proposal for Engr. Ailine M. Llagas
request letter | approval by the LCE 2 days Agriculturist B

. None
andmasterlist | and module or _
of training design Milven L. Monsalve

farmers. Agriculturist B
2. Confirms | 5 ' onfirm schedule None 10 min Engr. Jaina M. Conda
attendance Engineer |

Engr. Angelica M. Lositafio
Nico P. Amano

3. Attends the | 3. Conduct the None 4 hours Agricultural Technologist

class/training | class/training
Farmer - Participant
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B. Farmer’s meetings/ dialogues

1. Will be Meljie L. Matocifios, MSA
informed Municipal Agriculturist
about the 1. Coordinate with
schedule of the barangay Engr. Ailine M. Llagas
the meeting captainfor the Agriculturist B
with schedule of the None 30 min
meeting Milven L. Monsalve
the barangay Agriculturist B
officials.
Engr. Jaina M. Conda
Engineer |
Engr. Angelica M. Lositafio
Nico P. Amano
Agricultural Technologist
Janet L. Lorilla
farmers | o tin None 3 hours Freddie M. Magallano
meetin 9
g AA
Rose Ann B. Mirafuentes
Jean B. Valenzuela
Corylyn L. Bordales
Agri. Tech. Aide - JO
Farmer-Participant
3 days
TOTAL.: None
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C. Farm and Home Visit

Meljie L. Matocifios, MSA
Municipal Agriculturist

Engr. Ailine M. Llagas
Agriculturist B

Milven L. Monsalve
Agriculturist B

Engr. Jaina M. Conda
Engineer |

Engr. Angelica M. Lositafio
Nico P. Amano

i Agricultural Technologist
L. Listen to 1. Visits the client in
the their homes or on Janet L. Lorilla
mfzrmatlonk their farms to Arbie M. Nate
andmay as disseminate the Freddie M. Magallano
questions : 1 AA |
latest farming
for . hour/farm
clarification technolog|es_and None er or Rose Ann B. Mirafuentes
provide possible . :
or problems solutions to their client Jecel L. Llorca
encountered bl Jean B. Valenzuela
in the field. problems Corylyn L. Bordales

Jessica O. Orbase
Agri. Tech. Aide — JO

Joy J. Andes
Office Aide - JO

Geraldin D. Lopos
Meat Inspector - JO

Romeo M. Lotivio
Driver/Liaison

Farmer-Client

Total | None 1 hours

| D. Attending to office callers |
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Meljie L. Matocifios, MSA
Municipal Agriculturist

Engr. Ailine M. Llagas
Agriculturist B

Milven L. Monsalve
Agriculturist B

Engr. Jaina M. Conda
Engineer |

Engr. Angelica M. Lositafio
Nico P. Amano

1. Listen and hel
P Agricultural Technologist

1. Approach resgllve the .
OD or staff probiemor give Janet L. Lorilla
and present re%ommgndapolr&s oh ¢ Arbie M. Nate
purpose/ ~and con l_Jct ie None > hours for Freddie M. Magallano
inspection if field AA |
problem . tion
i e. incidence of necessary inspectio .
Rose Ann B. Mirafuentes
pests and
diseases, etc. Jecel L. Llorca
! Jean B. Valenzuela
Corylyn L. Bordales
Jessica O. Orbase
Dianne M. Loyola
Agri. Tech. Aide - JO
Joy J. Andes
Office Aide - JO
Geraldin D. Lopos
Meat Inspector - JO
Romeo M. Lotivio
Driver/Liaison
Farmer-Client
TOTAL: None 2 hours
for field
inspection
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2. PROVISION/ DISTRIBUTION OF AGRICULTURAL INPUTS
Municipal Agricultural Services Office

The Local Government Unit of the Municipality of Daraga, through
the Office of the Municipal Agriculturist, provides/distributes
agricultural inputs to qualified farmers in the municipality.

Simple
G2C

Farmers, Fisher folks, livestock and poultry raisers, and seed
rowers

o Proof of identification
Registered in the RSBSA

Other requirements requested REGISTRY SYSTEM FOR BASIC SECTORS

e Any government agency that issues valid ID
If not registered, see “ENROLMENT TO

by DA, its bureaus, attached
agencies, LGU and/or
corporations

INAGRICULTURE (RSBSA)”
e To be announced

Meljie L. Matocifos,
MSA
Municipal Agriculturist

1. Submit 1. Validates
requirements | requirements Agriculturist B

None 2 — 3 min Engr. Ailine M. Llagas

Milven L. Monsalve
Agriculturist B

Engr. Jaina M. Conda
Engineer |

2. Conduct interview/ Engr. Angelica M.

_backgro!.lnd Lositafio
2. Angwers |nfqrmat|_on arlq . Nico P. Amano
questions or | validate identification Agricultural Technologist
gives of the farmer/client
information and see ifincluded in | None | 5—10 min Janet L. Lorilla
the master list of Arbie M. Nate
farmers Freddie M. Magallano

AA |
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Rose Ann B.
Mirafuentes
Jecel L. Llorca
Jean B. Valenzuela
Corylyn L. Bordales
Jessica O. Orbase
Agri. Tech. Aide - JO

Joy J. Andes
Office Aide — JO
2 Soceey | 3 Provdarlease e M. Nabor
sign mput;shtodlet the C“te nt None 1-2min Argie N. Llovit
documents sign Ihe documents Miguel M. Magdato

Arwen B. Mercadero
John Patrick M.
Majadillas
Nursery Aide - JO

Geraldin D. Lopos
Meat Inspector — JO

Romeo M. Lotivio
Driver/Liaison

Farmer — Recipient

TOTAL:| None 15 minutes

3. PROVISION OF CONSULTATION AND TREATMENT SERVICES

Municipal Agricultural Services Office

The Municipal Government of Daraga through the Office of the
Municipal Agriculturist provides consultation and treatment services
for livestock and poultry raises as well as pet animals in orderto help
control animal diseases.

Simple
G2C

Livestock producers, poultry raisers and pet owners
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1.Report the
problem/s of the

1.Conduct an
interview with

Milven L. Monsalve

minutes

animal for ) None | 5- 10 minutes Agriculturist B
the client
treatment
Arbie M. Nate
Freddie M. Magallano
) AA l/Livestock
2.Ident;fy a_nd It 2.Visit the farm or Inspector
Eretsent adnlma O | the house of the
de reate d?r farmer and treat Dianne M. Loyola
Ii\?:'ls?cr)?lf 0 the identified sick None 30 -1 hour Agri. Tech. Aide - JO
: animal
Inspector Livestock Farmers
TOTAL: None 1 hour and 10

4. PROVISION OF VACCINATION SERVICES

1.Request/
confirm schedule
of vaccination

Municipal Agricultural Services Office

The Municipal Government of Daraga, through the Office of the
Municipal Agriculturist,conducts/administers anti-rabies vaccination
to different barangays.

Simple

G2C

1.Confirms
the

schedule of
vaccination

Livestock producers, poultry raisers, and pet owners

Milven L. Monsalve
Agriculturist B

Arbie M. Nate
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Freddie M. Magallano
2.Conducts AA I/Livestock

2.Prepare the

animal to be the None 1 da Inspector

vaccinated vaccination y P

3 Provide Dianne M. Loyola
3.Prepare Jean B. Valenzuela

neededdata on

the |
animal vaccinated

masterlist of Corylyn L. Bordales
farmers served None 1 =2 hours Agri. Tech. Aide - JO

Jose Lawrence
TOTAL: None Valenciano
1 day, 2 Office Clerk —JO

hours, 10

minutes Romeo M. Lotivio

Driver/Liaison

Livestock Farmers

5. PROVISION OF CASTRATION SERVICES
‘ Municipal Agricultural Services Office

The Municipal Government of Daraga through the Office of the
Municipal Agriculturist providesfree castration services.
Simple

G2C

Livestock producers, poultry raisers and pet owners

1.Request LI for 1.Confirms Milven L. Monsalve
castration service | the schedule Agriculturist B
and confirm of the None 10 min

schedule castration Arbie M. Nate

Freddie M. Magallano
AA l/Livestock

Inspector
2.Prepare the 2 Conducts .
animal for 30min-1 _
. i i Dianne M. Loyola
castration castrationservice None hour/head

Agri. Tech. Aide - JO

Jose Lawrence
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Valenciano
Office Clerk —JO

Livestock
Farmers

1 hour, 10
TOTAL: None minutes

\

6. PROVISION OF ARTIFICIAL INSEMINATION SERVICES

Municipal Agricultural Services Office

The Municipal Government of Daraga through the Office of
the Municipal Agriculturist provides Alto all clients.

Simple

Milven L. Monsalve

1.Request LI to Agriculturist B
pet'flf.o r.n? the 1.Confirms )

f’il’ I ICI.a _ schedule _ Arbie M. Nate
insemination and None 5 min

confirm schedule

Freddie M. Magallano
AA l/Livestock
Inspector

2.Prepare the
animals for Al 2.Conducts Al None 1 hour

Livestock Farmer
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TOTAL:

None

1 hour, 5

minutes

7. PROVISION OF DEWORMING SERVICES

Municipal Agricultural Services Office

livestock.

The Municipal Government of Daraga through the Office of the
Municipal Agriculturist provides and administers de-wormer to

Simple

G2C

Livestock producers, poultry raisers and pet owners

. 1.Confirms the Milven L. Monsalve
1.Request/confirm . .
Schegule of schedule of Agriculturist B
d : deworming with None 10 min

eworming theclient Arbie M. Nate
Freddie M.
2.Prepare Magallano
theanimal to ﬁ.eCoOr:ﬂgﬁts N 14 AA I/Livestock
bedewormed worming one ay Inspector
1 day, 10
TOTAL:| None min
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8. ISSUANCE OF CERTIFICATION
Municipal Agricultural Services Office

The Municipal Government of Daraga through the Office of the
Municipal Agriculturist issues certification to clients as to farmers,
fisherfolk, livestock and poultry RAISERS, pet owners, home
makers and rural youth and the like as to what purpose it may
serve.

Simple
G2C

Farmers, fisherfolk, livestock and poultry raisers, pet owners,
homemakers and rural youth

Proof of identification Any government agency that issues valid ID

1.Present 1.Verifies document

documents (if complete), None Meljie L. Matocifios,
Validation/site MSA
inspection Municipal Agriculturist

2.Wait for 2.Prepares

the the Php100.0| 5 min Engr. Ailine M. Llagas

certificatio certification 0 Agriculturist B

n and

issues to the client
Milven L. Monsalve

Agriculturist B

Engr. Jaina M. Conda
Engineer |

Engr. Angelica M.
Lositafio
Nico P. Amano
Agricultural Technologist

Janet L. Lorilla
Arbie M. Nate
Freddie M. Magallano
AA

Rose Ann B.
Mirafuentes
Jecel L. Llorca
Jean B. Valenzuela
Corylyn L. Bordales
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Dianne M. Eoyoia

Agri. Tech. Aide - JO

Romeo M. Lotivio
Driver/Liaison

TOTAL: 5 minutes

Php100.0
0

9. PROVISION OF LIVESTOCK DISPERSAL AND RE-DISPERSAL
Municipal Agricultural Services Office

The Municipal Government of Daraga through the Office of the
Municipal Agriculturist giveslivestock for dispersal and re-dispersal to

gualified raisers.
Simple
G2C
Livestock and poultry raisers

Animal dispersal contract to be signed | Municipal Agricultural Services Office
bythe recipient, Barangay Captain,

AT assigned, Municipal Agriculturist,
and Municipal Mayor.

1.Apply for re 1.Prepare re- Milven L. Monsalve
dispersal dispersalcontract | None 10 min Agriculturist B
; Arbie M. Nate
gbilt?gcs:tthe 2.None None 1 min Freddie M. Magallano
AA l/Livestock
Inspector
3.Receives : .
theanimal 3.Awards the animal None 5 min Dianne M. Loyola
Agri. Tech. Aide - JO
TOTAL: None 16 minutes

-
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10. PROVISION OF FINGERLING DISPERSAL AND RE-DISPERSKE" ™"

Municipal Agricultural Services Office

The Municipal Government of Daraga through the Office of the
Municipal Agriculturist gives tilapiafingerlings for dispersal and
re-dispersal to qualified raisers

Simple
G2C
Fisher folks

Application Form Municipal Agricultural Services Office

1.Apply for . Meljie L. Matocifios, MSA
di ppry | .1.Ver|fy. Municipal Agriculturist
blsfp"(? sa information from None 10 min

AL e application form Jean B. Valenzuela

application form

Agri. Tech. Aide - JO

2.Receives 2.Awards
the the None 5 min Joy J. Andes
fingerlings fingerlings Office Aide - JO

TOTAL:| None 15 min

11. PROVISION OF CROP AND LIVESTOCK INSURANCE TO PCIC

Municipal Agricultural Services Office

he Philippine Crop Insurance Corporation through the Office of the
Municipal Agriculturist provides insurance for the crops and livestock of
armers and animal raisers of the municipality.

Simple
G2C
Farmers and livestock and poultry raisers

e Application Form

Municipal Agricultural Services Office
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\\\ N -A‘ < v /,/
Meljie L. Ma?ocm’os, &R

1.Fill-up - ) ;
Municipal Agriculturist

applicationform | l.Interview,
and provide all | validate, process

necessary application
information/data

None 15 — 20 min Engr. Ailine M. Llagas
Agriculturist B

Milven L. Monsalve
Agriculturist B

Engr. Jaina M. Conda
Engineer |

Engr. Angelica M.
Lositafio
Nico P. Amano
Agricultural Technologist

2.None 2.Apply to PCIC None 1 day

Jean B. Valenzuela
Jecel L. Llorca
Agri. Tech. Aide - JO

1 day, 20
TOTAL: None min

12. ENROLMENT TO THE REGISTRY SYSTEM
FOR BASIC SECTORS IN AGRICULTURE (RSBSA)

Municipal Agricultural Services Office

The Municipal Government of Daraga, through the Office of the
Municipal Agriculturist, providesassistance in enrolling farmers, farm
laborers, fishermen and target beneficiaries of agriculture- related
programs and services of the government to the RSBSA. The RSBSA
serves as a requirement and basis for providing financial assistance,
subsidiary funding and insurance services for farmers and fisherfolk
such that those registered in the electronic database by government
agencies (DA, its bureaus, attached agencies and corporations) are
given priority inthe targeting and implementation of their respective

Farmers, farm laborers, fishermen and other target beneficiaries
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e Enrolment Form e Municipal Agricultural Services dfiice

e Barangay Certification (1 e Barangay Hall of the area where land is
original) situated
e Municipal Assessor’s Office / Landlord
e Tax Declaration (1 photocopy) (iftenant)

« Valid ID (1 photocopy)
2 x 2 1D photos (1 piece)

Meljie L. Matocifios, MSA

_ 1.Interview, Municipal Agriculturist
1.Fill-up validate,process
enrolmentform | enrolment Jecel L. Llorca
and submit the | form and None 2 -3 min Agri. Tech. Aide - JO
requirements requirement
[ Engr. Ailine M. Llagas

Agriculturist B

Milven L. Monsalve
Agriculturist B

2.Submit Engr. Jaina M. Conda

2.None enrolmentform None 1 day Engineer |
to DA-RFO5
Engr. Angelica M.
Lositafio
Nico P. Amano
Agricultural

Technologist

TOTAL:| None 1 day, 3 min
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FEEDBACK AND COMPLAINTS MECHANISM

FEEDBACK AND COMPLAINTS MECHANISM

How to send
feedback?

Answer the Client Satisfaction Measurement (CSM) form and drop it in the
designated drop box found at the Receiving Area of the Municipal
Agricultural Services Office.

How feedbacks
are processed?

Every Friday, the assigned personnel will open the drop box and
consolidate the CSM form. Feedback requiring a response is forwarded to
the proper Administrative Division for appropriate action.

For inquiries and follow-ups, the client may contact the details below:

Contact Website: daraga.gov.ph

Information Facebook page: Maso Lgu-daraga
Telephone number:
Email: maso.lgudaraga@gmail.com

How to file a For walk-in clients: Answer the client Complaint Form found at the

complaint? receiving area of the office and drop it at the designated “Complaints Box”
in the Daraga Municipal Hall lobby beside the table of the desk officer (DO)
of the day.
The complaints can also be filed through email at
pdo.daraga.lgu@gmail.com

How

complaints are | The assigned personnel will open emails daily and will open the drop box

processed? and consolidate the complaints forms every Friday. The report from the
consolidated complaints will be forwarded to the Office Head, upon
evaluation, the Office Head will forward the complaints report to the proper
division for appropriate action.
The complainant shall be informed of the action through a letter which may
be sent through the contact information given/sent by the complainant.

Contact. e Anti-Red Tape Authority:

Information of Text: 1-2782, 8478-5093

ARTA, CSC E-mail: complaints@arta.gov.ph

CCB, PCC

e CSC Contact Center ng Bayan CCB:

Text: 0908-881-6565

E-mail: email@contactcenterngbayan.gov.ph
e Presidential Complaints Center:

Call: 8888
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BAGONG PILIPINAS

MUNICIPAL SOCIAL WELFARE AND
DEVELOPMENT OFFICE

CITIZENS CHARTER
REVISED 2025. 15t Edition
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MUNICIPAL SOCIAL WELFARE AND
DEVELOPMENT OFFICE

CITIZEN’S CHARTER
Revised 2025, 18t Edition
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. Mandate:

The Local Government Unit of Daraga ensure the provisions of
Social Welfare and Development Programs in the municipality for
the care, protection and rehabilitation of the needy individuals and
their families which has the least in life in terms of physical, mental
and social well-being and needs social welfare assistance and
social work intervention to restore their normal functioning and
participation in the community development.

. Vision:
A frontline department that is efficient and effective in providing
adequate facilities relative to social welfare and development
service.

[ll. Mission:

To provide interventions/opportunities that will uplift the living
conditions of the distressed and disadvantage individuals,
families’ groups and communities and enable them to become
self-reliant and actively participate in community development.

IV. Service Pledge:

Local Government Unit of Daraga thru the Municipal Social
Welfare and Development Office are committed to provide
quality, prompt and courteous service 24/7 without noon breaks.

We shall endeavor to complete transactions within the day. We
will inform you immediately of actions taken and clearly explain
the reason/s why not able to complete the day the delivery of the
service you need.

All these we pledge for the best interest of the clientele we serve.
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LIST OF SERVICES

MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICE
Page Number

External Services

1. Assistance to Individuals in Crisis Situation (AICS)

1. Provision of Medical Assistance

2. Provision of Burial Assistance

3. Emergency Shelter Assistance (ESA)

4. Issuance of Social Case Study

5. Issuance of Certificate of Financial Assistance in Availing Philhealth

6. Issuance of Municipal Certificate of Indigency for Referral for OVP

7. Issuance of Municipal Certificate of Indigency Availing Correction of Clerical Error
from LCR and Legal Assistance from PAO

2. Assistance to Women and Children in Different Situations

1. Services for Women and Children in Difficult Circumstances, victims of VAWC
such as sexual abuse, physical and emotional abuse, maltreatment and
abandonment

2. For those who filed charges against their perpetrator

3. Rescue and reconcile street and working children with families/or referral to
institution

4. Services for Children at Risk & Children in Conflict with the Law

5. Assist Children in Conflict with the Law

3. Early Childhood Care and Development (ECCD) Program

1. Day Care Sessions
2. Supplementary Feeding Program

4. Emergency Response and Rehabilitation

1. Relief Assistance for Disaster Victims

2. For Disaster victims needing shelter Assistance

3. For disaster victims needing relocation

4. Rehabilitation of Surrendering Drug Dependents and Recovered Drug
Dependents

5. Rehabilitation of Perpetrator
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5. Family Welfare Program

. Pre Marriage Counseling

. Empowerment Reaffirmation of Paternal Abilities
. Livelihood Assistance

. Healthy Start

. SOLO Parent Program

. VAWC

OO WDNPE

Local Council for the Protection of Children
Gender and Development Program
MADAC

MPOC
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1. ASSISTANCE TO INDIVIDUALS IN CRISIS SITUATION (ACS)
(TULONG SA MGA INDIBIDWAL NA NASA KRISIS NA SITWASYON (AICS))

1.1. PROVISION OF MEDICAL ASSISTANCE PAGBIBIGAY NG TULONG MEDIKAL
1.2. PROVISION FOR BURIAL ASSISTANCE PAGBIBIGAY NG TULONG SA
PAGLIBING

1.3. EMERGENCY SHELTER ASSISTANCE (ESA) PANSAMANTALANG TULONG SA
MATUTULUYAN (ESA)

Municipal Social Welfare and Development Office
Complex

G2C — Government to Citizen

G2C — Government to Government

Different Sectors in the Community

1.1. Provision of Medical Assistance

1. Barangay Certificate of Indigency Barangay
(original)
2. Medical Certificate (photocopy) Hospital/Rural Health Office

3. Prescriptions of medicines / request of | Hospital/Rural Health Office
laboratory tests

4. Certificate of Non- Availability Municipal Health Office
5. Hospital bill Hospital Billing Section
6. Government Issued ID (photocopy) *GAID1 (Government Agencies such as BIR,

PSA, COMELEC, LTO,SSS, PAG-IBIG,
Postal, PhilHealth, GSIS, PWD/ Senior

Citizens ID)*

1.2. Provision of Burial Assistance:

1. Death Certificate Hospital/Rural Health Office

2. Barangay Certificate of Indigency Barangay

(original)

3. Government Issued ID (photocopy) Government Agencies listed as *GAID1*
above

1.3. Emergency Shelter Assistance

(ESA):

1. Brgy. Certificate of Indigency (original) Barangay

2. Fire Incident Report Barangay, Municipal Fire Station

3. Photo Client

4. Brgy. Blotter Barangay

5. Government Issued ID (photocopy Government Agencies listed as *GAID1*
above

1. Walk-in/ Referred 1.1. Review None 5 minutes Admin Staff

Clients seeking and Secure

assistance shall submit documents
the requirements listed from clients
above. seeking
assistance
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(Ang mga walk-in o 1.2. Intake None 10 minutes Social Worker
inirekomendang kliyente | Interview and
na humihingi ng tulong ay | Assessment

kailangang magsumite ng |1 3. Approval, None Within 7 days = MSWDO, MO,
mga kinakailangang Processing and MBO, MACCO
dokumento na nakalista | elease of and MTO
sa itaas.) financial

assistance
2. Accomplish Client Provide Client None 5 minutes Admin
Satisfaction Satisfaction Staff/Social
Measurement Form Survey Form Worker

(Survey) (Kumpletuhin ang
Form ng Surbey)

Total None 7 days and 20
minutes

1.4. ISSUANCE OF SOCIAL CASE STUDY REPORT
(1.4. PAGLALABAS NG ULAT SA PANLIPUNANG PAG-AARAL NG KASO)
Municipal Social Welfare and Development Office

Simple

G2C - Government to Citizen
G2C — Government to Government
Different Sectors in the Community

1. Brgy. Certificate of Indigency (original) | Barangay
2. Medical Certificate / Abstract Hospital/Rural Health Office
(photocopy)
3. Hospital bill / Statement of Account Hospital Billing Section
(photocopy)
1. Government Issued ID (photocopy) Government Agencies listed as *GAID1* above

1. Walk-in/ Referred | 1.1. Review of None 5 minutes Admin Staff
Clients seeking documents
assistance shall present | from clients
the above-mentioned requesting
documents as reference | social case
(Ang mga walk-in o study report
inirekomendang kliyente
na humihingi ng tulong 1.2. Conduct None 1.5 hours Social Worker
ay kailangang of Interview
magsumite ng mga and
kinakailangang Preparation of
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dokumento na nakalista Social Case
sa itaas.) Study Report
2. Accomplish Client 2. Provide None 5 minutes Admin Staff/Social
Satisfaction Measurement| Client Worker
Form (Survey) Satisfaction
(Kumpletuhin ang Form ng Survey Form
Surbey)

None 1.5 hours and

10 minutes

1.5. ISSUANCE OF CERTIFICATE OF FINANCIAL ASSESSMENT AS A
REQUIREMENT IN AVAILING PHILHEALTH BENEFITS IN ACCORDANCE TO THE
PROVISIONS OF RA 11223 AND THE GENERAL APPROPRIATIONS ACT OF 2024
FOR:
(1.5. PAGLALABAS NG SERTIPIKASYON NG PINANSIYAL NA PAGSUSURI BILANG
KINAKAILANGAN SA PAGKUHA NG MGA BENEPISYO NG PHILHEALTH ALINSUNOD
SA MGA PROBISYON NG RA 11223 AT SA PANGKALAHATANG BATAS SA
APROPRIASYON NG 2024)

. In-patient PhilHealth member beneficiaries under sponsored category

. Patients that will undergo medical procedures and laboratory under sponsored
category

(» Mga naka-admit na pasyenteng benepisyaryo ng PhilHealth sa ilalim ng sponsored
category

* Mga pasyenteng sasailalim sa mga medikal na pamamaraan at laboratoryo sa ilalim ng
sponsored category)

Municipal Social Welfare and Development Office

G2C — Government to Citizen
G2C — Government to Government
‘ Different Sectors in the Community

1. Barangay. Certificate of Indigency (original)
2. Government Issued ID (photocopy)

Barangay
Government Agencies listed as *GAID1*
above

PhilHealth, Hospital

Hospital

3. PhilHealth Benefit Eligibility Form (photocopy)
4. Certificate of confinement
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Admin étaff

1. Walk-in/ Referred 1.1. Review of None 5 minutes
Clients seeking documents from
assistance shall present | clients requesting
the above-mentioned social case study
documents as reference | report
(Ang mga walk-in o 1.2. Conductof  None | 5 minutes  Social Worker
inirekomendang kliyente | |nterview and
na hum|h|ng| ng tUIOng ay Preparation of
kailangang magsumite ng | Social Case Study
mga kinakailangang Report
dokumento na nakalista
sa itaas.)

2. Accomplish Client | 2. Provide Client None 5 minutes Admin
Satisfaction Survey Form | Satisfaction Survey Staff/Social
(Kumpletuhin ang Form Form Worker
ng Surbey sa Kasiyahan
ng Kliyente.)

Total| None | 15 minutes
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1.6. ISSUANCE OF MUNICIPAL CERTIFICATE OF INDIGENCY FOR REFERRAL
FROM THE OFFICE OF THE VICE PRESIDENT

(1.6. PAGLALABAS NG SERTIPIKASYON NG INDIGENCY NG MUNISIPYO PARA SA
MGA REKOMENDASYON NG TANGGAPAN NG PANGALAWANG PANGULO)

Municipal Social Welfare and Development Office

Simple

G2C — Government to Citizen
G2C — Government to Government
Different Sectors in the Community

A. For Medical Assistance

1. Barangay Certificate of Indigency (original) | Barangay

2. Medical Certificate (photocopy) Hospital/Rural Health Office

3. Prescriptions of Medicines / request of Hospital/Rural Health Office/Municipal

laboratory tests Health Office

4. Government Issued ID (photocopy) Government Agencies listed as *GAID1*
above

5. Hospital bill Hospital Billing Section

B. For Burial Assistance

1. Death Certificate Hospital/Rural Health Office

2. Barangay Certificate of Indigency (original) | Barangay

3. Government Issued ID (photocopy) Government Agencies listed as *GAID1*
above

1. Walk-in/ Referred 1.1. Reviewand | None 5 minutes Admin Staff
Clients seeking Verification of

assistance shall Documents

present the following 1.2. Interview, None 5 minutes Admin
documents as Assessment and Staff/Social
reference: . Issuance of Worker
(Ang mga walk-in o Certificate

inirekomendang
kliyente na humihingi
ng tulong ay kailangang
magsumite ng mga
kinakailangang
dokumento na nakalista

sa itaas.)

2. Accomplish Client 2. Provide Client None 5 minutes Admin
Satisfaction Survey Satisfaction Survey Staff/Social
Form Form Worker

(Kumpletuhin ang Form
ng Surbey sa
Kasiyahan ng Kliyente.)

Total| None 15 minutes
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AVAILING THE FOLLOWING:

e Legal assistance from PAO

* Legal na tulong mula sa PAO)

1.7. ISSUANCE OF MUNICIPAL CERTIFICATE OF INDIGENCY TO CLIENTS
e Correction of clerical error from LCR
(1.7. PAGLALABAS NG SERTIPIKASYON NG INDIGENCY NG MUNISIPYO PARA SA

MGA KLIYENTENG KUMUKUHA NG MGA SUMUSUNOD:
* Pagwawasto ng pagkakamali sa rekord mula sa LCR

Municipal Social Welfare and Development Office

Simple

G2C — Government to Citizen
G2C — Government to Government

A. For Clerical Error:

1. Barangay Certificate of Indigency
(original)

2. Government Issued ID (photocopy)

3. Birth Certificate, Marriage Certificate and
Other Registry Documents

B. For Legal Assistance:

1. Barangay Certificate of Indigency
(original)

2. Government Issued ID (photocopy)

Different Sectors in the Community

Barangay

Government Agencies listed as *GAID1*
above Municipal Civil Registry

Barangay

Government Agencies listed as *GAID1*
above

1. Walk-in/ Referred Review and None |5 minutes Admin Staff

Clients seeking Verification of

assistance shall Documents

present the above- Interview, None | 5 minutes Admin

mentioned documents | Assessment and Staff/Social

as reference Issuance of Worker
Certificate

2. Accomplish 2. Provide Client None 2 minutes Admin

Client Satisfaction Satisfaction Survey Staff/Social

Survey Form Form Worker

(Kumpletuhin ang

Form ng Surbey sa

Kasiyahan ng

Kliyente.)

3. Total None 12 minutes
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2. ASSISTANCE FOR WOMEN AND CHILDREN IN DIFFERENT
SITUATIONS

(TULONG PARA SA KABABAIHAN AT MGA BATA SA IBA'T IBANG SITWASYON)
Municipal Social Welfare and Development Office
Highly Technical

G2C - Government to Citizen

G2C — Government to Government

Different Sectors in the Community

1. Services for Women and Children in Difficult Circumstances, victims of VAWC such
as sexual abuse, physical and emotional abuse, maltreatment and abandonment

(1. Mga serbisyo para sa kababaihan at mga batang nasa mahirap na kalagayan, kabilang
ang mga biktima ng VAWC tulad ng pang-aabusong sekswal, pisikal at emosyonal na
pang-aabuso, pagmamalupit, at pagpapabaya.)

1. Walk-in/ Referred 1.1. Have the client 5 minutes
Clients seeking sign in the logbook C;’hild Abuse
assistance will signin 7 Interview, 1 day n r\';e\:leint:lonni _
itsguli(:?et')sogfkt’hznswer the coorplination for _ tervention Unit
interviewer and follow medical, p.syc.hologlcal Maricel M.
the instructions of the and psych_latrlc_ exam Ordinario, RSW
agency personnel and for affidavit to be MGDH — 1/
conducted by PNP Mwlﬁ;zf:é iﬂgm
e
(Ang mga walk-in o 1.3. Case co_nferences 2 hours Development
inirekomendang kliyente | 1-4. Home visit 1 day Officer
na humihingi ng tulong ay 1.5._Preparat|on of 2 hours
kailangang maglagda sa | Social Case Study Ma.
loghook, sagutin ang mga | Réport. . Summerlhynne
katanungan ng 1.6. Asastmg qllent gnd 1 day Carlos, RSW
tagapanayam, at sundin her/his fam!ly flr_1anc_|fal
ang mga tagubilin ng support/facilitating filing Vanessa
kawani ng ahensya.) of complaint to court Llabanes, RSW
1.8. Attend court None | 2to 6 hours/
hearing (notice of hearing
hearing from different
branches of RTC)
2. Accomplish Client 2. 2. Provide Client None 5 minutes Admin
Satisfaction Survey Form | Satisfaction Survey Staff/Social
Form Worker
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(Kumpletuhin ang Form
ng Surbey sa Kasiyahan
ng Kliyente.)
Total None | 2to 6 hours/
hearing
3 days, 4
hours and 10
minutes

2. For those who filed charges against their perpetrator
(Para sa mga nagsampa ng kaso laban sa kanilang nang-abuso)

1.1. Counseling to 1 day
1. Walk-in/ Referred clients and his/her
Clients seeking family Maricel M.
assistance will sign in the Ordinario, RSW
MGDH -1/
logbook, answer the 1.2. Upon referral, 2 hours Municipal Social
inquiries of the intake, assessment of We”gre and
!nterV|eyver and follow the | cases, home visits to Development
instructions of the agency | families Officer
personnel
1.3. Preparation of None 1 month Ma.
(Ang mga walk-in o families/parents for Summerlhynne
inirekomendang kliyente | child’s integration to Carlos, RSW
na humihingi ng tulong ay | families or identify
kailangang maglagda sa | appropriate institution Sheena
logbook, sagutin ang for the child (1 wk to 1 Madrona, RSW
mga katanungan ng mos)
tagapanayam, at sundin
ang mga tagubilin ng
kawani ng ahensya.)
2. Accomplish Client 2. 2. Provide Client None 5 minutes Admin
Satisfaction Survey Form | Satisfaction Survey Staff/Social
(Kumpletuhin ang Form | Form Worker
ng Surbey sa Kasiyahan
ng Kliyente.)
Total| None 1 month

3. Rescue and reconcile street and working children with families/or referral to
institution

(3. Sagipin at pag-isahing muli ang mga batang lansangan at batang manggagawa sa kanilang
mga pamilya o i-refer sila sa nararapat na institusyon)
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1. Walk-in/ Referred
Clients seeking

1.1 Intake interview
administered

1 hour

assistance will sign in the | 1.2. Assessment tools 3 hours
logbook, answer the for CICL cases
inquiries of the Maricel M.
interviewer and follow the | 1.3. Home visits to 1 day Ordinario, RSW
instructions of the agency | families MGDH -1/
personnel — Municipal Social
1.4. Coordination to 1 day Welfare and
. barangay council Development
;LﬁirAerll?)rr:gr?d\;vr?glgk-kllri]ygnte cc_)ncerned _and linkage Officer
na humihingi ng tulong with agencies that
ay kailangang maglagda would_help n : Sheena
y gang magagaa | ranabilitating the child Madrona, RSW
sa logbook, sagutin ang
mga katanungan ng None Kyla Mae Batalla,
tagapanayam, at sundin | 1.5. Attend court 6 hours per RSW
ang mga tagubilin ng hearings (notice of hearing
kawani ng ahensya. hearing form RTC) Karen Cervantes,
RSW
2. Accomplish Client 2. 2. Provide Client| None 5 minutes Admin
Satisfaction Survey Form Satisfaction Survey Staff/Social
(Kumpletuhin ang Form Form Worker
ng Surbey sa Kasiyahan
ng Kliyente.)
Total| None | 2to 6 hours/

hearing,

2 days, 4
hours and 5
minutes

4. Services for Children at Risk & Children in Conflict with the Law
(4. Mga serbisyo para sa mga batang nanganganib at mga batang nasa alitan sa batas)

1. Walk-in/ Referred
Clients seeking
assistance will sign in the
logbook, answer the
inquiries of the
interviewer and follow the
instructions of the agency
personnel

1.1. Preparation of
diversion plans

1.2. Monitoring of the
implementation of
diversion services

None

1 day

4 hours

Maricel M.
Ordinario, RSW
MGDH — I/
Municipal Social
Welfare and
Development
Officer

Sheena
Madrona, RSW
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1. Ang mga walk-in o
inirekomendang kliyente
na humihingi ng tulong
ay kailangang maglagda
sa logbook, sagutin ang
mga katanungan ng
tagapanayam, at sundin
ang mga tagubilin ng
kawani ng ahensya.

2. Accomplish Client 2. Provide Client None 5 minutes Admin
Satisfaction Survey Form | Satisfaction Survey Staff/Social
(Kumpletuhin ang Form | Form Worker
ng Surbey sa Kasiyahan
ng Kliyente.)

Total| None 1 day, 4

hours and 5
minutes

5. Assist Children in Conflict with the Law
(5. Tumulong sa mga batang nasa alitan sa batas)

1. Walk-in/ Referred 1.1. Submit reports to 3 hours Maricel M.
Clients seeking courts & preparation of Ordinario, RSW
assistance will sign in the | case study MGDH -1/
logbook, answer the 1.2. Conduct Parent 2 hours per | Municipal Social
inquiries of the Effectiveness (12 session x 12 [\)N elfare and

: . . . . evelopment
interviewer and follow the | sessions) Sessions to sessions Officer
instructions of the agency | parents of CICL cases

personnel None Sheena

_ Madrona, RSW
1. Ang mga walk-in o

inirekomendang kliyente
na humihingi ng tulong
ay kailangang maglagda
sa logbook, sagutin ang
mga katanungan ng
tagapanayam, at sundin
ang mga tagubilin ng
kawani ng ahensya.

2. Accomplish Client 2. Provide Client None 5 minutes Admin
Satisfaction Survey Form | Satisfaction Survey Staff/Social
(Kumpletuhin ang Form| Form Worker
ng Surbey sa Kasiyahan

ng Kliyente.)

Total| None | 2 hours for 12
sessions
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And 3 hours
and 5
minutes

3. EARLY CHILDHOOD CARE AND DEVELOPMENT
(ECCD)PROGRAM

(PAGKUHA NG MAAGANG PAG-AARUGA AT PAGPAPAUNLAD SA PAGKABATA
(ECCD) NA PROGRAMA)

Municipal Social Welfare and Development Office

Highly Technical

G2C — Government to Citizen

G2C — Government to Government

Different Sectors in the Community

1. Copy of Birth Certificates and Municipal Civil Registrar
Health Immunization Record Barangay Health Center
2. Curriculum Guide Plan Municipal Social Welfare and Development

3. ECCD Checklist, Health Records, Office
Masterlist of enrolled Pre-schoolers, | Child Development Teacher/Worker (CDT/W)
Monthly Accomplishment reports.

1. Enroll the child A. Day Care None 10 mins Barangay Child
to the nearest Day Sessions Development
Care Center 1.1. Enrolment Center Workers
of pupil
B.

* Ipatala ang bata sa Supplementary 120 days
pinakamalapit na Day Feeding

Care Center. Program Workers
1.1. Conduct MSWD Staff / Focal

Supplemental Monthly Person on ECCD.
Feeding

monitoring
Program

o and

1.2._Subm|SS|on of evaluation

List of Pre-

schoolers as

intended

beneficiaries for

the SFP per

Barangay.

Child Development
Teachers/

1.3. Submission
of consolidated
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masterlist of
Pre-schoolers &

other ]
MSWD Officer/

documents
ded for SEP Focal Person on
needed for ECCD, Child

to DSWD FO V Development

1.4. Distribution of Teachers/Workers

Food Supplies
for SFP.

1.5. Conduct
regular
monitoring and
evaluation of all
Child
Development
Centers

The Parent or Provide None 2 minutes Admin Staff/Social
Guardian will Client Worker
Accomplish Satisfaction
Client Survey
Satisfaction Form
Survey Form

Ang magulang o
tagapag-alaga ay
kailangang
kumpletuhin ang
Form ng Surbey sa
Kasiyahan ng
Kliyente.

Total| None See Annex

I :

I

4. EMERGENCY RESPONSE AND REHABILITATION
(AGARANG PAGTUGON AT REHABILITASYON)

Municipal Social Welfare and Development Office
Highly Technical

G2C — Government to Citizen

G2C — Government to Government

Different Sectors in the Community
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1. Clients
requesting for
emergency
response will:

e Follow the
instructions
given by the
personnel

1.Ang mga Kkliyenteng
humihiling ng agarang
pagtugon ay
kailangang:

* Sundin ang mga
tagubilin na ibinigay
ng mga kawani.

1.1 Relief None 12 hours
Assistance for
Disaster Victims
- Rescue and
accommodation to
evacuation centers
1.2. For Disaster
victims needing
shelter
Assistance
- Relief provided at
evacuation centers
for 3 days to 6 months
maximum  evacuation
days)
- Preparation of
documents of each
family to avail said
assistance (1 wk to 1
month)
- Provision of food for
work
1.3. For disaster Maylene P. Siwa,
victims needing LPT
re|ocati0n Lilibeth Sevilla
e Identification of Marites Buena
possible relocation sites lyear
e Preparation  of maximum
documents
/requirements
e conversion of lots
to relocation sites, site
development, etc.
e Sanitizing
records
e Coordination /
meeting with different
agencies
e Social None Maylene P. Siwa,
preparations to qualified LPT
beneficiaries Lilibeth Sevilla
e Preparation  of 12 hours
eligibility  requirements
1 hour
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for funding for each

family beneficiary 1 month
e Pre-construction
activities
e Organization of
beneficiaries 2 months /
e Construction house
phase
e Regular meeting
conducted attended by
beneficiaries/officers Maylene Siwa,
and the staff LPT
e Emergency Marites Buena
meeting None Evacuation
e Post construction Centers Staff in
phase every evacuation
e Implement 6 months center
livelihood activities/skills Maricel M
mventory/_ |dent|f|cat|_on Ordinario, RSW
of funding agencies Mavlene Siwa
/skills training 3 hou_rs per y LPT ’
e Monitoring of project Marites Buena
livelihood prOjeCtS Relocation Site
e Formulation  of Coordinators
policies at the relocation
sites
e Monitoring and
evacuation of projects at Maylene Siwa,
the relocation site . LPT
e Organization of Lilibeth Sevilla
NASA
Total| None See Annex 4
2. Clients 1.4. Rehabilitation| None 2 days Sharlyn O.
(including of Surrendering Olarcos, RSW,
guardian) Drug Dependents MSSW

requesting for /
needs
rehabilitation will:
o Follo
w the instructions
given by the
personnel

and Recovered
Drug Dependents
e [nterview,
assessment, referral for
medical, drug test,
psychiatric
examination/treatment
e Provision
of counseling and other
interventions
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e Extend
2. Ang mga financial/livelihood
kliyenteng assistance
nangangailangan 1.5. Rehabilitation
ng rehabilitasyon of Perpetrator
(kabilang ang e Interview,
tagapag-alaga) ay | assessment, referral for
kailangang: psychological /
* Sundin ang mga | psychiatric treatment
tagubilin na e Provision of none
ibinigay ng mga  counseling and other Sharlyn O.
kawani. interventions Olarcos, RSW,
MSSW
e Extend
financial/livelihood
assistance
Accomplish Client Provide Client None 2 minutes Admin
Satisfaction Satisfaction Staff/Social
Survey Form Survey Form Worker
(Kumpletuhin ang
Form ng Sarbey sa
Kasiyahan ng
Kliyente.)
Total None See Annex 4.2

5. FAMILY WELFARE PROGRAM
(PROGRAMA PARA SA KAPAKANAN NG PAMILYA)
Municipal Social Welfare and Development Office
Highly Technical

G2C - Government to Citizen

G2C — Government to Government

Different Sectors in the Community

Maricel M.
Ordinario, RSW

Clients requesting 4 hours / week
for Pre Marriage
Counselling will:

e Sign in the logbook

1.1. Pre Marriage
Counseling

e Counseling to
the couple/s
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e Follow the 1.2. none Marites Buena
instructions given by  Empowerment group
the personnel Reaffirmation of
Paternal Abilities
e Empower family
(1.1. Ang mga kliyenteng head / father to
humihiling ng Pre-Marriage enhance
Counselling ay kailangang: parental roles
» Maglagda sa logbook 1.3. Livelihood none 2 hours per Maylene Siwa,
« Sundin ang mga tagubilin | Assistance group LPT
na ibinigay ng mga Sustainable Lilibeth Sevilla
kawani) livelihood programs
for women, family
heads, persons
with disabilities
organized into
groups
- Conduct
sessions per
group
1.4. Healthy Start none 3 hours /week /| Kyla Mae Batalla,
Conduct of family RSW
Growing Great
Kids
- Conduct of
Growing Great
Families modules
Accomplish Client| Provide Client None 2 minutes Admin
Satisfaction Survey | Satisfaction Staff/Social
Form Survey Form Worker
(Kumpletuhin ang Form
ng Sarbey sa Kasiyahan
ng Kliyente.)
Total NONE | See Annex 5

6. SOLO PARENT PROGRAM

SOLO PARENT ID APPLICATION/ RENEWAL
(PROGRAMA PARA SA MGA SOLO PARENT

APLIKASYON / PAGPAPARENEW NG SOLO PARENT ID)

Municipal Social Welfare and Development Office

Complex

G2C - Government to Citizen
G2C - Government to Government

Different Sectors in the Community
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1. Sign in the
logbook

1.1. Answer the
initial interview of
the personnel

1. Maglagda sa
logbook

1.1. Sagutin ang
paunang panayam
ng kawani

1. Have the client sign in
the logbook

1.1. Conduct the client’s
for initial interview

None

5 Minutes

2. Submit the
required
documents

2. Magsumite ng
mga
kinakailangang
dokumento.

2. Review the submitted
documents

None

5 Minutes

3. Answer the
guestions of the
intake interview

3. Sagutin ang
mga katanungan
sa intake interview.

3. Conduct the client’'s
intake interview

None

15 Minutes

4. Wait for further
instructions from
the personnel

4. Maghintay ng
karagdagang
tagubilin mula sa
mga kawani.

4. Instruct the client
accordingly

None

5 minutes

5. Wait for the
personnel’s
notification

5. Handle the
application/renewal and
inform the client once
the process is complete.

None

7 working
days

Lalaine G.
Marqueses,
RSW
Cristel Anne
Bronzal
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5. Maghintay ng
abiso mula sa mga

kawani.

6. Accomplish Provide Client None 2 minutes
Client Satisfaction Survey
Satisfaction Form

Survey Form
(Kumpletuhin ang
Form ng Surbey
sa Kasiyahan ng
Kliyente.)

Total None 7 working
days and 30
minutes

7. VAWC MCAT/VAW
Violence Against Women and their Children (VAWC)

Municipal Committees on Anti-Trafficking/VAW

(Komite ng Munisipyo Laban sa Karahasan sa Kababaihan at Kanilang mga Anak
(VAWC) at Anti-Trafficking)

Municipal Social Welfare and Development Office

Highly Technical

G2C — Government to Citizen
G2C - Government to Government
Different Sectors in the Community

7.1. Rescue Operations Mga Operasyon sa Pagsagip
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1. The client could 1. The MSWD None 30 minutes Noraifah
walk in, or be responds promptly Alamada, RSW
referred by the to urgent cases of
Barangay and abuse. Sharlyn O.
WCPD Olarcos, RSW,
MSSW
(Maaaring
personal na PNP-Women
dumulog ang and Children
kliyente o ma-refer Protection Desk
ng Barangay at (WCPD)
WCPD)
barangay
officials
7.2. Facilitate in providing a safe space for the victims.
1.1. The client 1. Facilitate in None 30 minutes Noraifah

seeks for / needs
temporary shelter

admitting the survivor
to the Child and

Alamada, RSW

1.2. Follow the Youth Center for Sharlyn O.
personnel’s temporary refuge and Olarcos, RSW,
instructions protection. MSSW

(1. Ang kliyente ay

naghahanap ng /

nangangailangan

ng

pansamantalang
tirahan.

1.2. Sundin ang

mga tagubilin ng

kawani.)

7.3. Referral Pathway Dadaanan ng Pagpasa ng Kaso

1. The client 1.1. Municipal Health None Noraifah
Survivors are Office Alamada, RSW
referred to the — For medico-legal

appropriate examinations and Sharlyn O.
agencies for healthcare services. Olarcos, RSW,
immediate support | 1.2. Barangay Level None MSSW

— For the issuance of

(Ang mga kliyente | Barangay Protection Municipal
ay nire-refer sa Orders (BPOSs) to restrict Health Office

mga angkop na
ahensya para sa
agarang suporta.)

abusers.
1.3. Women and Children
Protection Desk (WCPD)
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- provides assistance to
survivors in filing legal
cases, ensuring that they
receive proper legal
guidance, documentation
support.

1.4. Psychological
evaluations

- essential for legal
proceedings, particularly
in substantiating cases of
abuse and trauma. These
evaluations serve as
critical evidence in court
cases.

None

None

barangay
officials

PNP-Women
and Children
Protection Desk
(WCPD)

7.4. Case Management — document, monitor and coordinate cases to ensure victims

receive proper legal action, protection, and ongoing support.

Pamamahala ng Kaso — itala, subaybayan, at iugnay ang mga kaso upang matiyak na ang
mga biktima ay makatanggap ng angkop na aksyong legal, proteksyon, at patuloy na suporta.

1.. The client will
participate in the
Case Management
process

(Ang kliyente ay
makikipag-
ugnayan sa
proseso ng
Pamamabhala ng
Kaso.)

1.1. Receive and access
complaints/ reports

1.2. Provide Initial
Assistance and referral

1.3. Facilitate case
documentation and
investigation report

1.4. Conduct awareness
and prevention program

1.5. Coordinate  with
concerned agencies

1.6. Monitor and Evaluate
VAWC / Anti — Trafficking
Initiatives

None

Noraifah
Alamada, RSW

Sharlyn O.
Olarcos, RSW,
MSSW

7.5 Strengthening Barangay VAW Desks — Trains barangay officials to handle VAWC
cases effectively, ensuring they can provide immediate support and protection at the

grassroots level.

Pagpapalakas ng Barangay VAW Desks — Pagsasanay sa mga opisyal ng barangay upang
epektibong pangasiwaan ang mga kaso ng VAWC, nang matiyak na makapagbibigay sila ng
agarang suporta at proteksyon sa antas ng komunidad.
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1. Register,
participate, apply
the knowledge
learned,
coordinate with
concerned
agencies and
report progress

1. Magparehistro,
lumahok,
ipatupad ang mga
natutunang
kaalaman,
makipag-ugnayan
sa mga
kinauukulang
ahensya, at iulat
ang progreso.

1.1. Conduct capacity —
building training

1.2. Develop and
disseminate guidelines
and Protocols

1.3. Provide technical
assistance and
monitoring

1.4. Facilitate
coordination with
concerned agencies

1.5. Distribute IEC
(Information, Education
and Communication)
materials

1.6. Encourage
community engagement

1.7. Monitor and evaluate
Barangay VAW Desk
Performance

None

Norai}ah
Alamada, RSW

Sharlyn O.
Olarcos, RSW,
MSSW

7.6. VAWC Awareness Seminars — Conducts community education campaigns on
women’s rights, child protection laws, and available support services to prevent
gender-based violence

6. Mga Seminar sa Kamalayan ukol sa VAWC — Pagsasagawa ng mga kampanyang pang-
edukasyon sa komunidad tungkol sa mga karapatan ng kababaihan, mga batas sa
proteksyon ng bata, at mga serbisyong suporta na magagamit upang maiwasan ang
karahasang nakabatay sa kasarian.

1. Request or
register for VAWC
Awareness
Seminars, attend
the session,
receive IEC
materials, engage
and share
information with
the community.

1.1. Organize and
conduct awareness
seminars

1.2. Develop and
distribute IEC materials

6.3. Engage multi-
sectoral stakeholders

6.4. Empower community
advocates

6.5. facilitate open
forums and dialogues

6.6. Monitor and evaluate
seminar effectiveness

None

Noraifah
Alamada, RSW

Sharlyn O.
Olarcos, RSW,
MSSW
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6.7. Promote local
support services

7.7. Long-Term Housing and Reintegration — Assists survivors in finding stable housing,
employment, and livelihood opportunities to help them regain independence.

7. Pangmatagalang Pabahay at Reintegrasyon — Tumulong sa mga nakaligtas na
makahanap ng matatag na tirahan, trabaho, at kabuhayan upang matulungan silang muling
maging independent.

Total

7. Request 1.1. Facilitate access to Noraifah
a]ses,ls;ir;cg I[\;\;aut for temporary and long-term Alamada, RSW
shelter
evaluated, receive o ) Sharlyn O.
temporary or 1.2. Assist in securing Olarcos, RSW,
permanent financial aid and MSSW
housing assistance | livelihood support
upon the agency | 1.3. Provide Psycho-
nqtification and Social and legal support
join 1.4. Coordinate with N
Humili employment and skills one
tulljomgn?ngghintay training agencies
ng pagsusuring | 1.5. Develop
kaso’ tumanggap relntegratlon planS
ng pansamantala 0 1.6. Monitor and support
pelrmanenterkl)g o reintegration process
tulong sa pabahay
matapos ang abiso L7. Stre_ngthen
ng ahensya. at community support
lumahok sa mga systems
programang
pangsuporta.
2._Accomplish _ Provide Client None 2 minutes Admin_
gﬂ?\?;ysggfrfcuon Satisfaction Survey Form St\e/l\f/f(/fkoecrlal
(Kumpletuhin ang
Form ng Sarbey sa
Kasiyahan ng
Kliyente.)
None See Annex 7

8. REQUEST FOR SENIOR CITIZEN, PERSONS WITH DISABILITY,

SOLO PARENT,

KALIPI'ID CARDS

PAGHINGI NG SENIOR CITIZEN, PERSONS WITH DISABILITY, SOLO
PARENT, AT KALIPI ID CARDS

_ Municipal Social Welfare and Development Office
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Simple

G2C — Government to Citizen
G2C - Government to Government

Different Sectors in the Community

1. Signin the client| 1.1. Assess, evaluate, None 5 minutes
log-book interview the client for
1.1. Submit the the application form
required
documents 1.2. Prepare the None 10 minutes
1.3. Receive the Identification Card
I.D. / Purchase
Booklet
1.Maglagda sa 1.3. Issue the Senior None 10 minutes
client logbook Citizen/PWD/Solo/ Kalipi
1.1. Magsumite ng | ID and/or
mga Purchase Booklets
kinakailangang
dokumento
1.2. Tanggapin
ang I.D. /
Purchase Booklet
Accomplish Provide Client None 5minutes Admin
Client Satisfaction Survey Form Staff/Social
Satisfaction Worker
Survey Form
(Kumpletuhin ang
Form ng Sarbey sa
Kasiyahan ng
Kliyente.)
Total None 30 minutes
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INTERNAL
1. LOCAL COUNCIL FOR THE PROTECTION OF CHILDREN

Municipal Social Welfare and Development Office

Simple
G2C - Government to Government

1. Prepares Annual 2 days

Investment Plan

2. Prepares Annual 2 days

Budget

3. Submission of 1 day _

Quarterly Reports Maricel M.

4. Attendance to 1 day Ordinario, RSW
n/a meetings none LCPC Focal

5. Attendance to 1-3 days person

seminars and trainings Maylene Siwa,

6. Preparation of report 3 days LIE:PPTC

for Child Friendly Secretariat

Municipality MCPC

7. Implement Programs Within the year Members

and Activities

8. Monitors and Evaluate Every after the

programs and activities programs

Total None
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2. GENDER AND DEVELOPMENT PROGRAM
Municipal Social Welfare and Development Office

n/a

BAGONG PILIPINAS

Simple

G2C — Government to Government

1. Prepares Annual GAD
Plan and Budget

2. Prepares Annual
Budget

3. Online Reports for
GAD Plan & Budget and
Accomplishment Reports

4. Submission of
Quarterly Reports

5. Attendance to
seminars and trainings

6. Preparation of reports
for SGLG

7. Implement Programs
and Activities

8. Monitors and Evaluate
programs and activities

Total

Total

none

None

2 days

2 days

3-5 days

Every quarter

1-3 days

3 days

Within the year

Every after the
programs

Maricel M.
Ordinario, RSW
GFPS-TWG
Chair
Maylene Siwa,
LPT
GFPS-TWG
Secretariat
GFPS
Executive and
TWG Members
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OFFICE OF THE MUNICIPAL HEALTH
OFFICER
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In line with the mandates of the Department of Health,
the MHO shall pursue and assure the following:
e Promotion of the health and well-being for every Daraguefio;
e Prevention and control of diseases among population at risk;
and e Treatment, management and
rehabilitation of individuals affected by diseases and disability.

The Municipal Health Office (MHO) of Daraga envisions call
Daraguefios as among the healthiest people in the Philippines
by 2040.

1. The Municipal Health Office shall lead the municipality of
Daraga in the development of a people-centered, resilient and
equitable health system.

2. To fast track the realization of the Universal Health Care Act
through the Eight point action agenda.

a. Ligtas at dekalidad at mapagkalingang serbisyo

b. Ligtas at dekalidad at mapagkalingang serbisyo

c. Teknolohiya para sa mabilis na serbisyong pangkalusugan
d. Handa sa Krisis

e. Pag-iwas sa Sakit

f. Ginhawa ng isip at damdamin

g. Kapakanan at Karapatan ng Health Workers

h. Proteksyon sa anumang pandemya

3. To aim for a "Healthy Pilipinas" through the advocacy "Sa
Bawat Pilipinas, Bawat Buhay ay Mahalaga

We, the staff of the Rural Health Unit of Daraga, Albay, pledge
and commit to provide quality public health services to all
Daraguefios, especially to the marginalized, underserved
members of our society.

We will extend assistance to our priority clients - the elderly,
pregnant, and the disabled.

We will attend to all clients or requesting parties who are within
the premises of the Rural Health Unit prior to the end of the
official working hours and during lunch break.
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We will serve our clients with integrity and honesty, fairness
and compassion.

We will demostrate sensitivity, appropriate behaviour and
professionalism at all times.

LIST OF SERVICES

1. Availing of Out — Patient Consultation

2. Avaliling of Out — Patient Consultation

3. Avaliling of Social Hygiene Clinic Services

4. Availing of Social Hygiene Clinic Services

5. Availing of Laboratory Services

6. Securing of Medical Certificates

7. Environmental Sanitation Issuance of Sanitation Permit & Health Certificate
8. Environmental Sanitation Issuance of Sanitation Permit & Health Certificate
9. TB Integrated Delivery of Tuberculosis Services (TB-IDOTS)

10. Dental Examination & Tooth Extraction Services

11.Feedback & Complaint Mechanisms
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BAGONG PILIPINAS

1. AVAILING OF OUT = PATIENT CONSULTATION

AVAILING OF OUT - PATIENT CONSULTATION

The Municipal Health Office diagnose, treat illness and give
appropriate medical service to any person who need medical
attention. The objective is more on the preventive and promotive
aspect of health.

MUNICIPAL HEALTH OFFICE
SIMPLE
G2C

ALL

1. One (1) Rural Health Midwife - Barangay Health Center
Referral Slip
2. Membership PhilHealth
Data Record
(MDR) for
PhilHealth
Members "NO

MASK, NO
ENTRY" policy

RURAL HEALTH

UNIT LEVEL
1. Go to admitting | 1.1 Patient/s will None 2 minutes ARMAN
section. Secure a | be given a MADRILEJOS,
number for number for CHARLE DIEGO
Consultation (first | consultation. ALTAVANO
come, first serve) | He/she will be Staff(TA%P;arge

directed to wait at
a designated
waiting area.
Physical
distancing must
be maintained at
a distance of 1
meter apart.
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BAGONG PILIPINAS

2. As your 2.1 Client's None 5 minutes EUNICE
number is called, | referral slip will MONTALES
approach the be taken and RHM I
nurse/Human recorded at the HRH ON DUTY
Resource for patient's
Health on duty. Individual
Present your Treatment
clinical referral Record (ITR).
slip. Patient will be

referred to the

MHO/RHP on

duty.
3. Approach the 3.1 Patient is None 5 - 10 minutes | EDNA FREYA B.
Municipal Health | properly TAN, MD, MSPH
Officer or the examined. MHO
Physician on Appropriate MA.
duty. medicine is Eﬂé\fféggf
Prgsgnt the pres_cribed a_nd _ MD ’
individual medlcal advice is CAESAR L.
Treatment given. Laboratory MATA JR., MD
Record (ITR). request will also RHP on duty

be given (if

needed).
4. Go to the 4.1 Medicines are None 5 minutes JETH CADAG
person-in-charge | dispensed and Staff in Charge
of dispensing instructions on (JAO)

medicines.
Listen to the
instruction well.

how to take the
medicines
properly.

4.2 Patient is sent
home with the
properly filled-up
return slip of the
clinical referral
slip.

5. Go to the
nearest referral
facility/hospital of
choice.

5.1 A nurse will
accompany the
patient to the
hospital/referral
facility and will be
transported by
the municipal
ambulance.
Clinical referral
slip will be
presented. The
reply slip must be
properly
accomplished by
the receiving
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facility and
returned to the
accompanying
nurse.

BAGONG PILIPINAS

BARANGAY
LEVEL

Give the return
slip back to the
RHM for the
record purposes

If the
hospitalization is
required or client
to a higher level
of care.

First line of
interventions is
given. Patient is
referred to a
hospital of his/her
choice.

EDNA FREYA B.
TAN, MD, MSPH
MHO
MA.
MARGARITA
DELA CRUZ,
MD
CAESAR L.
MATA JR., MD
RHP on duty

Total

None

22 minutes
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BAGONG PILIPINAS

2. AVAILING OF OUT = PATIENT CONSULTATION

AVAILING OF OUT - PATIENT CONSULTATION

The Municipal Health Office diagnose, treat illness and give
appropriate medical service to any person who need medical
attention. The objective is more on the preventive and promotive
aspect of health.

MUNICIPAL HEALTH OFFICE
SIMPLE

G2C
ALL

1. One (1) Rural Health Midwife - Barangay Health Center
Referral Slip
2. Membership Philhealth
Data Record

(MDR) for

Philhealth

Members "NO

MASK, NO

ENTRY" policy

BARANGAY

LEVEL

1. Secure clinical | 1.1 Family None 2 mins. Barangay Health

referral slip at the | envelope will be Aide on duty.

Barangay Health | given to the

Center client.

2. Approach the 2.1 Patient will None 5 mins.

Rural Health be asked about

Midwife/Human the reason for

Resource for consultation. Rural Health

Health/Barangay | Medical history Midwife/Human

Health Aide ar_ld vital signs resource for
will be taken. Health/Barangay
Data will be Health Aide.
recorded on the
patient's daily
logbook.
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BAGONG PILIPINAS

2.2 Patients is
referred to the
Rural Health
Unit or the
nearest referral
facility with a
property
accomplished
Clinical Referral
Slip.

Total None 7 minutes
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3. AVAILING OF SOCIAL HYGIENE CLINIC SERVICES

1. One (1)
Referral Slip

BAGONG PILIPINAS

AVAILING OF SOCIAL HYGIENE CLINIC SERVICES

MUNICIPAL HEALTH OFFICE

SIMPLE

G2C

ALL, Most at Risk Population (MARPS)

Barangay Health Center

2. 0One (1)
Individual
Treatment
Record

Municipal Health Office

specimen.

1. Patients with 1.1 Receive client Gram Stain - 6 CYRILL R.
referral fromthe | 1.2 Check the referral hours SEDICOS
Physician Social | slip and Individual STI Nurse
Hygiene Clinic: Treatment Record Coordinator
Go to the Social
Hygiene Clinic.
2. Present the 2.1 Dispense Wet Mount -
referral to the medicines based on 30 minutes
Nurse on the recommendations
Duty/Receiving of the referring
Staff. physician with request

for vaginal

smear/cervical smear.
3. Pay the require | 3.1 Issue order of Gram 10 minutes
fees at the MTO; | payment. MTO collects | Stain -
secure official payments and issue Php
receipt. official receipt. 100.00
4. Return to the 4.1 Check and record 10 minutes
Social Hygiene the official receipt.
Clinic. Present 4.2 Give instructions
the official regarding the
receipt. procedure.
5. Undergo 5.1 Collect and 30 minutes
laboratory examine
examination vaginal/cervical/urethral
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BAGONG PILIPINAS

6. Wait for the 6.1 Release the result. None
result. Instruct client to
present the result to the
referring physician.

7. Return to the 7.1 Appropriate 10 minutes EDNA FREYA B.
referring medicines are TAN,MD, MSPH
physician present | prescribed and MHO
the laboratory dispensed. MA.
result. 7.2 Give counselling for MARGARITA
. DELA CRUZ,
the clients found MD
positive for STI. CAESAR L.
MATA JR., MD.
RHP
8. May go home.
Php 7 hrs. & 30
Total | 100.00 minutes
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4. AVAILING OF SOCIAL HYGIENE CLINIC SERVICES

1. One (1)
Referral Slip
2.0ne (1)
Individual

Treatment
Record

BAGONG PILIPINAS

AVAILING OF SOCIAL HYGIENE CLINIC SERVICES

The services is intended for the general public and the most at risk
population (MARPS) in order to identify and treat clients with
Sexually Transmitted Infections (STI's). Workers in the
entertainment industries with normal results are given with health
cards and voluntary HIV counselling.

MUNICIPAL HEALTH OFFICE

SIMPLE

G2C

ALL, Most at Risk Population (MARPS)

Barangay Health Center

Municipal Health Office

For members of the entertainment industry

Social Hygiene
Clinic.

specimen and
instruct client to

1. Present the 1.1 Register 10 minutes

Health Card to and interview

the Nurse on the client. Give %ERDIILCLOFSQ:.

Duty/Staff in instruction on STI Nurse

charge. the procedures. Coordinator
Issue order of
payment.

2. Pay the 2.1 Collects Gram Stain - 10 minutes

required fee to payments and Php 100.00

the Municipal release official MTO

Treasurer's receipts.

Office. Secure

official receipt.

3. Return to the 3.1 Check and 15 minutes

Social Hygiene record the %ERDIIIE:LO%

Clinic. receipt. Collect STI Nurse
vaginal/urethra Coordinator
specimen.

4. Undergo to the | 4.1 Examine 15 minutes EDNA FREYA B.

TAN,MD, MSPH
MHO
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wait for the
result.

BAGONG PILIPINAS

5. Wait for the
result.

5.1 Release the
result.

5.2 Sign and
release the
health card for
clients with
negative result.
5.3 Give post-
counselling,
prescribed
medicines and
temporarily hold
the releasing of
the health card
for those found
positive for STI.

None

5 minutes

CYRILL R.
SEDICOS
STI Nurse
Coordinator

Total

Php 100.00

55 minutes
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1. Specific
Laboratory
Request

PATIENTS WITH

5. AVAILING OF LABORATORY SERVICES

BAGONG PILIPINAS

AVAILING OF LABORATORY SERVICES

of the municipality.

The Municipal Health Office provides laboratory services to all residents

MUNICIPAL HEALTH OFFICE

SIMPLE

G2C

ALL

Physician on Duty

issued upon
payment.

LABORATORY
REQUEST
1. Proceed to the | 1.1 Review the LUTHIENNE
laboratory laboratory request. GAY JACOB
section. Instruct the patient RAPHAEL
Present the depending on what None 5 minutes DELFIN
request to the laboratory DDEé-Iﬁ:'\I'I'\IE
Medical examination is Req
. gistered

Technologist. needed. Medical

1.2 Perform None 5 - 10 minutes Technologist

laboratory request

procedures for

PhilHealth

members with

MDR.

NON-
PHILHEALTH
MEMBERS

1. Pay the 1.1 Issue order of Urinalysis - 5 minutes LUTHIENNE
required fees at payment to non- Php 100.00 GAY JACOB
the Municipal PhilHealth Fecalysis - RAPHAEL
Treasure's Office. | members. Php 50.00 DELFIN
Make sure to leé-I:A‘F'\I"'\IE
secure the off_|C|aI Registered
receipt that will be Medical

Technologist
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2. Return to
laboratory and
present the
receipt.

2.1 Performs the
laboratory
requested.

2.2 Instruct clients
(PhilHealth
members) to wait
for the result.

Sputum exam
for
employment
purposes -
Php 50.00

Urinalysis - 20
minutes
Sputum exam
- 5 minutes
RPR (Syphilis)
- 1 hour
HepaB - 6
hours
Pregnancy test
- 5 minutes
Fecalysis - 15
- 20 minutes
HIV - AIDS
voluntary - 6
hours
Gram Stain - 6
hours
Wet Mount -
30 minutes
Blood Typing -
5 minutes

\ 4

BAGONG PILIPINAS

LUTHIENNE
GAY JACOB
RAPHAEL
DELFIN
DELANIE
DELFIN
Registered
Medical
Technologist

3. Claim the
result. Return to
the requesting
physician and
present the

laboratory result.

3.1 Release the
result. Advice the
patient to go back
to the referring
physician.
Laboratory result
are evaluated and
treatment given if
necessary.

EDNA FREYA B.
TAN,MD, MSPH
MHO
MA.
MARGARITA
DELA CRUZ,
MD. Caesar
L. Mata Jr., MD.
RHP

Total

Php 200.00

Urinalysis - 20
minutes
Sputum exam
- 5 minutes
RPR (Syphilis)
- 1 hour
Hepa B - 6
hours
Pregnancy test
- 5 minutes
Fecalysis - 15
- 20 minutes
HIV - AIDS
voluntary - 6
hours
Gram Stain - 6
hours
Wet Mount -
30 minutes
Blood Typing -
5 minutes
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For Employment
1. One (1) CBC
2. One (1) Chest
X-Ray

3. One (1)
Urinalysis

4. One (1) Drug
test

For School
Enrollment

1. Depends on
the school
requirements

6. SECURING OF MEDICAL CERTIFICATES

SECURING OF MEDICAL CERTIFICATES

of the municipality.

The Municipal Health Office provides laboratory services to all residents

MUNICIPAL HEALTH OFFICE

SIMPLE

G2C

ALL residents within the Municipality

Private Laboratories/MHO Laboratory

client assessed
and laboratory
results are verified.

1. Goto the 1.1 Give a None 2 minutes EUNICE
person in charge | laboratory request MONTALES
of releasing for RHM I
medical employment/school EDNA FREYA B.
certificates at the | requirements TAN, mabMSPH
Municipal Health MA. MARGARITA
Office. DELA CRUZ, MD
Secure a CAESAR L. MATA
laboratory JR., MD
request. RHP on duty
2. Present the 2.1 Refer the client EDNA FREYA B.
result to the staff | to the Municipal TAN, MD, MSPH
in charge. Health Officer or N VA M,I\A\ASC?ARITA
Physician on Duty one 5 minutes :

DELA CRUZ, MD
CAESAR L. MATA
JR., MD
RHP on duty
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2.2 For Php 100.00
employment only: | (for
Issue the order of | employment
payment if all only) 2 minutes
laboratory results CASHIER
are within the MTO
normal range.
2.3 For abnormal
laboratory findings,
further treatment
and management
is done. Medical
certificate will be
released upon
completion of
treatment.
For Students: 2.4 For students:
Wait for the Medical certificate
issuance of is signed & issued.
medical
certificate.
3. Pay the 3.1 The treasurer's 5 minutes
required fees at office collects the
the Municipal payments and
Treasurer's release official
Office. Make sure | receipt and
to secure official | medical certificate
receipt and the form.
medical certificate
form that will be
issued upon
payment.
4. Return to the 4.1 Check if the None 5 minutes EUNICE
Municipal Health | medical certificate MONTALES
Office and form is properly RHM I
present the filled up, official EDNA FREYA B.
receipt. receipt is verified. TAN, mabMSPH
Accomplish the 4.2 Issue the MA. MARGARITA
medical certificate | medical certificate DELA CRUZ, MD
form. Wait for the | upon approval. CAESAR L. MATA
Issuance of JR., MD
medical certificate RHP on duty
Total | Php 100.00 19 minutes
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1. Official receipt
(for health card)

BAGONG PILIPINAS

ERMIT

& HEALTH CERTIFICATE

ENVIRONMENTAL SANITATION ISSUANCE OF SANITATION
PERMIT & HEALTH CERTIFICATE

In accordance of the implementing rules and regulations of Chapter Il
of the Code of Sanitation of the Philippines, (PD 856) all individuals
involved in Food Preparations and Handling are required to secure a
health certificate.

MUNICIPAL HEALTH OFFICE
SIMPLE

G2C
ALL Food Handlers within the Municipality

Municipal Treasurer's Office

2. 1x1 colored ID

picture Municipal Treasurer's Office
3. Latest

Residence

Certificate Department of Health

4. Rectal swab

Municipal Health Office Laboratory / Private Laboratories

5. Sputum exam

Municipal Health Office

6. Fully
accomplished
health certificate

1. Submit the
requirements and
the fully
accomplished
health certificate
to the Rural
Sanitation
Inspector on duty.

Health card -
Php 75.00
Rectal swab -
Php 100.00
(DOH-Lab)

1.1 Check and
review
requirements
Clients with
abnormal
findings:
Referred to the
Rural Health
Physician/MHO
for treatment and
management.
Clients with
normal
Laboratory
results

Pertinent data
recorded in the
designated
logbook.
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BAGONG PILIDINAS
1.2 Issue the None MARIVIC
health certificate MANZANERO
FLOREJE
MORATILLO
MICHAEL
XANDER
MALATE
MA. TIFFANY
ROVELO
RSI on duty
RIZA ABINO
Staff in charge

2. May go home

Total | php 175.00 5 minutes

8. ENVIRONMENTAL SANITATION ISSUANCE OF SANITATION PERMIT
& HEALTH CERTIFICATE

ENVIRONMENTAL SANITATION ISSUANCE OF SANITATION
PERMIT & HEALTH CERTIFICATE

All business establishment operating within the Municipality of Daraga
are required to secure a Sanitary Permit to Operate.

MUNICIPAL HEALTH OFFICE
SIMPLE

G2C
ALL Business Establishment within the Municipality

1. Community Municipal Treasurer's Office
Tax Certificate -
owners and
helpers

2. Sputum exam - | MHO - Laboratory
helpers
3. Rectal swab - DOH - Laboratory
helpers

4. Picture 1x1
(colored) - 2 for
owners, 1 for
each helper
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BAGONG PILIPINAS

1. Submit the 1.1 Check the 10 mins.
required required
documents to the | documents for
Sanitary completeness. MARIVIC
Inspector for 1.2 Schedule date MANZANERO
Initial for inspection. FLOREJE
Assessment and | 1.3 Record MORATILLO
Verification. pertinent data at MICHAEL
the designated XANDER
MALATE
logbook. ~ MA. TIFFANY
1.4 Is_sue Sanltary ROVELO
Permit to operate RSI on duty
and Health RIZA ABINO
Certificate to the Staff in charge
client with
complete
requirements.
Total 10 minutes

9. TB INTEGRATED DELIVERY OF TUBERCULOSIS SERVICES (TB-
IDOTS)

TB TB INTEGRATED DELIVERY OF TUBERCULOSIS SERVICES
(TB-IDOTS)

The Municipal Health Office provide Universal Access to high-quality
TB services through a patient-centered approach, ensuring early
detection, effective treatment, and prevention of tuberculosis
transmission.

MUNICIPAL HEALTH OFFICE
Highly Technical

G2C
Daraguefios

1. Chest X-ray Municipal Health Office

2. Genexpert Test
Result

MHO - Laboratory

EUNICE

1. Patient with
referral go to
OPD

Follow OPD
process

10 mins.

MONTALES
RHM I

HRH ON DUTY
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BAGONG PILIPINAS

Enrollment of
Patients Data and

referral to TB None 2 minutes
IDOTS
a. Laboratory
incharge explains .
: to clier?t of tﬁe 5 minutes
2. Registers on LUTHIENNE
Presumptive TB Egé'i’:?r;‘é"r?y of GF/:XPJHAACECI)_B
master list and collection and data DELFIN
proceeds to :
laboratory for recording DELANIE
y . DELFIN
sputum sample b. Patient submit 10 minutes Registered
for Genexpert as ’ ) Medical
sputum specimens _
per schedule. Technologist
c. Patients await 2 days
Genexpert results
1. Physician
correlates sputum
results with clinical EDNA FREYA B.
presentation for TAN, R/'AE"OMSPH
proper evaluation MA
and management MARGARITA
] DELA CRUZ,
a. Presumptive TB MD
patient (-) CAESAR L.
3. Proceeds to Genexpert: 5 minutes MATA JR., MD
Physician’s room | * patient is RHP on duty
required to
undergo chest x-
ray for further
evaluation Referred to
* Physician assess partner
p"?‘“.e“t based on laboratory with
clinical LOA at PBSP
manifestation
b. Presumptive TB
patient with (+) CYRILL R.
Genexpert: SEDICOS
* TB coordinator Nurse
registers patients Coordinator
to National , JOAN
Tuberculosis S minutes BELTRAN
Program and Nurse COS
properly instruct SALVACION
the patient about MIRANDILLA
TB treatment Staff in Charge
adherence.
3. Returnsto TB | a. IEC given on 10 minutes CYRILL R.
DOTS Clinic for National SEDICOS
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BAGONG PIL

initiation of TB Tuberculosis Nurse
treatment on prevention Coordinator
Drug Susceptible | program JOAN
B b. Patient Enroll on NBELTF‘C’:A(‘)%
TB medication SAqu\S/?ACION
C. z%t:lent Inlltllated 5 minutes MIRANDILLA
and L.ounseling Staff in Charge
Testing
d. Isoniazid
Preventive
Therapy (IPT) for
HH contacts of 10 minutes
Bacteriological
confirmed TB
Advised enrolled
4. Follow up X i
patients on their .
sputum and 2 minutes
follow up check up
check up
EDNA FREYA B.
TAN, MD, MSPH
MHO
o _ MA.
a. Physician 5 minutes MARGARITA
evaluates patients DELA CRUZ,
for initial MD
management CAESAR L.
b. IEC given on 1 day MATA JR., MD
DRTB medications RHP on duty
5. Initiation of TB | c. Baseline
treatment on Laboratories shall None 5 days CYRILL R.
Drug Resistant request SEDICOS
B d. TB MAC Nurse
enrollment Monthly Coordinator
approval of JOAN
treatment BELTRAN
e. Follow up Nurse COS
check-up of SALVACION
enrolled patients MIRANDILLA
Staff in Charge
6. Referral Referral if 2 minutes
necesary
Total None
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1. One (1) Referral
Slip

BAGONG PILIPINAS

DENTAL EXAMINATION & TOOTH EXTRACTION SERVICES

The Dental Services of Municipal Health Office is available to all clients
residing in the Municipality to prevent and treat dental problems. This is
also provides services to pregnant and lactating mothers to educate them
on proper dental care and hygiene.

MUNICIPAL HEALTH OFFICE

SIMPLE

G2C

ALL

Barangay Health Center

2. One (1) Members
Data Record (MDR)
for Philhealth
Members

Philhealth Office

to be called and
present the clinical
referral slip.

1. Get referral slip 1.1 Check the None 5 minutes ROSEMARIE
from the Barangay | clinical referral ARMENTA
Health Center slip. Medical Dental Aide
history and vital
signs are taken.
2. Secure a call 2.1 Pertinent data
number for tooth are recorded at
extraction at the the Individual
dental clinic. Treatment Record
(ITR) and at the
registration
logbook.
3.Wait for your 3.1 Patients name None 15 minutes ROSALINDA A.
name and number and number is MILLETE, DMD

Municipal Public
Health Dentist

called direct
clients to the tooth
extraction area.
3.2 Perform Dental
examination and
tooth extraction is
done if needed.
3.3 Give
instructions on
post extraction
procedures.
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BAGONG PILIPINAS

3.4 Prescribed
medicines if
necessary.

Total 10 minutes
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BAGONG PILIPINAS

FEEDBACK AND COMPLAINTS MECHANISM

FEEDBACK AND COMPLAINTS MECHANISM

e Please complete the Client Satisfaction Measurement (CSM) form
located in the receiving area of this office and place it in the designated
drop box.

e Every Friday, the assigned personnel will open the drop box and
consolidate the CSM form. Feedbacks requiring response are forwarded
to the proper administrative division for appropriate action.
e For inquiries and follow-ups, client may contact the details below:

e Website: daraga.gov.ph

e Facebook page: RHU DARAGA

e MHO Landline: 0928-260-405

e MHO Hotline: 0985-859-6781 - TNT old / 0912-648-5868 - TNT new
(DOH)

e Email: mho.daraga@gmail.com

e Answer the client form found at the receiving area of the office and drop
it at the designated "Complaint Box" at Daraga Municipal Hall lobby
beside the table of the Desk Officer (DO) of the day.
e The complaints can also be filed through email at
pdodaragalgu@gmail.com

e The assigned personnel will open emails on a daily basis and will open
the drop box and consolidate the complaint forms every Friday. The
report from the consolidated complaints will be forwarded to the office
head, upon evaluation, the office head will forward the complaints report
to the proper division for appropriate action.
e The complainant shall be informed of the action through a letter which
may be sent through the contact information given / sent by the
complainant.

e Anti-Red Tape Authority: Text - 1-2782, 8478-5093 / Email -
complaints@arta.gov.ph

e CSC Contact Center ng Bayan CCB:Text - 0908-881-6565 / Email -
email@contractcenterngbayan.gov.ph

e Presidential Complaints Center: Call - 8888

MUNICIPALITY OF DARAGA - CITIZENS CHARTER Revised 2025, 15" Edition | 277
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BAGONG PILIPINAS

OFFICE OF THE MUNICIPAL ENGINEER

MANDATE

The Municipal Engineering Office is primarily responsible in the preparation of
detailed engineering design and programs of works, coordination, supervision and
control of the construction, maintenance, improvement and repair of all infrastructure
and public works of the municipality and also for the enforcement of the National
Building Code (P.D. 1096)

VISION

An organized, well equipped, fully functional and service oriented Engineering Unit
with competent technical personnel that focuses and acts on essential infrastructure
needs and services of the Municipality and its citizens.

MISSION

To address vital engineering concerns, put — up necessary infrastructure facilities,
utilities and to constantly monitor the over-all conditions in order to maintain
sustainable service to the welfare of the general public.

SERVICE PLEDGE

Efficient and fully organized delivery of engineering services.
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LIST OF SERVICES

1. Securing a Building Permit
Building Permit is required prior to construction, erection, alteration, major
repair, renovation or conversion of any building/structure.

2. Securing an Occupancy Permit
This Certificate of Use/Occupancy is issued /granted pursuant to Section
309 of the National Building Code (PD 1096) It is required after the
completion of the structure. It is also required if there are changes in the
existing use or occupancy of a building, structure or portion thereof (As-built
plan if there is a revision)

3. Securing Other Permits
This office issue other permits required before the renovation,
construction or demolition of any
Structure

4. Other Frontline Services
Construction Section
Maintenance Section
Administrative Section
Motor Pool Section
Electrical Section

PO T
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1. SECURING A BUILDING PERMIT
Building Permit is required prior to construction, erection, alteration, major repair,

1. Application Forms

renovation or conversion of any building/structure.

BAGONG PILIPINAS

Municipal Engineering Office (Building

Official)

Simple; Technical

G2G-Govcernment to Government; G2C-
Government to Citizen

All

Office of the Building Official

N

. Title of Property (TCT) Certified Xerox

Office of the Registry of Deeds

w

Property Tax

. Tax Declaration and Certificate of Real

Municipal Treasurer’s Office and
Municipal Assessor’s Office

. Zoning Clearance

Municipal Planning and Development Office

. Barangay Construction Permit

Office of the Barangay Council

. Fire and Safety Clearance

Bureau of Fire Protection Office

T N0

. Certificate of Construction Safety and
ealth Program

Dept. of Labor and Employment (DOLE)

1. SUBMISSION OF
APPLICATION
FORMS AND
DOCUMENTARY
REQUIREMENTS

2. RECEIPT OF

% THE ORDER OF
PAYMENT

"1 3. PAYMENT OF
) FEES AND

- SUBMISSION
AND OTHER

DOCUMENTARY
REQUIREMENTS

R

4. CLAIMING OF
THE BUILDING
PERMIT

LEGAL DOCUMENTS AN

GUIDELINES
FOR
PREPARING
AND
SUBMITTING
BUILDING
PERMIT
APPLICATION

5 1. Process
of
Application:
Bring One(1)
set of
building plans
duly signed
and sealed
by the
concerned
professionals
together with:

-One(1) set
of Electrical
Analysis

PURPOSE: FOR EVALUATION, REVIEW AND ASSESS

It
depends
on

Floor
Area of
the
Building,
Electrical,
Mechanic
al,
Electronic
s and
Plumbing
Installatio
n of the
building

2-days

Engr. Fiel L.
Montallana
Municipal Engineer
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-One(1) set
of
Plumbing/Sa
nitary
Analysis
-One (1) Set
of Structural
Analysis

-Certified
Blue Copy of
TCT

Tax
Clearance or
RPT Receipt
& Bill

-Tax
Declaration
Property

- FSEC
Clearance

- Zoning
Validated of
Certificate of
Occupancy

- Barangay
Construction
Permit

- Cost
Estimate
Construction
Safety &
Health
Certificate
from DOLE.

2. RELEASI Engr. Merphie M.

NG OF Asaytuno
ORDER OF OBO-Electrical

PAYMENT Design
(documents
are verified
and
complete)

-If your
application is
COMPLIANT
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with the
provisions of
the National
Building
Code of the
Philippines

upon 5 Salvacion M.
evaluation & minutes Alamares

assessment OBO-Records &
of the Management
building plans
you will be
given an
Order or
Payment
upon
submission of
duly
accomplished
forms (with

all necessary Ar. Angelo Lindio
attachments, OBO-
properly Sanitary/Plumbing &
arranged) Architectural Design
and legal
documents
and
clearances. If
your
submission is
verified as
complete.

- If your
application is
NON-
COMPLIANT
with the
provisions of
the National
Building
Code of the
Philippines
upon
evaluation
and review of
the building
plans. Your
documents
will be
returned to
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you. Then
you must
correct your
application
documents
and submit
these again
for re-
evaluation
and review
for
conformity.

APPLICATION 3. OFFICIAL
FORMS MUST BE| RECEIPT
DULY ACCOMPLIS | SUBMISSION
HED, SIGNED &|_ - After
SEALED BY THE| payment has
PROFESSIONALS | been made, the
AND SIGNED BY/| office will prepare

THE OWNER the documents
1. for signatures
BUILDING and approval of
PERMIT the Acting

Application Building Official,
Form (duly Municipal
Notarized) Engineer and
Municipal Mayor -
2. SANIT | Building Permit
ARY/PLUMIN | will be issued on
G PERMIT the following day.

Form

3. ELECT

RICAL

PERMIT

Form

4, MECH 1 day

ANICAL

PERMIT

Form (for_ 4.Release of

commercial BUILDING

building) PERMIT
NUMBER

S ELECT together with the

RONICS official tarpaulin

PERMIT to be hang on the

Form (for
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commercial
Building)

6. SIGN
PERMIT
Form (for
commercial
building)

7. ARCHI
TECTURAL
PERMIT
Form

8. Photoc
opies of valid
PRC ID
Current PTRs
with dry seal
and 3-
specimen
signatures of
the
professionals

BUILDING PLANS
AT MINIMUM
SCALE 1:100
(Signed by the
owner, signed &
sealed by the
professional, for
details refer to
Section 302 of the
national Building of
the Philippines
(NBCP)

1. GEODETIC
DOCUMENTS
(refer to
Section 203.3
of the NBCP)
2.
ARCHITECTU
RAL PLANS
(with sire
development
plan showing
parking lay
out) for other

site of
construction

STREAMLINED
REQUIREMENT
S FOR THE
CONSTRUCTIO
N OF
TELECOMMUNI
CATIONS AND
INTERNET
INFRASTRUCTU
RE. (as per
Executive Order
No. 02 S.2023
mandated for
SPTII

1. Building
Permit
issued by
the Office
of the
Building
Official

2. Height
Clearance
Permit
from Civil
Aviation
Authority
of the
Phils.
(CAAP)

3. Homeown
ers and
other
communit
y
clearance

4. Environm
ental
Complian
ce
Certificate
(ECC) if
the
proposed
project
site is

3
minutes
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details, refer
to NBCP.
3.STRUCTUR
AL PLANS
and
documents
(including
Analysis &
Design, for
detalls, refer
to the latest
edition of the
National
Structural
Code & Sec.
302.5 of
NBCP

4. SANITARY
/PLUMBING
Plans (refer to
NBCP)

5.
ELECTRICAL
PLANS (for
details, refer
to NBCP)

6. FIRE
PROTECTIO
N Plans
(including
plans for fire
detection &
alarm system
(for details,
refer to the
Fire Code of
the
Philippines)

7.
ELECTRONIC
S Plan (refer
to NBCP)

SUPPORTING
DOCUMENTS
(signed & sealed by
the Professionals &
with clear
photocopies of the
PRC iDs & PTRs

within an
environm
entally
critical
area.

. Special

Use
Agreemen
tin
Protected
Areas, if
the
proposed
project
site is
protected
area.

. Free and

prior
Informed
Consent,
if the
proposed
project
site is
within an
ancestral
domain

. Land Use

Conversio
n from the
Dept. of
Agrarian
Reform
(DAR)
Central
Office, if
the
proposed
project
site
requires
the
conversio
n of an
agricultur
al land or
more than
(5)
hectares,
or from
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1. Cost Estimate / the DAR
Bill of Quantities Regional
2. Project Office, if
Specifications the said
3. Electrical Analysis land is 5-
4. Sanitary / hectares
Plumbing Analysis and
5. Structural Analysis below.
6. Soil Analysis (for
3-storey or more)
Total| Please 2 days
see annex
A

End of Transaction

2. SECURING OCCUPANCY PERMIT

This Certificate of Use/Occupancy is issued /granted pursuant to Section 309 of the
National Building Code (PD 1096) It is required after the completion of the structure.
It is also required if there are changes in the existing use or occupancy of a
building, structure or portion thereof (As-built plan if there is a revision)

Municipal Engineering Office (Building Official)

Simple

Citizen

GSG-Government to Government; G2C- Government to

All

1. One(1) set of Approved Building Permit Plans

From the Owner/Applicant

copies)

2. Certificate of Completion duly notarized (3

From the Owner/applicant

3. Logbook of Building construction signed and
sealed by the Architect or Civil Engineer who
undertook full-time inspection and supervision

From the Owner/applicant

Occupancy

4. 2 copies of Unified Application for Certificate of

From the Owner/applicant

5. Fire Safety Inspection Certificate

Bureau of Fire Protection Office

6. Zoning Validated Certificate of Occupancy

From the Owner/applicant

photocopy)

7. Valid Licenses of all involved professionals (1

From the Owner/applicant

8. Captioned photographs of Site and
Completed Building / Structure showing front,
sides and rear areas.

From the Owner/applicant
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SUBMISSION OF THE
APPLICATION FORMS
AND DOCUMENTARY
REQUIREMENTS.
a. 1 set -
Approved Building
Permit Plans
b. 3 Copies of
Certificate of
Completion, duly
notarized
C. Constructio
n Logbook, signed
and sealed by the
owner’s Architect
or Civil Engineer
who undertook
full-time inspection
and supervisions
d. Unified
Application for
Certificate of
Occupancy
e. One(1)
photocopy of the
valid licenses of all
involved
professionals
f. Captioned
photographs of
Site and
completed
Building/Structure
showing front,
sides and rear
areas.
g. Approved
Bill of
Quantities/Cost
Estimate
h. Zoning
Validated
Certificate of
Occupancy

1. The staff in-
charge
reviews/evaluat
es the validity,
authenticity of
the PRC IDs
presented who
signed and
sealed in the
forms and the
construction
entries in the
logbook and
ask a sketch
plan location of
the exact
site/address for
scheduled
inspection of
the group

None

minutes

2. Building
inspector/staff will
conduct actual
inspection of the

completed building or
structure and check if

it is in accordance

with the approved

plans and
specifications. (to be
scheduled)

2.2. Preparation of
inspection
report (if
there are no

deviations/vi

olations). If
there are
deviations,

applicant will

be given a
list that
needs some
corrections
or required
documents.

None

1 -2 days

Engr. Fiel L.
Montallana
Municipal Engineer

Engr. Merphie M.
Asaytuno
OBO-Electrical

Jamer Polvorido
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Submit as- Salvacion M.
built plans. Alamares
2.3. Submit corrected OBO-Records &
documents Management
and asked
inspector if
submitted
documents
are in order
3. The Building (Please 10
Official prepares an see minutes
Order of Payment Annex
containing an A)
assessment of fees
to be paid
3.1. Proceed to
the MTO and
pay the required
fees Ar. Angelo Lindio
3.2 Submit OBO-Plumbing &
Official Receipt Architectural
to the staff-in- Design
charge who
then prepares
the
Endorsement
to the Bureau of
Fire Protection
(BFP) for final

inspection
4. Prepare the 10
Occupancy Permit minutes
for final approval of
the Building

Official, Municipal
Engineer and
Municipal Mayor
then sort and
release to the
applicant

Total| (Please| 2 days

see and 30
annex | minutes
A)
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3. SECURING OTHER PERMITS
The Municipal Engineering Office (MEQ) issue other permits required before the
renovation, construction or  demolition of any structure.

Municipal engineering Office ( Building
Official)

Simple

G2G-Government to Government; G2C
Government to Citizen

All

1. Electrical Permit Form Municipal Engineering Office
2. Sanitary/Plumbing Permit Form Municipal Engineering Office
3. Fencing Permit Form Municipal Engineering Office
4. Demolition Permit Form Municipal Engineering Office
5. Excavation and Ground Preparation Permit Municipal Engineering Office
Form
6. Sign Permit Forms Municipal Engineering Office
7. Wiring Permit Form Albay Power Electric Co.
(APEC)
8. Annual Inspection (for Mayors Permit) One-Stop Shop Office BPLO

I

Submit the requirements | The assigned None 3 minute
applicable for the permit staff reviews and
applying for: evaluates the
validity and
TYPES OF PERMITS authenticity of the
Electrical Permit PRC IDs
Requirements: submitted,
a. Electrical Permit ensuring they are
Application Form signed | duly signed and _
by a sealed on the Engr. Fiel L.
professional Electrical | permit application 'Vl\'/cl’m‘f"'!an?
Engineer forms. Erl:gilﬁg)(jr
b. Electrical Plans
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c. Electrical
Specifications

d. Electrical Analysis

e. Bill of Materials and
Cost Estimates

1.

Sanitary/Plumbing

Permit
Requirements:

a.

Sanitary/Plumbing

Permit Application
Form signed by a

e.

Sanitary or
Master Plumber
Sanitary/Plumbing
Plan
Sanitary/Plumbing
Specifications
Sanitary/Plumbing
analysis
Bill of Materials and
Cost Estimates

2. Fencing Permit

a

b.

Requirements:
Fencing Permit
Application Form
Fencing Plan
Bill of Materials and
Cost
Estimates
Lot Plan with
Certification of a
Geodetic
Engineer that the
proposed fence will
not encroach on
adjoining properties
Transfer
Certificate of Title
(CTC)-Certified
Xerox by the
Register of Deeds
Deed of
Sale/Lease
Contract/Contract to
Sell (if TCT is not in
the name of the
owner/applicant)
Updated Real
Property
Declaration -

Tax

The technical
staff reviews and
assesses the
submitted plans
and documents to
ensure
compliance with
the building code,
referral codes,
laws, and
ordinances.

none

12 minute

If the
documents are
in order, the
applicant is
instructed to
pay the required
fees.

Proceed to the
MTO and pay
the required
fees and an
Official Receipt
will be issued
Submit the
Official Receipt
to the MEO
Staff. The staff-
incharge
processes the
plan and
documents for
the final
approval of the
building official

The Building
Official and
Municipal
Engineer
approves the
Permit and
releases it to
the applicant

(Please
see
annex
A)

15 minutes

BAGONG PILIPINAS

Engr. Merphie M.
Asaytuno
OBO-Electrical

Salvacion M.
Alamares
OBO-Records &
Management

Ar. Angelo Lindio
OBO-Plumbing &
Architectural
Design

Martin M.
Anaban
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Xerox by the Mun.
Assessor.
h. Certificate of Real
Property Tax-
Xerox
3. Demolition Permit
Requirements
a. Demolition
Permit Form
b. Sketch plan or area
to be demolished

c. Certificate of Real
Property Tax
Payment

d. Certificate

Transfer Title

4. Excavation and Ground
Preparation Permit
Requirements:
a. Accomplished Permit
Form
b. For DAWD/Prime
Water connection
purposes, present
accomplished DAWD
application Form,
Apply for Excavation
Permit with MEO
5. Sign Permit Requirements:
a. Sign Permit
Form
b. Building Permit
Form whenever there
is a concrete/steel
structure
c. Structural
Analysis
d. Zoning
Clearance
e. Permit Form
(DPWH Form 96-001-
E) whenever there is
an electrical
connection Clearance
on high tension wires
f. Sketch Plan of
Signage/s to be
installed
g. Location/vicinity
plan

BAGONG PILIPINAS
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h. DPWH
Clearance (for national
roads/highways)

6. Wiring Permit Requirements:
a. Permit for
Temporary/Final
Connection signed by
a Professional
Electrical Engineer
b. Electrical/Sketch
Plan

Total| (Please | 30 minutes
see
annex
A)

End of Transaction

4. OTHER FRONTLINE SERVICES

Municipal engineering Office ( Building
Official)
Highly Technical

G2G-Government to Government; G2C
Government to Citizen
All

1. Barangay Resolution stating the Barangay Council Office
project
2. List of INFRA Project Municipal Planning Office
3. Business Permit Application Business & License Permit Office
4. Wiring Permit Form Municipal Engineering Office/APEC
Office(lIEE)
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For Barangay | CONSTRUCTION None 14 days Engr, Fiel
Level: SECTION Montallana
Submit Conduct Site Ar. Angelo Lindio
Barangay inspection and Mr. Noel
resolution prepares plans & A'\r/'agg;fso
stating the name | program of work for: Azores
of project and - FLOOD 20 days Mr. Jamer
project cost - CONTROL & Polvorido
For LGU WATER SYSTEM Engr. Lalaine
Projects: - ROADS & 30 days Mata
Submit list of BRIDGES Arsenio Monreal
Infra projects - VERTICAL Julie An
- project cost - | CONST. 15 days Llamasares
charge to if: /BUILDING
20% or GF - Drafting Section
MAINTENANCE None Daily Glennjoy
SECTION (External Mirandilla
Repairs/clean service) _
concrete drainage, Placido del
manhole and earth Castillo
canal
- Removed
construction
debris
Submit ADMINISTRATIVE None 5 minutes
documents for | SECTION Julie An
compliance -Receives, Llamasares
Issues, Prepare
& Records
communication -
File and
Bookbinds
documents
MOTORPOOL None (external Rogelio Boarao
SECTION services) Tomas Lotivio,

Delivers requested
government vehicles
and heavy equipment

Jr.
Moises M.
Miabuna
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Submit duly | ELECTRICAL 2-3 days Ms. Rose
accomplished SECTION 1. It depends on 5 minutes Manjares
Business permit Issue/process Electrical Load Engr. Merphie
application Annual Business and installation Rﬁ‘:@yté‘\:‘;ns
Permit Llona
(Electrical Res.- P 10 minutes
Submit Permit clearance) 286.00
for Temporary a. New (to
Connection conduct site Comm.P358.00
Form signed inspection)
and sealed by b. Renewal
Professional Martin M.
Electrical 2. Issue Wiring Anaban
E_nglneer PEE Permit (Permit for
with sketch plan Temporar
of electrical porary
installation Connection)
External
services
3. Maintenance hone
of Streetlights and Martin M.
Parks & Anaban
Monuments .
- monitor of Joven Maravilla
streetlights and Other MEO Staff
inspection of
defective bulbs for
repair/replacement
and proper
maintenance and
switching on-off of
streetlight in
poblacion area -
maintains the proper
upkeep of lighting and
other related
electrical matter
especially during
dated
activities/occasions at
Daraga Covered
Court
Total Residential - | 30 days
P 286.00
Commercial
P358.00
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@gi

FEEDBACK AND COMPLAINTS MECHANISM

How to Answer the Client Satisfaction Measurement (CSM) form found at the Receiving
send a Area and drop it in the designated drop box found at the corner, beside the door
feedback? | of this office.
How Every Friday, the assigned personnel will open the drop box and consolidate the
feedbacks | CSM form. Feedbacks requiring response is forwarded to the proper
are Administrative Division for appropriate action.
processed?
For inquiries and follow-ups, client may contact the details below:
Contact Website: https://daraga.gov.ph
Information | Facebook page: https://facebook.com/engineering
Email: engineeringdaraga@gmail.com
Telephone Number: 0919-387-1402
How to file | For walk-in clients: Answer the client Complaint Form found at the receiving area
a of the office and drop it at the designated “Complaints Box” at Daraga Municipal
complaint? | Hall lobby beside the table of the desk officer (DO) of the day.
The complaints can also be filed through email at pdo.daraga.lgu@gmail.com
How The assigned personnel will open emails on a daily basis and will open the drop
complaints | box and consolidate the complaints forms every Friday. The report from the
are consolidated complaints will be forwarded to the Office Head, upon evaluation,
processed? | the Office Head will forward the complaints report to the proper division for
appropriate action.
The complainant shall be informed of the action through a letter which may be
sent through the contact information given/sent by the complainant.
Contact e Anti-Red Tape Authority:
Information Text: 1-2782, 8478-5093
of ARTA, E-mail: complaints@arta.gov.ph
CSC CCB, | ¢ CSC Contact Center ng Bayan CCB:
PCC Text: 0908-881-6565

E-mail: email@contactcenterngbayan.gov.ph
e Presidential Complaints Center:
Call: 8888
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BUSINESS PERMIT AND LICENSING
OFFICE
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BUSINESS PERMIT AND LICENSING
OFFICE

MANDATE

To facilitate the issuance of Business Permits and Other Permits and Licenses,
Monitoring and Imposition of mandatory standards to ensure compliance with
applicable Laws, Rules and Regulations in order to protect the interests of the public
and to promote Commercial and Industrial activity for the General Welfare of the
Municipality.

MISSION

The Business Permits and Licensing Office of Daraga, Albay exists to provide quality
public service to the municipality’s taxpayers through the streamlined Business-One-
Stop-Shop (BOSS) program which ensures efficient, fast and quality public service
toward achieving a business-friendly environment.

VISION

To deliver the highest possible quality service and provide prompt, fast and efficient,
honest and courteous service to all clients and to the public in general.
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1. APPLICATION FOR NEW BUSINESS PERMIT

APPLICATION FOR NEW BUSINESS PERMIT

Business Permit & Licensing Office

Simple

G2B -

Government to Business Entity

1. Proof of Business Registration
(DTI/SEC/CDA Registration)
(machine copy)

Business Entity

DTI/SEC/CDA

2. Occupancy Permit or Annual
Inspection Certificate (original

copy)

Municipal Engineering’s Office (Window 6)

3. Barangay Clearance (original copy)

Respective Barangay where business is

permit if applicable

located
4. Picture of establishment Applicant
5. Other documents, clearance or Applicant

Subject for compliance within thirty
(30) days upon issuance of the permit.
Failure to comply will result to
revocation of business permit

1. MENRO Clearance

Municipal Environment & Natural Resources
Office (Window 4)

2. Sanitary Permit

Municipal Health Office (Window 7)

3. Fire Safety Inspection Certificate

Bureau of Fire Protection (Window 8-9)

4. Zoning Clearance

Municipal Planning and Development Office

5. Other documents, clearance or
permit if applicable

1. Submit application
form with pre —
registration
requirements at
BPLO (Window 3)

1.1. Encoding of
pertinent data
entries in the
system.

Lilibeth L. Lorejo
AA VI

None 30 minutes

Mary Conception
L. Lozada
AA VI

Arriane L. Neo
J.O
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1.2 Zoning None 10 minutes Engr. Jeressa L.
Verification Dejucos
MPDC/ Zoning
Officer
1.3. Assessment 30 minutes Michelle Ma
& encoding of To be Mafiago AA \B;I
computed taxes | assessed at MTO
& fees in the the Municipal
system Treasurer’s Richiele Marilag
Office (MTO) J.O.
Edwin
Paglingayen
Acting Municipal
Treasurer
MTO

2. Payment of 2. Reguest the Basedonthe 5-10 Renee Rose R.
corresponding applicant to | computed | minutes Lorica
taxes & fees at proceed to | assessment AAS |
Municipal payment area @ bythe MTO MTO
Treasurer’s Office & pay the (pls. see Annex
(Window 11) corresponding A)

taxes & fees &
issue  Official
Receipt.

3. Present the 3. Processing, None 5 - 15 minutes Grace R.
documentary printing & Granadillos
requirements & releasing of the J.0.
official receipt & | Business Permit, _
claim the Mayor’s | Municipal Plate & Mary Conception
Permit at BPLO Sticker L. ;O'i"’}da
(window 2) o

Arriane L. Neo
J.0O.
Feb Nicole M.
Aycardo
J.O.
Total: | (pls. see 1 hour and 35
Annex A) minutes
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2. APPLICATION FOR RENEWAL OF BUSINESS PERMIT

APPLICATION FOR RENEWAL OF BUSINESS
PERMIT

Business Permit & Licensing Office
Simple

G2B — Government to Business Entity
Business Entity

1. Proof of income (e.g. latest income | Applicant / Bureau of Internal Revenue (BIR)
tax return, audited financial
statement, sworn statement)

2. Other documents, clearance or

permit if applicable

1. Fire Safety Inspection Certificate Bureau of Fire Protection (Window 8-9)
2. Sanitary Permit Municipal Health Office (Window 7)
3. Other documents, clearance or
permit if applicable
1. Submit Application 1.1. Encoding / None 30 minutes Lilibeth L.
form with pre — verification of Lorejo
registration pertinent data AA VI
requirements at BPLO | entries in the Mary
(Window 3) system Conception L.
Lozada
AA VI
1.2. Municipal None 10 minutes Arriane L. Neo
Engineer’s Office J.O.
(MEO)
Verification Rose A,
Manjares
AA.l
1.3. Assessment | To be Rocky Evans P.
and Encoding |assessed at| 30 minutes Llona
of computed the "\A‘A'é‘(')'
Municipal
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taxes & fees in | Treasurer's
the system Office Michelle May
(MTO) Mafiago AA VI
MTO
Richiele Marilag
J.O.
Edwin
Paglingayen
Acting Municipal
Treasurer
MTO
2. Payment of 2. Request the Based on Renee Rose R.
corresponding taxes | applicant to the 10 minutes Lorica
& fees at MTO proceed to computed AASs |
payment area & | assessment MTO
pay the by the MTO
corresponding (pls. see
taxes & fees & Annex B)
issue Official
Receipt
3. Present the 3. Processing, None 15 minutes Grace R.
documentary printing & Granadillos
requirements & releasing of the J.0.
official receipt & Business Permit,
claim the Mayor’s & Sticker Concl\ga?on .
Permit at BPLO Nt
(window 2) AA VI
Arriane L. Neo
J.O.
Feb Nicole M.
Aycardo
J.O.
Total: (pls. see | 1 hour and 35

Annex B)

minutes
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3. COCKFIGHTING PERMIT

COCKFIGHTING PERMIT

Business Permit & Licensing Office
Simple

G2C - Government to Transacting Public
Cockfighting Operator

1. Letter of Intent (original, 1
copy)

Applicant

1. Applicant submits 1. Receive None 10 minutes | Lilibeth L. Lorejo
Letter of Intent Letter of AA VI
approved by the Intent &

Mayor at BPLO issue Mary
(window 3) Order of Conception
Payment L. Lozada
AA VI

2. Applicants gets the 2. Receive 10 minutes Renee Rose R.
Order of Payment & the Lorica
pay the payment & AAs |
corresponding fees issue MTO
at MTO (window Official
11) Receipt.

-Special 1,000.00
Cockfighting

Permit

-Special Derby

Permit 2,000.00
Two Cock Derby 2,500.00
Three Cock Derby 4,000.00
Four Cock Derby 5,000.00
Five Cock Derby 1,000.00
-Barangay Special

Cockfighting

Permit

3. Present the Official 3. Receive the None 10 minutes Feb Nicole M.
Receipt & claim the Official Aycardo
Mayor’'s Permit at Receipt J.0.
BPLO (window 2) & release M

the ary.
Conception
L. Lozada
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Mayor’s
Permit

Total:

(Please see
table below)

30 minutes

-Special Cockfighting Permit
-Special Derby Permit

Two Cock Derby

Three Cock Derby

Four Cock Derby

Five Cock Derby

-Barangay Special Cockfighting Permit

1,000.00

2,000.00
2,500.00
4,000.00
5,000.00
1,000.00

4. SPECIAL PERMIT

SPECIAL PERMIT

Business Permit & Licensing Office

Simple

G2C — Government to Transacting Public

All

1. Applicant submits 1. Receive

Letter of Intent Letter of

approved by the Intent &

Mayor issue
Order of
Payment

None

10 minutes

1. Letter of Intent (original, 1 copy) Applicant

Lilibeth L.
Lorejo
AA VI

Mary
Conception L.
Lozada
AA VI
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2. Applicants gets the 2. Receive the 10 minutes Renee Rose R.
Order of Payment payment & Lorica
& paythe issue AAs |
corresponding Official MTO
fees at MTO (window | Receipt.
10)
-Barangay Dance
Permit 300.00/Day
-Motorcade Permit
_Mayor’s 300.00
Clearance
-Mayor’s Permit 100.00
(Tour Guide)
-Mayor’s Permit 100.00
(Carolling) -Mayor’s 200.00
Permit '
(Recorida) 300.00
-Covered Court
Rentals
-Product 300.00/hour
Sampling Activity 200.00/day
Permit
-Promotional Sale 500.00/day
Activity Permit
-Other Group Activity 300.00/day
-Occupation Permit 100.00/day
-Film Making
Commercial Movies/
Advertisements
Documentary Film
Video Tape Coverage 10,000.00
5,000.00
5,000.00
3. Present the 3. Receive the None 10 minutes Feb Nicole M.
Official Official Aycardo
Receipt & claim Receipt & J.0.
the release the Mary
Mayor’s Permit g:ryng)irt s Conception L.
Lozada
AA VI
Total:| (Please see| 30 minutes

table below)
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-Barangay Dance Permit
-Motorcade Permit

-Mayor’s Clearance

-Mayor’s Permit (Tour Guide)
-Mayor’s Permit (Carolling)

- Mayor’s Permit (Recorida)
-Covered Court Rentals

-Product Sampling Activity Permit
-Promotional Sale Activity Permit
-Other Group Activity
-Occupation Permit

-Film Making Commercial Movies / Advertisements
Documentary Film

Video Tape Coverage

300.00/Day
300.00
100.00
100.00
200.00
300.00
300.00/hour
200.00/day
500.00/day
300.00/day
100.00/day
10,000.00
5,000.00
5,000.00

5. OTHER SERVICES (Authentication/ Certified True Copy)

OTHER SERVICES

Business Permit & Licensing Office

1. Applicant submits 1. Receive the | None
documents to be documents to be

authenticated or authenticated /
certified at BPLO certified & issue
(window 3) Order of

Payment

1. Documents to be authenticated/ certified Applicant

10 minutes Lilibeth L.
Lorejo
AA VI

Mary
Conception L.
Lozada
AA VI
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2. Applicants gets the Order 2. Receive the 10 minutes = Renee Rose
of Payment & pay the payment & R. Lorica
corresponding fees at issue  Official AAs |
MTO Receipt. MTO
-Certification 100.0
-Authentication 0

50.00

3. Present the Official Receipt 3. Receive the | None | 10 minutes Eden LI.
& claim the Official Receipt Septimo
authenticated/certified & release the J.O.
documents at BPLO authenticated/ Mary
(window 2) certified Conception L.

documents Lozada AA VI
Total | Please| 30 minutes

see

table

below

End of Transaction

-Certification 100.00
-Authentication 50.00

6. MOTORIZED TRICYCLE OPERATOR’S PERMIT (MTOP)

Business Permit & Licensing Office

Simple

G2C — Government to Transacting Public

1. Tricycle/Mayors Permit
-Motorized Tricycle Operator’s Permit
(Photocopy)
-OR/CR (Photocopy)
-MENRO Clearance (original)

Tricycle Operator

Applicant

Municipal Environment & Natural
Resources Office (Window 4)

2. MTOP Extension/Renewal
-Motorized Tricycle Operator’s Permit
(Original Copy)

-OR/CR (Photocopy)
-Mayor’s Permit/Certification
-Petition for Extension form

Applicant

BPLO (Window 1)

3. MTOP Transfer
-Motorized Tricycle Operator’s Permit
(Original Copy)

Applicant

BPLO (window 1)

MUNICIPALITY OF DARAGA - CITIZENS CHARTER Revised 2025, 15" Edition | 307



-OR/CR (Photocopy)

-Mayor’s Permit/Certification
(Photocopy)

-Petition for Transfer form (Original
Copy)

-Petition for Substitution form
-Stencil Report (original copy)
-Barangay Clearance (original copy)

Respective Barangay where applicant is
residing

4. MTOP Substitution of Unit
-Motorized Tricycle Operator’s Permit
(Original Copy)

-OR/CR (Photocopy)

-Mayor’s Permit/Certification
(Photocopy)

-Petition for Substitution form (original

copy)
-Stencil Report (Original Copy)

Applicant

BPLO (window 1)

5. MTOP Amendment to Another
Zone
-Motorized Tricycle Operator’s Permit
(Original Copy)
-OR/CR (Photocopy)
-Mayor’s Permit/Certification
(Photocopy)
-Petition for Amendment to another
zone form

Applicant

BPLO (window 1)

1.

Applicant submits1.Receive
pertinent documents at encodes & verify
BPLO (window 1) the documents &

issue Order of
Payment
1.1 Inspection &

Stencil of

motorcycle (for

new applicant,

transfer or

substitution of
motorcycle unit)

None 15 minutes Loreto P.
Vergara
A.A.l

Alexander H.
Millare
30 minutes C.0.s.
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2. Applicants gets the Order 2. Receive the 15 minutes | Renee Rose R.
of Payment & pay the payment & Lorica
corresponding fees at issue Official AAs |
MTO -Tricycle/Mayors Receipt. MTO
Permit
-MTOP 600.00
Extension/Renewal -

MTOP Transfer 600.00
(Transfer within the 5,600.00
family member) -MTOP 1,100.00
Substitution of Unit
-MTOP Amendment to 400.00
Another Zone
600.00

3. Present the Official 3. Receive the None 15 minutes Loreto P.
Receipt & claim the Official Vergara
corresponding Receipt & AA.l
documents at BPLO release the
(window1l) corresponding Alexander H.

documents Millare
C.0.s.
Total| Please | 1hour and
see table ' 30 minutes
below
End of Transaction
-Tricycle/Mayors Permit 600.00
-MTOP Extension/Renewal 600.00
-MTOP Transfer (Transfer within 5,600.00
the family member)
-MTOP Substitution of Unit 1,100.00
-MTOP Amendment to Another 400.00
Zone 600.00
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FEEDBACK AND COMPLAINTS MECHANISM

How to Answer the Client Satisfaction Measurement (CSM) form found at the Receiving
send a Area and drop it in the designated drop box found at the corner, beside the door
feedback? | of this office.
How Every Friday, the assigned personnel will open the drop box and consolidate the
feedbacks | CSM form. Feedbacks requiring response is forwarded to the proper
are Administrative Division for appropriate action.
processed?
For inquiries and follow-ups, client may contact the details below:
Contact Website: https://daraga.gov.ph
Information | Facebook page: https://www.facebook.com/bplodaraga
Email: daragabplo@gmail.com
Telephone Number: 0933853513
How to file | For walk-in clients: Answer the client Complaint Form found at the receiving area
a of the office and drop it at the designated “Complaints Box” at Daraga Municipal
complaint? | Hall lobby beside the table of the desk officer (DO) of the day.
The complaints can also be filed through email at pdo.daraga.lgu@gmail.com
How The assigned personnel will open emails on a daily basis and will open the drop
complaints | box and consolidate the complaints forms every Friday. The report from the
are consolidated complaints will be forwarded to the Office Head, upon evaluation,
processed? | the Office Head will forward the complaints report to the proper division for
appropriate action.
The complainant shall be informed of the action through a letter which may be
sent through the contact information given/sent by the complainant.
Contact e Anti-Red Tape Authority:
Information Text: 1-2782, 8478-5093
of ARTA, E-mail: complaints@arta.gov.ph
CSC CCB, | ¢ CSC Contact Center ng Bayan CCB:
PCC Text: 0908-881-6565

E-mail: email@contactcenterngbayan.gov.ph
e Presidential Complaints Center:
Call: 8888
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MUNICIPAL DISASTER RISK REDUCTION AND
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MANAGEMENT OFFICE
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MUNICIPAL DISASTER RISK REDUCTION AND MANAGEMENT
OFFICE

Mandate:

The Municipal Disaster Risk Reduction and Management Office of Daraga, Albay,
Philippines in coordination with National Government Agencies as instrumentalities shall
perform its function stated under Republic Act 10121 with impatrtiality given the emerging
challenges brought about by the disaster of our times.

Vision:

A center Adaptive and Disaster resilient Nuevo Town Daraga towards a sustainable
development.

Mission:

An office with productive, competent and proactive personnel in building a disaster
resilient Community.

Service Pledge:

1. Design, program, and coordinate disaster risk reduction and management activities
consistent with the National’s standards and guidelines;

2. Facilitate and support risk assessments and contingency planning activities at the
local level;

3. Organize and conduct training, orientation, and knowledge management activities on
disaster risk reduction and management at the local level,

4. Consolidate/Disseminate information and raise public awareness about those
hazards, vulnerabilities and risks, their nature, effects, early warning signs and counter

measures and maintain a local risk map;

5. Support program of the Local Chief Executive to implement cost-effective risk
reduction measures/strategies;
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LIST OF SERVICES

Municipal Disaster Risk Reduction And Management Office
(MDRRMO)

Internal Services:
1. Receive communication letter / memos / request letter

External Services:
1. BDRRMF Certification
2. Request for Seminar/Trainings
3. Emergency Response
4. CCTV review
5. Request copy of CCTV footage

Feedbacks and Complaints Mechanism
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Internal Services
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1. RECEIVE COMMUNICATION LETTER / MEMOS / REQUEST LETTER

BAGONG PILIPINAS

RECEIVE COMMUNICATION LETTER / MEMOS /
REQUEST LETTER

The Municipal Disaster Risk Reduction and Management
Office receive communication letters, memos, and request
letters from other offices / agencies.

Municipal Disaster Risk Reduction Municipal Office

Simple

G2G — Government to Government

Other offices and agencies concerned

1. Communication Letter
2. Other Supporting Documents

Requesting Individual / Office / Agency

1. Submit 1. Receive None 1 minute Gretchen Marie
communication communication C. Mendez
letter and other letter and/or Office Aide (JO)
supporting other
documents documents.
2. Record None 1 minute Gretchen Marie
document C. Mendez
received. Office Aide (JO)
3. Transmit None 1 minute Gretchen Marie
document to C. Mendez
Department Office Aide (JO)
Head
Total | None 3 Minutes
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EXTERNAL SERVICES
1. BDRRMF CERTIFICATION

1. Submit
BDRRMF and
other supporting
documents

|
v BDRRMF
v Other Supporting Documents

BDRRMF CERTIFICATION
The Municipal Disaster Risk Reduction and Management
Office issues certification for Barangays who submit their
BDRRMF for review.

Municipal Disaster Risk Reduction Municipal Office
Simple

G2G — Government to Government

Barangays / Barangay Officials

v' Requesting Barangays / Barangay
Officials

1. Receive None 1 minute Mariah Frances
BDRRMF and M. Moral
other supporting LDRRM Asst.
documents.
2. Review and None 5 minutes Engr. Bim B.
approval of Dineros
BDRRMEF. Department
Head, MDRRMO
3. If the BDRRMF | None 1 minute Engr. Bim B.
is approved, Dineros
forward to staff Department
for preparation of Head, MDRRMO
Certificate.
4. Prepare the None 4 minutes Mariah Frances
certification and M. Moral
transmit LDRRM Asst.
document to
Department Head
5. Sign the None 1 minute Engr. Bim B.
document and Dineros
forward to staff Department
for recording Head, MDRRMO
6. Have the client | None 1 minute Mariah Frances
sign the logbook M. Moral
upon receipt of LDRRM Asst.
Certification
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-

7. Ask if the client | None 2 minutes Elizabeth Bobiles
could complete Office Aide (JO)
the CSMF and
assist if needed

Total | None 15 Minutes

2. SEMINAR/TRAINING REQUESTED BY OTHER AGENCIES.

1. Submit
communication
letter and/or
other supporting
documents to
LCE’s Office

SEMINAR/TRAINING REQUESTED BY OTHER AGENCIES.

trainings.

The Municipal Disaster Risk Reduction and Management
Office receive and accommodate requests for seminars /

Municipal Disaster Risk Reduction Municipal Office

Simple

G2G — Government to Government

Barangays / Barangay Officials / Other Offices / Agencies

v Letter Request
v' Other Supporting Documents

v' Requesting Barangays / Barangay
Officials / Other Office / Agenc

1. Receive routed | None 1 minute Gretchen Marie
letter of C. Mendez
communication / Office Aide (JO)
request and other
documents.
2. Record None 1 minute Gretchen Marie
communication C. Mendez
letter. Office Aide (JO)
3. Evaluation & None 1 minute Engr. Bim B.
approval of Dineros
requested seminar Department
/training Head, MDRRMO
None 1 minute Engr. Bim B.
4. Forward Dineros
communication Department
letter to Office Head, MDRRMO
Staff for Calendar
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5 Calendar the None 1 minute Gretchen Marie
Activity C Me_ndez
Office Aide (JO)

6. Inform and None 1 minute Aljon Bajamundi
coordinate with AA L
the requesting
agency of the
availability and
schedule of the
seminar
7. Ask if the client | None 2 minutes Elizabeth Bobiles
could complete Office Aide (JO)
the CSMF and
assist if needed

Total | None 8 Minutes
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3. EMERGENCY RESPONSE

EMERGENCY RESPONSE.

The Municipal Disaster Risk Reduction and Management
Office conduct emergency response to medical and trauma
calls.

Municipal Disaster Risk Reduction Municipal Office

Highly Technical

G2C — Government to Citizen

G2G — Government to Government

All

v' Emergency Call

1. Call for an 1. Respond to None 1 minute Any Responder
emergency emergency call. on duty
response team . .
P 2. Detail None 1 minute Any Responder on
gathering about duty

the caller and
the reported
emergency or

incident.

3. Verification of None 1 minute Any Responder on
reported duty
emergency or

incident.

4. Forwarding of | None 1 minute Any Responder on
report to duty
operations staff

and warning

division.

5. Deployment of None 1 minute Team Leader of

response team. Response Team

Total | None 5 Minutes
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4. CCTV REVIEW.

CCTV REVIEW.
The Municipal Disaster Risk Reduction and Management
Office review CCTV footage upon request.

Municipal Disaster Risk Reduction Municipal Office
Simple

G2C — Government to Citizen

G2G — Government to Government

All

v' Walk-in / Verbal Request

1. Request for 1. Ask the client None 1 minute Any MDRRMO
CCTV footage for the area to be Staff on duty
review reviewed and the

date and time of
the requested

footage.

2. Prepare the None 10 minutes Any MDRRMO
requested Staff on duty
footage

4, Accommodate None 1 hour Any MDRRMO
any further Staff on duty
request for CCTV

review

5. Ask if the client | None 2 minutes Elizabeth Bobiles
could complete Office Aide (JO)

the CSMF and
assist if needed.

Total | None 1 hm.” and 10
minutes
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5. REQUEST COPY OF CCTV FOOTAGE

REQUEST COPY OF CCTV FOOTAGE

The Municipal Disaster Risk Reduction and Management
Office review and produce a copy of CCTV footage upon
request.

Municipal Disaster Risk Reduction Municipal Office
Simple

G2C — Government to Citizen

G2G — Government to Government

All

v’ Letter request
v Police blotter

v Flash drive (capacity may vary on
the requested footage)

v" Requesting Individual/s
v' Daraga MPS

1. Request for 1. Receive the None 1 minute Gretchen Marie
CCTV footage letter request and C. Mendez
review supporting Office Aide (JO)

document

2. Prepare the None 1 hour Aljon Bajamundi

requested AA L

footage

3. Provide the None 1 Minute Aljon Bajamundi

requestor a copy AAL

of the requested

footage

5. Ask if the client | None 2 minutes Elizabeth Bobiles

could complete Office Aide (JO)

the CSMF and

assist if needed.

Total | None 1 ho_ur and 4
minutes
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FEEDBACKS AND COMPLAINTS

FEEDBACK AND COMPLAINTS MECHANISM

How to Complete the Client Satisfaction Measurement (CSM) form at the
send a Receiving Area and drop it in the designated drop box beside the
feedback? | Municipal Disaster Risk Reduction and Management Office door.
How Every Friday, designated personnel open the drop box to consolidate the
feedbacks | CSM forms. Feedback requiring a response is forwarded to the
are appropriate Administrative Division. For inquiries or follow-ups, please
processed? | contact the details below.
Contact Website: daraga.gov.ph
Information | Facebook page: Daraga-MDRRMO
Telephone number: +63 921 4141 927 / +63 927 4901 545
Email: mdrrmo.daraga@gmail.com
How to file | For walk-in clients: Complete the Client Complaint Form at the receiving
a area and drop it in the designated “Complaints Box” located in the
complaint? | Municipal Disaster Risk Reduction and Management Office door.
Complaints may also be submitted via email at :
mdrrmo.daraga@agmail.com.
How Assigned personnel will check emails daily and consolidate complaint
complaints | forms from the drop box every Friday. The consolidated report is
are forwarded to the Office Head for evaluation, who then directs it to the
processed? | appropriate division for action. The complainant will be notified of the
outcome via a letter sent to their provided contact information.
Contact e Anti-Red Tape Authority:
Information Text: 1-2782, 8478-5093
of ARTA, E-mail: complaints@arta.gov.ph
CSC CCB, | e CSC Contact Center ng Bayan CCB:
PCC Text: 0908-881-6565

E-mail: email@contactcenterngbayan.gov.ph
e Presidential Complaints Center:
Call: 8888
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Municipal Environment and Natural Resources
Office

CITIZEN’S CHARTER
Revised 2025, 18t Edition
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Municipal Environment and Natural Resources
Office

CITIZEN’S CHARTER
Revised 2025, 18t Edition
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AGENCY PROFILE
. MANDATE-

The MENRO - Daraga is the lead agency in the implementation of the 10-year Ecological
Solid Waste Management Plan (ESWMP) as approved by the National Solid Waste
management Commission (NSWMC) on August 23, 2019 pursuant to RA 9003, the
“National Ecological Solid Waste Management Act of 2000”as adopted by the Municipality
of Daraga by virtue of Municipal Ordinance No. 07-2017, the “Daraga Ecological Solid
Waste Management Ordinance” for the main purpose of attaining a clean and safe

environment to protect the Mother Earth.

The MENRO - Daraga also serves as a coordinating agency for the enforcement and
implementation of other environmental concerns govern by the respective environmental
laws, e.g. PD 1586; RA 8749; RA 6969 and RA 9275.

II. VISION-

The MENRO-Daraga envision to establish, maintain and preserve a clean and safe
environment for the benefit of Daraguefos, thus, making the town an ideal place for a

healthy and happy constituent to live in.
1. MISSION-

Every individual, especially Daraguefios, is encourage by this office to uphold commitment
toward a responsible and caring steward, dedicated to participate in environmental
protection program, projects, and activities designed to create an environment- friendly
community and the promotion of the people’s right to a balance and healthful ecology in

accord with the rhythm and harmony of nature.
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IV. SERVICE PLEDGE-

This office hereby commits to uphold the following:

1. Adoption of an effective measures and efficient office practices to improve government

services.

2. Introduce innovations designed to promote effective public service and the avoidance

of graft and corrupt practices act.

3. Initiate strategies to simplify and facilitate the delivery of government services, thus,

minimizing, if not totally eradicate, red tape. No Noon break will be observed.

4. Ensure religious observance of environmental laws, e.g. RA 9003 and Mun. Ord. No.
07-2017 and other related legislative enactments. The MENRO-Daraga also commits to
fully comply with the provisions of Section 1(f) of RA 11032, i.e., all applicants or requesting
parties/clients within the premises of the office prior to the end of official working hours

and during lunch break shall be attended to.

5. Adhere to the constitutional mandate to, ...”be accountable to the people at all times,
serve them with utmost responsibility, integrity, loyalty and efficiency, act with patriotism
and justice and lead modest lives” (Section 1 Article XI, 1987 Phil. Const.)
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LIST OF SERVICES

EXTERNAL/INTERNAL SERVICES:

1. Issue MENRO certifications showing that:
a. The clients attended orientation/seminar on Solid Waste Management.
b. The applicant complied with the required garbage bins for segregated solid
waste.
c. The applicant complied with alternative penalty of
community service and/or fine imposed for violating
Municipal Ordinance No. 07-2017.
2. Issue clearance showing non-commission of any violation of Section 59, Mun. Ord.
No. 07-2017.
3. Hear and mediate complaints on environmental concerns.
4. Render assistance to assist researchers / assistance to data researchers requesting
for technical information/ data/ document
5. Produce and distribute organic fertilizer.
6. Monitoring quarry operations.
7. Conduct Information and education campaign on proper solid waste management,
specifically on the proper segregation of solid waste pursuant to the “NO
SEGREGATION, NO COLLECTION POLICY.”
8. Conduct monitoring/inspection of Barangay Material Recovery Facility (MRF).
9. Facilitate issuance of special cutting-tree permit
10. Scheduled collections of solid waste
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SERVICE SPECIFICATIONS
1. ISSUANCE OF MENRO CERTIFICATION/CLEARANCE

ISSUANCE OF MENRO CERTIFICATION/CLEARANCE

MENRO - DARAGA

SIMPLE

G2B

CLIENTS/APPLICANTS FOR BUSINESS PERMIT

1. Certificate of MENRO Daraga
attendance on
SWM orientation
2. Business Permit | Mayor’s Office/Licensing
3. Official Receipt Treasurer’s Office
CLIENT’S STEPS | AGENCY ACTION FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSI
BLE
1. Sign in the 1. Provide Logbook None 5 minutes Heriberta M.
Logbook Beria
Office Clerk
2. Submit the 2. Receive the (JO)
requirements for requirements
verifications Lilibeth
(Barangay Dumagsa
Clearance and AAV
3. Secure order of 3. Issue Order of
Payment Payment
4. Pay the required | 4. Ask for the Php.100.00 | 5-15 minutes Revenue
fees to MTO Official Receipt Collection
Officers
MTO
5. Return to 5. Process/release None 10 minutes Heriberta M.
MENRO for the the certifications Beria
release of Office Clerk
certification (JO)
TOTAL | Php.100.00 30 minutes

MUNICIPALITY OF DARAGA - CITIZENS CHARTER Revised 2025, 1°" Edition |330



.
— BAGONG PILIPINAS

2. ISSUANCE OF ENDORSEMENT LETTER TO DENR FOR PERMIT TO
CUT TREE/S

ISSUANCE OF ENDORSEMENT LETTER TO DENR
FOR PERMIT TO CUT TREE/S

MENRO - DARAGA

SIMPLE

G2B

CLIENTS/APPLICANTS FOR PERMIT TO CUT TREE/S

1. Barangay Applicant’s/Clients Barangay of Residence
Certification
2. Letter of Landowner

request/Land Title
3. Picture of tree/s | Landowner/owner of tree/s

to be cut
1. Signin the 1. Provide None
Logbook Logbook 5 minutes Allaiza Jane P.
2. Submit 2. Receive the Balean
requirements for | requirements Technical Staff
verifications (COS)
3. Secure order of | 3. Issue Order of
Payment Payment
4. Pay the 4. Ask for the Php.100.00 | 5-10 minutes Revenue
required fees to Official Receipt Collection
MTO Officers
MTO

5. Return to 5. None 20 minutes Jean B. Luna
MENRO for Process/release AA IV
release of the certifications
endorsement
paper

TOTAL Php100.00 | 30 minutes
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3. MEDIATION ON ENVIRONMENTAL CONCERNS/ISSUES

MEDIATION ON ENVIRONMENTAL
CONCERNS/ISSUES
MENRO - DARAGA
SIMPLE/COMPLEX
G2CIG2G
CLIENTS WITH ENVIRONMENTAL CONCERN/COMPLAINT
1. Letter of Complainant/Client
environmental
concern/complaint
2. Photo- Complainant/Client
documentation
3. Affidavit of Complainant/witnesses
withesses
1. Sign in the 1. Provide
Logbook Logbook None 1 day Ma. Lourdes
2. Submit 2. Receive the ‘Montales
requirements for requirements Office Clerk (JO)
verifications Jeanette L. Rico
3. _Relay/ Statement | 3. Recqrd the Office Clerk (JO)
of issues complaint/copy
4. Ask for 4. Set the Clarisse
confrontation with schedule for Llamasares
respondent confrontation/notify Office Clerk (JO)
respondent
5. Appear during 5. Earnestly Ramon M. Llona
confrontation with resolve the issue 6 days AA T
respondent on the spot or .
reschedule/refer Eng(r}. ;]a%rgévéc S.
the matter to the
barangay OIC-MENRO
TOTAL None 7 days
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4. RENDER ASSISTANCE TO RESEARCHERS / ASSISTANCE O DATA
RESEARCHERS REQUESTING FOR TECHNICAL INFORMATION/
DATA/ DOCUMENT

RENDER ASSISTANCE TO ASSIST RESEARCHERS / ASSISTANCE
TO DATA RESEARCHERS REQUESTING FOR TECHNICAL
INFORMATION/ DATA/ DOCUMENT

MENRO - DARAGA

Simple

G2C — Government to Citizen
G2G — Government to Different Government Agencies

Letter Request addressed to the
Mayor (1 original, 1 photocopy)

Requesting Individual/ Students / Researchers/
Respective Schools / Agencies

1 Register in the | 1. Have the client none 30 minutes Allaiza Jane P.
Client’s Log Book sign in the logbook Balean
Technical Staff

2. Present the 2.1. Conduct a none (COS)
letter request of | brief interview Jean B. Luna
the needed data AA IV

2.2. Check, and

verify if data

needed is

available

2.3. Prepare and
process requested
information / data /

document
3. The 1.2 Let the none 30 minutes Requesting
researcher may | researcher copy Individual/ Students /
copy or the data or have it Researchers/
photocopy the photocopied
data.
2. Complete the | 2. The staff will ask none Ma. Lourdes
Client the client to Montales
Satisfaction complete the Office Clerk (JO)

Measurement CSMF and provide
Form (CSMF). assistance if
needed.

Clarisse Llamasares
Office Clerk (JO)

Total none 1 hour
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5. RESPONDING REQUEST FOR SOLID WASTE COLLECTION ROM
BARANGAYS, EDUCATIONAL INSTITUTION & OTHER
ESTABLISHMENTS

RESPONDING REQUEST FOR SOLID WASTE COLLECTION
FROM BARANGAYS, EDUCATIONAL INSTITUTION & OTHER
ESTABLISHMENTS

MENRO - DARAGA

Simple

G2C — Government to Citizen
G2G — Government to Different Government Agencies
Barangay Officials/ School Officials / Other Business Establishments

- CHECKLIST OF REQUIREMENTS |
Letter Request for collection(1
original, 1 photocopy)

Requesting Individual/ Students / Researchers/
Respective Schools / Agencies

1. Register in the | 1. Have the client none 3 days Clarisse Llamasares
Client's Log Book sign in the Office Clerk (JO)
logbook/ record
time of call & other
data
2. Specify the 2. State the time/s
location, volume/ | schedule of
nature of waste. | collection
3. Follow the 3. Inform the driver Engr. Johnvic S.
instructions of & garbage Grageda
the MENRO Staff collector of time, OIC-MENRO
location and nature
of solid waste to
be collected and
authorize its
collection.
Total none 3 days
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6. ACCOMMODATING REQUEST FOR FREE ORGANIC FERTILIZER

BAGONG PILIPINAS

6. ACCOMMODATING REQUEST FOR FREE ORGANIC

FERTILIZER

MENRO - DARAGA

Simple

G2C — Government to Citizen

G2G — Government to Different Government Agencies

for receiving)

1. Register in the
Client’s Log Book

1. Letter-request for free organic
fertilizer (1 original and 1 photocopy

Barangay Officials/ School Officials / Other Business Establishments

1. Have the client
sign in the logbook/

Requesting Barangay officials/private individual of

group of individuals

record the letter- none 5 minutes Clarisse Llamasares
request Office Clerk (JO)
1.2. Submit
letter-request
2. claim the free 2. Evaluate/grant
organic fertilizer the request
at the CMRF requiring the Engr. Johnvic S.
Sitio Tobtobon, | requesting party to none 3 minutes Grageda
Brgy. San claim the free MENRO-head
Ramon organic fertilizer at
the CMRF Sitio
Tobtobon, Brgy.
San Ramon via
claim stub issued
Total none 8 MINUTES
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7. CONDUCT ORIENTATION/SEMINAR FOR MARRIAGE LICENSE
APPLICANTS

Orientation/seminar on solid waste management for marriage

license applicants

MENRO - DARAGA

Simple

G2C — Government to Citizen

G2G — Government to Different Government Agencies

Applicants for marriage license

1. Listed names of applicants

Marriage license applicants

1. Register in 1. Have the client Clarisse Llamasares
the attendance | signed in the 10 minutes Office Clerk (JO)
sheet attendance sheet none
2. Attend 2. Conduct
orientation/semi | orientation/seminar 30 minutes Ramon M. Llona
nar on solid on solid waste AAL
waste management
management
3. Receive the | 3. Signatory to the none
certificate of certificate of
compliance compliance to be Engr. Johnvic S.
subsequently Grageda
issued to the MENRO-head
applicant/s by the
LCR
Total None 40 minutes
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8. MONITORING QUARRY OPERATIONS

Monitor quarry operations by conducting checkpoints and checking
the required documents

MENRO - DARAGA

Simple

G2B - Government to Business

Quarry operators/concessionaires

1. Mayor’s permit/Quarry permit and
official receipts, not required to submit
and only to show as proof (1 original )

Quarry operators/concessionaires

1. Present the 1. Check the o
required permits & | validity of the 15minutes Quarry monitoring
other papers documents/papers none personnel on duty

(Rotational duty)

2. Record the
volume of quarry
materials hauled

3. Record other
details of quarry

operations none 15 minutes = Allaiza Jane P. Balean
Technical Staff (COS)

Total none 30 minutes
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9. ATTENDING TO REQUEST FOR THE CONDUCT OF SOLID ASTE
MANAGEMENT (SWM) ORIENTATION/SEMINAR

Conduct orientation/seminar upon request of barangays, schools and
other institutions

MENRO - DARAGA

Simple

G2C - Government to Citizen
G2G — Government to Different Government Agencies
Barangay officials, schools and other institutions

1. Letter-request (1 original and 1
photocopy for receiving)

Requesting Barangay officials/schools and other
institutions

1. Register in 1. Have the client
client’s logbook | sign in the logbook
& record the letter- none 5 minutes Clari Y
request arisse Llamasares
d Office Clerk (JO)
2. Submit letter- | 2. None Engr. Johnvic S.
request Evaluation/confirm 2 minutes Grageda
ation MENRO-Head
3. Attend the 3. Conduct SWM None
SWM orientation/seminar
orientation/semin | on the date 53 minutes
ar on the date scheduled Ramon M. Llona
scheduled AAl
Total none 1 Hour
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FEEDBACK AND COMPLAINTS MECHANISM

How to Complete the Client Satisfaction Measurement (CSM) form at the Receiving
send a Area and drop it in the designated drop box beside the Municipal Planning
feedback? | and Development Office door.
How Every Friday, designated personnel open the drop box to consolidate the
feedbacks | CSM forms. Feedback requiring a response is forwarded to the appropriate
are Administrative Division. For inquiries or follow-ups, please contact the
processed? | details below.
Contact Website: daraga.gov.ph
Information | Facebook page: Menro Lgu Daraga
Telephone number: 0917-139-3074
Email: menrodaraga@gmail.com
How to file | For walk-in clients: Complete the Client Complaint Form at the receiving
a area and drop it in the designated “Complaints Box” located in the Daraga
complaint? | Municipal Hall lobby beside the desk officer's table. Complaints may also
be submitted via email at the LGU Daraga ARTA Focal at Municipal
Planning and Development Office: pdo.daraga.lgu@agmail.com.
How Assigned personnel will check emails daily and consolidate complaint forms
complaints | from the drop box every Friday. The consolidated report is forwarded to the
are Office Head for evaluation, who then directs it to the appropriate division for
processed? | action. The complainant will be notified of the outcome via a letter sent to
their provided contact information.
Contact e Anti-Red Tape Authority:
Information Text: 1-2782, 8478-5093
of ARTA, E-mail: complaints@arta.gov.ph
CSC CCB, | e CSC Contact Center ng Bayan CCB:
PCC Text: 0908-881-6565

E-mail: email@contactcenterngbayan.gov.ph
e Presidential Complaints Center:
Call: 8888
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DARAGA PUBLIC MARKET OFFICE

MANDATE

An institution that provides an efficient and effective delivery of market services thereby
improve the productivity and attainment of sustainable income .

VISION

A people’s choice and ideal venue for vending of primary foods and basic necessities
where the stability of prices is maintained affordable at all times.

MISSION

To constantly deliver market services and maintain competent employees serving
enthusiastically to Daraguenos in an accessible, clean, orderly and safe buying center of
primary needs.

SERVICE PLEDGE

The Daraga Public Market Office commits to render basic services to the public towards
the upliftment of productivity and attainment of sustainable income. Its existence shall
endeavor to job creation, small business incubator, tourist attraction and access to fresh
and healthful foods.

Most particularly we commit the following;

1. Effectively and efficiently implement policy, rules and regulations regarding the
market operation and management

2. Exercise administrative authority in the supervision of the entire facility to
ensure public safety and convenience

3. Inspire and encourage market employees to become more responsive and
responsible public servants.

4. Ensure cleanliness and orderliness by using appropriate methods and
applying necessary coordination with other agencies.
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LIST OF SERVICES
OFFICE OF THE MARKET SUPERVISOR
External Services

1. MARKET CLEARANCE AND CERTIFICATION

2. APPLICATION TO LEASE MARKET STALL

3. GRANTING OF TRANSFER OF RIGHTS

4. APPLICATION FOR PROMOTIONAL AND MARKETING
ACTIVITIES

5. CONSUMER COMPLAINTS SERVICE
6. REGISTRATION OF STREET VENDORS

7. REGISTRATION OF NIGHT MARKET VENDORS
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1. MARKET CLEARANCE AND CERTIFICATION

Daraga Public Market

To certify a client/ tenant is a legitimate lessee or a registered
ambulant vendor of Daraga Public Market and has no previous
and or current arrears and has complied with market ordinances,
rules and policies.

Simple

G2G - Government to Government

G2C - Government to Citizen

G2B — Government to Business Sector

Daraga Public Market Stallholders and / or their helpers,
employees and other ambulant vendors

1. Order of Payment and Official
Receipt

2. Proof of Electricity Installation /
Connection

Daraga Public Market Office / Office of the
Mayor
APEC / ALECO

1. Present Form | Verify and Recording P 100.00 3 mins Joan LI. Llacuna
and Official of O.R. Admin Officer Il
Receipt (O.R) as Mavel M. Jacoh
f of t avel M. Jaco
proot ot paymen Admin Aide |

Alma A. Lobete
Mary Joy Dianne
Llaguno
Job Order
2. Wait for the Releasing of 2 mins Mary Joy Diane

release Clearance / M. Llaguno
Certification Alma A. Lobete
Mary Danielle
Mapa
Job Order

Totall P 100.00 5 mins.
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2. APPLICATION TO LEASE MARKET STALL

Daraga Public Market

Vacant stalls for lease preferably to Daraguefios and other
business sectors

Simple

G2G - Government to Government

G2C - Government to Citizen

1. Any person, 21 years and older who desires to lease

vacant stalls.
2. Other government office, private individual or corporation

1. Duly accomplished and notarized Market
Stall Application Form and / or a Letter | / Office of the Mayor
of Intent addressed to the Mayor
. Original Copy of Barangay Clearance Applicant’s respective Barangay Hall
1. Submit a Notarized | 1. Verify availability None 1-2days Themis M.
Market Application 2. Process Stall upon approval Lobete
Form or a duly signed  Application of the Mayor = Admin Officer V
Letter of Intent
2. Wait for Approval / | Inform via phone None 2 mins. Themis M.
Dis-approval of call and / or any Lobete
Application other possible Admin Officer V
means of
communication
3. If approved, Issue an Order of P 3 -5 mins. Jeanette D.
Payment of Lease Payment 30,000.00 Luna
Right Admin Aide V
MTO
4. Sign of Contract of | Process the award none 5—10 mins | Municipal Mayor
Lease documents and
Contract Themis M.
Lobete
Admin Officer V
Michael M.
Margallo
Admin Officer V
BPLO
Total P 2 days and 17
30,000.00 mins.
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3. GRANTING OF TRANSFER OF RIGHTS

Mayor

v
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Daraga Public Market

An inherent privilege by the tenant to transfer rights to
immediate family member

Simple

G2C (Government to Citizen)
G2B (Government to Business Sector)

1. Duly accomplished and notarized Affidavit
of Transfer of Rights Form and / or submit
a request for transfer of rights to the

Daraga Public Market Office / Office of
the Mayor

Tenant of the Daraga Public Market

opy of birth certificate, marriage contract)

_

2. Proof of Affinity / Consanguinity of the
Lessee to the Transferee (certified true

Applicant’s respective Local Civil
Registrar

1. Submit a 1. Receive and None 1 -2 days Themis M.
Notarized Affidavit of | Process the request upon approval Lobete
Transfer or a duly for Transfer by the Mayor | Admin Officer
signed request for v
Transfer of Rights
2. Wait for Approval / | 2. Inform via phone None 2 mins Themis M.
Dis-approval of call and / or any Lobete
Request for Transfer = other possible means Admin Officer
of communication v
3. If, Approved, 3. Issue a Certificate None 10— 15 mins| Themis M.
of Award for Lobete
Successful Applicant AdminVOffiCEF
4. Process other 4. Sign Contract of None 5 —-10 mins | Gerry Raphael
regulatory Lease Z. Jaucian
requirements Mayor
Themis M.
Lobete
Admin Officer V
Michael M.
Margallo
Admin Officer V
BPLO
Total None 2 days & 27
mins
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4. APPLICATION FOR PROMOTIONAL AND MARKETING ACTIVITIES

Daraga Public Market

An avenue for product sampling, product give-away and
samples, point of sale promotion and end-cap marketing
and after-sale customer survey

Simple

G2C (Government to Citizen)
G2B (Government to Business Sector)

1. Letter of Intent indicating the date and
space requirement needed

Daraga Public Market Office

Any Entities/Companies of Food, Beverages and other
types of business who wish to conduct promotional and
marketing activities

2. Proof of Legitimacy of business /
Business Permit

Applicant’s respective Municipality / City

1. Submit arequestto | 1. Receive and none 3 mins Joan Llacuna
conduct marketing / process the Admin Officer I
promotional activity request; Verify the Mary Jewel G.
availability of the Reyes
venue Admin Aide |
2. Wait for Approval / | 2. Inform via phone| None 2 mins Joan Llacuna
Dis-approval of call and / or any Admin Officer I
Request other possible Mary Jewel G.
means of Reyes
communication Admin Aide |
3. If approved, Payment 3. Issue an Order P 50.00 5 mins Joan LI. Llacuna
of - of Payment per Admin Officer Il
square
meter
4. Bring the approved | 4. Issuance of 5—-10 mins
application to the BPLO| Mayors Permit or Michael M.
Permit to Conduct Margallo
Promotional Admin Officer V
Activity at Daraga BPLO
Public Market (Sec .
1(e) of MO 043- Themis M.
2023 Admin Officer V
Total See 20 mins
Table of
Fees
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5. CONSUMER COMPLAINTS SERVICE

Daraga Public Market

Simple
G2G - Government to Government

G2C - Government to Citizen

G2B - Government to Business Sector

Any Entities/Companies of Food, Beverages and other
types of business who wish to conduct promotional and
marketing activities

1. Any valid Identification Card Any government institution and / or private
company

1. Accomplish the Identify the problem; None 15 — 30 mins

logbook entry and / or | If involving market

Complaint form staff and / or Mary Jewel G.

whichever is available | vendors: Reyes
(a) Verify and Admin Aide |
invest_igate the Marites M. Lita
veracity of the Admin Aide |
complaint

(b) Discuss /
Mediate options for
settlement of

problem
(c) Rectify the
problem

2. If unsettled, look for | Endorse the matter none 15 - 30 mins

alternative remedy to other LGU Offices Mary Jewel G.
and / or if it involves Reyes
civil liability, refer the Admin Aide |
A ares . 1

Admin Aide |

Total none 60 mins
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6. REGISTRATION OF STREET VENDORS

Daraga Public Market

Simple
G2C (Government to Citizen)

All street vendors vending and residing within the Province of
Albay.

1. Application Form/Registration Form Daraga Public Market Office
2. Barangay Certification specifying the
vending site or location where the street
vendors operate.
1. Acquire 1. Provide necessary none 10 mins Mary Danielle
Application/ forms Mapa
Registration form Alma A. Lobete
Maria Lagrimas
Daria
Job Order
2. Submit  duly 2. Receives and none 10 mins Mary Danielle
accomplished evaluates Mapa
form and other | completeness of Alma A. Lobete
requirements. | requirements Maria Lagrimas
Daria
Job Order
3. Wait for 3. Provide approved none 10 mins Themis M. Lobete
approval by the | application Admin Officer V
Market
Administrator
4. Release of 4. Provide necessary none 10 mins Mary Danielle
Approved forms Mapa
Application/ Alma A. Lobete
Registration form Maria Lagrimas
Daria
Job Order
Total none 40 minutes
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Daraga Public Market

Simple

G2C (Government to Citizen)

Daraga Public Market Office

All interested Individual preferably a Daragueno who wish to
sell products at the designated night market venue.

Barangay Clerance
2pcs. Recent 2x2 Photo

Respective barangay where the
applicant resides.

Cedula Treasurer’s Office
Acquire Provide necessary none 2 mins Alma A. Lobete
Application/ forms Mary Danielle
Registration form Mapa
Maria Lagrimas
Daria
Job Order
Submit duly Receives and none 8 mins Mary Danielle
accomplished form evaluates Mapa
and other completeness of Alma A. Lobete
requirements. requirements Maria Lagrimas
Daria
Job Order
Wait for approval by | Provide approved none 8 mins Themis M.
the Market | application with Lobete
Administrator corresponding Admin Officer V
location assignment
Payment of Night | Provide necessary P10.00 10mins Joan Llacuna
Market Fee computation per sq. m Admin Officer I
according to of Ricardo Balde
the size of assigned | occupied Admin Asst IV
location for vending space
Release of Approved | Provide necessary none 2 mins Mary Danielle
Application/Re- forms Mapa
gistration form _ _
Maria Lagrimas
Daria
Job Order
Total See table 30 mins
below
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FEEDBACK AND COMPLAINTS MECHANISM

How to Complete the Client Satisfaction Measurement (CSM) form at the Receiving
send a Area and drop it in the designated drop box beside the Daraga Public Market
feedback? | Office door.
How Every Friday, designated personnel open the drop box to consolidate the CSM
feedbacks | forms. Feedback requiring a response is forwarded to the appropriate
are Administrative Division. For inquiries or follow-ups, please contact the details
processed? | below.
Contact Website: daraga.gov.ph
Information | Facebook page: Daraga Public Market Office
Telephone number: (052) 742-0809
Email: daragamarketofficial@gmail.com
How to file | For walk-in clients: Complete the Client Complaint Form at the receiving area
a and drop it in the designated “Complaints Box” located in the Daraga Municipal
complaint? | Hall lobby beside the desk officer's table. Complaints may also be submitted via
email at pdo.daraga.lgu@gmail.com.
How Assigned personnel will check emails daily and consolidate complaint forms
complaints | from the drop box every Friday. The consolidated report is forwarded to the
are Office Head for evaluation, who then directs it to the appropriate division for
processed? | action. The complainant will be notified of the outcome via a letter sent to their
provided contact information.
Contact e Anti-Red Tape Authority:
Information Text: 1-2782, 8478-5093
of ARTA, E-mail: complaints@arta.gov.ph
CSC CCB, | e CSC Contact Center ng Bayan CCB:
PCC Text: 0908-881-6565

E-mail: email@contactcenterngbayan.gov.ph
e Presidential Complaints Center:
Call: 8888
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CAGSAWA RUINS PARK AND RESORT

MISSION - Cagsawa Ruins Park and Resort preserves and promotes Cagsawa’s rich
heritage while providing a welcoming experience for visitors. Committed to quality tourism
services, we ensure well-maintained facilities, accessible information, and responsive
assistance, supporting researchers, guests, and event organizers while encouraging
cultural appreciation and sustainable tourism.

VISION - Cagsawa Ruins Park and Resort envisions becoming a premier world —class
heritage and eco-tourism destination, celebrated for its history, culture, and sustainable
development. We aim to balance conservation, economic growth, and environmental
resilience while upholding an inclusive, transparent, and climate-adaptive community.

MANDATE - Cagsawa Ruins Park and Resort, under the jurisdiction of the Local
Government Unit of Daraga, is mandated to:

o Preserve and promote the historical and cultural significance of the Cagsawa Ruins.

e Provide high-quality tourism services, ensuring a memorable experience for
visitors, researchers, and event organizers.

o Facilitate seamless communication and coordination for tourism-related activities.

e Uphold government policies, laws, and ordinances related to heritage conservation
and tourism development.

SERVICE PLEDGE - We, the staff of Cagsawa Ruins Park and Resort, pledge to:

« Deliver prompt, courteous, and professional assistance to all visitors, researchers,
and stakeholders.

e Provide accurate and reliable information to enhance public knowledge and tourism
experience.

e Maintain a clean, safe, and welcoming environment for all guests.

e Foster partnerships with the community and tourism stakeholders to ensure
sustainable and inclusive development.

e Uphold transparency, accountability, and integrity in all our transactions and
services.

Through our commitment to excellence, we aim to make every visit to Cagsawa Ruins
Park and Resort a meaningful and memorable experience.

MUNICIPALITY OF DARAGA - CITIZENS CHARTER Revised 2025, 1°" Edition |354



BAGONG PILIPINAS

LIST OF SERVICES

Cagsawa Ruins Park and Resort
Frontline Services
External Services
1. ASSISTANCE TO RESEARCHERS
2. ASSISTANCE TO TOURISTS, GUESTS AND VISITORS
3. COORDINATION WITH EVENT ORGANIZERS [/
COORDINATORS FOR CONVENTION, SEMINARS,
CONFERENCES, MEETINGS AND THE LIKE
ESTABLISHMENT OF TOUR ASSISTANCE CENTERS
RECEIVING OF INCOMING COMMUNICATION
RELEASING OF OUTGOING COMMUNICATION

o 0k
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1. ASSISTANCE TO RESEARCHERS

Assistance to Researchers

The Cagsawa Ruins Park and Resort
provides support to researchers by offering
access to relevant data, information, and
resources related to the park's history,
tourism, and management. Assistance is
available upon request to ensure accurate
and reliable information for academic or
professional purposes.

Office of the Mayor — CAGSAWA Ruins Park
and Resort

Simple

G2C (Government to Citizen)

All

1. Letter of Communication (1 original, | Client, requesting party
1 photocopy (received copy)
2. ldentification Card (1.D) Client, requesting party

Any government (BIR, COMELEC, GSIS,
PSA, PhilHealth, Postal, SSS), government
agency, private company, school —issued 1.D.

1. Sign in the 1. Have the
logbook client sign the
logbook.
NONE | 10 minutes | JasperJ.Dugan
1.1. Present Park Administrator
Icecitrg:nunlcatlon iéze(ljdeedntlfy data Angela Marie S.
Pacres
Admin Officer |
2. Receive the 2. Provide the
requested data client with the JASPER J.
requested data DUGAN
in soft or hard Park Administrator
2.1. Sign in the copy.
client logbook Or
upon receipt of the
requested data 2.1. Have the none 5 minutes ANGELA MARIE
client sign in the S. PACRES
logbook upon Admin Officer |
receipt of the
requested data
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2.3. Filling out the
Client Satisfaction
Measurement
Form (CSMF) is
optional for the
client.

2.3. The staff
will ask if the
client could
complete the
CSMF and
assist if needed.
Total: None 15 minutes
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2. ASSISTANCE TO TOURISTS, GUESTS AND VISITORS

| Assistance to Tourists, Guests and Visitors
The Cagsawa Ruins Park and Resort
provides guidance, information, and support
to tourists, guests, and visitors. Services
include answering inquiries, giving directions,
and assisting with park facilities to enhance
their visit.

Office of the Mayor — CAGSAWA Ruins Park
and Resort

Simple

G2C (Government to Citizen)

All

Client, requesting party

1. Letter of Communication (1 original,
1 photocopy (received copy)

1. Sign in at the | 1. Have the
visitor’s book client sign the
guest’s logbook
NONE 5 minutes
1.1. Present the 1.1. Verify the
Letter of needed within the
Communication information day
1.2. Provide NONE
Brochures and 5 minutes
needed
information
1.3. Provide tour
guide services
for free
2. Filling out the | 2. The staff will Angela Marie S.
Client Satisfaction | ask if the client none 2 minutes Pacres
Measurement could complete Admin Officer |
Form (CSMF) is |the CSMF and
optional for the | assist if needed. Lilibeth Mesias
client. Job Order
Total: | None | 1hourand 10
minutes
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3. COORDINATION WITH EVENT ORGANIZERS / COORDINATORS
FOR CONVENTION, SEMINARS, CONFERENCES, MEETINGS AND
THE LIKE

1. Sign in at the
visitor’s book

1.1. Present the
Letter of
Communication

1.2. Coordinate with
the staff on the steps
to follow on bookings
for Cagsawa function
halls, resort, and
accommodations.

1.3. Inquire from the
staff for ATV services

1.4. Pay the required
fees at the Cashier

1. Have the client
sign the guest’s
logbook

1.1. Verify the
needed
information

1.2. Coordinate
bookings for
Cagsawa
function halls,
resort, and
accommodations.

Coordination with event organizers /
coordinators for convention, seminars,
conferences, meetings and the like

The Cagsawa Ruins Park and Resort
offers assistance in coordinating with
event organizers for conventions,
seminars, conferences, meetings, and
similar events. Our team provides support
in planning, logistics, and ensuring a
smooth execution of events held at the

park and resort.

Office of the Mayor — CAGSAWA Ruins

Park and Resort

Simple

G2C (Government to Citizen)

All

None

None

None

1. Letter of Communication (1 original, 1 | Client, requesting party
photocopy (received copy)

15 minutes

Angela Marie
S. Pacres
Admin Officer |

Lilibeth Mesias
Job Order

Angela Marie
S. Pacres
Admin Officer |

Lilibeth Mesias
Job Order

Angela Marie
S. Pacres
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BAGONG PILIPIN,

and present the

to secure the
reservation /
accommodation.

Official Receipt (OR)

1.3. Coordinate
with ATV
services upon
request.

1.4. Inform the
client that they
need to pay a
50% down
payment upon
reserving the
event hall.

1.4.1. Issue OR
upon the client’s
payment

1.4.2. Inform the
client to settle
50% of the full
payment one
week before the
event for the
preparation of
tarpaulins,
programs, and
other event
materials.

Varies
(please
see
annex
sheet)

1 hour

Admin Officer |

Lilibeth Mesias
Job Order

AS

2. Filing out
Client
Measurement

the client.

the

Satisfaction

Form

(CSMF) is optional for

2. The staff will
ask if the client
could complete
the CSMF and
assist if needed.

none

2 minutes

Angela Marie
S. Pacres
Admin Officer |

Lilibeth Mesias
Job Order

Total:

None

1 hourto 1.5
hours
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4. ESTABLISHMENT OF TOUR ASSISTANCE CENTERS

1. Sign at the log
book

1. Have the
client sign the
guest’s logbook

1.1. Provide
tourism
services at
Cagsawa Ruins
Park & Resort

1.2. Provide
brochures to
tourists &
guests and
provide
assistance for
regulated
transport.

BAGONG PILIPINAS

Establishment of Tour Assistance Centers

Cagsawa Ruins Park and Resort provides
Tour Assistance Centers to offer visitors
helpful information, guidance, and support
during their visit. These centers are designed
to enhance the guest experience by
assisting with inquiries, tour bookings, and

recommendations.

Office of the Mayor — CAGSAWA Ruins Park

and Resort

Simple

G2C (Government to Citizen)

All

None

| Client, requesting party

5 — 10 minutes

Angela Marie S.
Pacres
Admin Officer |

2. Filling out the
Client Satisfaction
Measurement Form
(CSMF) is optional
for the client.

2. The staff will
ask if the client
could complete
the CSMF and
assist if
needed.

None

1 — 2 minutes

Angela Marie S.
Pacres
Admin Officer |

Total:

None

12 Minutes
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5. RECEIVING OF INCOMING COMMUNICATION

1. Sign in guest
log book

1.1. Submit letter
of
Communication/
Documents

1.2. Client will
wait for the
response from
the concerned
office for
necessary steps

1. Have the client
sign the guest’s
logbook

1.1. Receive and
record incoming
letters/communication
requests and queries

1.2. Forward and
receive documents to
concerned officer for
necessary steps

1.2.1. Inform the
client that the
management will
forward the
communication to the
concerned officer for
necessary steps and
that they will be
notified once a

BAGONG PILIPINAS

Receiving of Incoming Communication

Cagsawa Ruins Park and Resort
efficiently receives and processes
incoming communications, including
inquiries, requests, and feedback from
guests, tourists, and the public. Our staff
ensures timely and appropriate
responses to ensure smooth
communication and service delivery.

Office of the Mayor — CAGSAWA Ruins

Park and Resort

Simple

G2C (Government to Citizen)

All

NONE

1. Letter of Communication (1 original, 1 | Client, requesting party
photocopy (received copy)

2 minutes

1to3
business days

JASPER J.
DUGAN
Park
Administrator

Or
ANGELA MARIE

S. PACRES
Admin Officer |
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response has been
provided.

AS

2. Filling out the | 2. The staff will ask if | None | 1 — 2 minutes Angela Marie
Client the client could S. Pacres
Satisfaction complete the CSMF Admin Officer |
Measurement and assist if needed.
Form (CSMF) is Lilibeth Mesias
optional for the Job Order
client.

Total: | None 3 days
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6. RELEASING OF OUTGOING COMMUNICATION

1. Submit letter of
Communication/

1. Record the
receipt of the

BAGONG PILIPINAS

Releasing of Outgoing Communication

Cagsawa Ruins Park and Resort ensures
the timely release of outgoing
communications, including responses,
notices, and updates to guests, tourists,
and the public. The service is designed to
provide clear and prompt information to
meet the needs of the recipients.

Office of the Mayor — CAGSAWA Ruins

Park and Resort

Simple

G2C (Government to Citizen)

All

1. Letter of Request Client, requesting party

documents letter and
forward to JASPER J.
concerned NONE 5 minutes DUGAN
offices, Park
organization, Administrator
institution or
concerned or
personnel.
ANGELA MARIE
1.1. Once a S. PACRES
response has Admin Officer |
been provided
by the
concerned party,
send an
outgoing
communication
to the client /
proper recipient
2. Filling out the 2. The staff will None | 1-2minutes | Angela Marie S.
Client Satisfaction ask if the client Pacres
Measurement Form | could complete Admin Officer |
(CSMF) is optional | the CSMF and
for the client. assist if needed. Lilibeth Mesias
Job Order
Total: | None 3 days
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\

FEEDBACK AND COMPLAINTS MECHANISM
.~ FEEDBACK AND COMPLAINTSMECHANISM

How to send a

Answer the Client Satisfaction Measurement (CSM) form found at

are processed?

feedback? the Receiving Area and drop it in the designated drop box found
at the corner, beside the door of the Municipal Planning and
Development Office.

How feedbacks Every Friday, the assigned personnel will open the drop box and

consolidate the CSM form. Feedbacks requiring response is
forwarded to the proper Administrative Division for appropriate
action.

For inquiries and follow-ups, client may contact the details below:

Contact Website:
Information Facebook page:
Telephone number:
Email:
How to file a For walk-in clients: Answer the client Complaint Form found at the
complaint? receiving area of the office and drop it at the designated

“Complaints Box” at Daraga Municipal Hall lobby beside the table
of the desk officer (DO) of the day.

The complaints can also be filed through email at
pdodaragalgu@gmail.com

How complaints
are processed?

The assigned personnel will open emails on a daily basis and will
open the drop box and consolidate the complaints forms every
Friday. The report from the consolidated complaints will be
forwarded to the Office Head, upon evaluation, the Office Head
will forward the complaints report to the proper division for
appropriate action.

The complainant shall be informed of the action through a letter
which may be sent through the contact information given/sent by
the complainant.

Contact
Information of
ARTA, CSC CCB,
PCC

e Anti-Red Tape Authority:

Text: 1-2782, 8478-5093

E-mail: complaints@arta.gov.ph
e CSC Contact Center ng Bayan CCB:

Text: 0908-881-6565

E-mail: email@contactcenterngbayan.gov.ph
e Presidential Complaints Center:

Call: 8888
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DARAGA HUMAN RESOURCE DEVELOPMENT
CENTER (DHRDC)

CITIZEN’S CHARTER
Revised 2025, 18t Edition
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Mandate: Daraga Human Resource Development Center (DHRDC)
is designed to provide community- based technical education and skills
development to the Daraguefios and enhance the quality of vocational education in
the locality and improve access to education and teaching-learning performance
that will respond to the development needs of the municipality.

Vision: Daraga Human Resource Development Center (DHRDC)
aspires to be a leading technical and vocational school in the region with highly
competent faculty and staff, state-of-the-art facilities, and students molded with
consistently high academic standard, Filipino values, relevant skills, and globally
standard training programs.

Mission: Daraga Human Resource Development Center (DHRDC)
commits in empowering Filipinos from all walks of life, equipping them with
knowledge, skills, and values, that will enable them to think critically and creatively,
act innovatively and humanely, improving the quality of life of every citizen of the
country.

Service Pledge: We, the officials and employees of Daraga Human Resource
Development Center, pledge and commit to render quality public service as
stipulated in this citizen’s charter. We will serve to the best of our ability and
availability, no bias and we will demonstrate professionalism. We will offer a kind of
service that is anchored on the following principles:

D - Discipline

R - Respect

H - Honesty

D - Determination
C - Character
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EXTERNAL SERVICES
1. SCHOLARSHIP SERVICES

BAGONG PILIPINAS

1. TRAINING FOR WORK SCHOLARSHIP PROGRAM (TWSP)

Registrar’s Office

Simple

G2G Government to Citizen

18 years old and above

(1 photocopy)

1. Birth Certificate (PSA/NSO) PSA
(original, 1 photocopy)
2. Marriage Contract (if applicable) PSA

3. Form 138 (original, 1 photocopy)

School Last Attended

4. 3 pcs. Passport Size Picture (white
background, with collar and name tag
(First Name, Middle Initial, Last Name)

Photo Lab

validation.

3.1. Proceed to
record once all
requirements are
met.

1. Sign in the visitor's | 1. Let the Client None 1 minute
logbook at the guard | sign in the logbook Guard On Duty
house.
2. Submit the required | 2. Receive and None 5 minutes SALMER L.
documents at the verify the required ARIMADO
Scholarship Focal for | documents Registrar
initial assessment and ('\)AflﬁcNez,lAli\géL((J)gpﬁ
verification SAMSON
BOLLOSA JR.
Office Aide (J.0.)
JOGIE E.
COPLA
Technical Staff
(C.0.S))
3. Submit the required | 3. Receive and None 5 minutes SALMER L.
documents at the verify the required ARIMADO
Registrar’s Office for | documents. Registrar

MENZI M. LOBA
Office Aide (J.0.)
SAMSON
BOLLOSA JR.
Office Aide (J.0.)
JOGIE E.
COPLA
Technical Staff
(C.0.8)
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Total:

None 10 minutes

2. SPECIAL TRAINING FOR EMPLOYMENT PROGRAM (STEP)

Registrar’s Office

Simple

G2G Government to Citizen

15 years old and above

(1 photocopy)

Birth Certificate (PSA/NSO) PSA
(original, 1 photocopy)
Marriage Contract (if applicable) PSA

Form 138 (original, 1 photocopy)

School Last Attended

3 pcs. Passport Size Picture (white
background, with collar and name tag
(First Name, Middle Initial, Last Name)

Photo Lab

Certificate of Completion
(Entrepreneurship Training Certificate
photocopy)

School Last Attended

1. Sign in the visitor's | 1. Let the Client None 1 minute
logbook at the guard | sign in the Guard On Duty
house. logbook
2. Submit the 2. Receive and None 4-5 minutes SALMER L.
required documents | verify the ARIMADO
at the Scholarship required Registrar
Focal for initial documents gﬂflfzicNeZ,lAli\géL(?gps
assessment and T
verification SAMSO'?'JF?OLLOSA
Office Aide (J.0.)
JOGIE E. COPLA
Technical Staff
(C.0.S)
3. Submit the 3. Receive and None 5 minutes SALMER L.
required documents | verify the ARIMADO
at the Registrar’s required Registrar
Office for validation. | documents. gﬂfﬁé\'ezkmél-(?gps
3.1. Proceed to Dy
record once all SAMSO'?']FE’OLLOSA
requirements are Office Aide (J.0.)
met. JOGIE E. COPLA
Technical Staff
(C.0.8)
Total: None 10 minutes
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3. Free TVET (Universal Access to Quality Tertiary Educatio
(UAQTEA)

N S

BAGONG PILIPINAS

 Act

Registrar’s Office

Simple

G2G Government to Citizen

17 years old and above

(2 photocopies)

Birth Certificate (PSA/NSO) PSA
(original, 2 photocopies)
Marriage Contract (if applicable) PSA

Form 138 (original, 2 photocopies)

School Last Attended

3 pcs. Passport Size Picture (white
background, with collar and name tag
(First Name, Middle Initial, Last Name)

Photo Lab

Certification for College Undergrad
(original)

School Last Attended

Certificate of Rating for ALS Passer
(original, 2 photocopies)

School Last Attended

National Certificate (2 photocopies)

TESDA

Chest X-ray, Fecalysis, Hepa B

Medical Laboratory

1. Sign in the visitor's | 1. Let the Client None 1 minute
logbook at the guard sign in the Guard On Duty
house. logbook
2. Submit the required | 2. Receive and None 4-5 minutes SALMER L.
documents at the verify the ARIMADO
Scholarship Focal for | required Registrar
initial assessment and | documents MENZI M. LOBA
verification Office Aide (J.0.)
SAMSON BOLLOSA
JR.
Office Aide (J.0.)
JOGIE E. COPLA
Technical Staff
(C.0.S))
3. Submit the required | 3. Receive and None 5 minutes SALMER L.
documents at the verify the ARIMADO
Registrar’s Office for  required Registrar
validation. documents. gfﬁcl\lez,lo\'i\géL(?gA)
3.1. Proceed to —
record once all SAMSO'}SOLLOSA
requirements are Office Aide (3.0)
met. JOGIE E. COPLA
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chniaal Staff

(C.0.S.)

Total:

None

10 minutes

4. SENIOR HIGH SCHOOL PROGRAM (VOUCHER PROGRAM)

Registrar’s Office/SHS Coordinator

Simple

G2G Government to Citizen

Birth Certificate (PSA/NSO)
(original, 1 photocopy)

15 years old and above

PSA

Certificate of Completion
(original, 1 photocopy)
(original for ALS passer)

School Last Attended

Report Card/SF 10 (1 original, 1 photocopy)

School Last Attended

2 pcs 1x1 Size Picture and 2pcs Passport
size Picture (with collar, white background)

Photo Lab

Certificate of Good Moral
(original, 1 photocopy)

School Last Attended

Certificate of Ratings
(original for ALS passer)

School Last Attended

Chest X-ray, Fecalysis, Hepa B
for HE-COK,BPP, FBS

Medical Laboratory

1. Sign in the visitor's 1. Let the Client | None 1 minute

logbook at the guard sign in the Guard On Duty

house. logbook

2. Submit the required 2. Receive and None 4-5 minutes SALMER L.

documents at the verify the ARIMADO

Registrar/SHS Coordinator | required Registrar

for initial assessment and | documents ERIC L. LITA

verification A'O'”.SHS
Coordinator
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3. Submit the required 3. Receive and | None 5 minutes
documents at the verify the SALMER L.
Registrar’s Office/SHS required ARIMADO
Coordinator’s office for documents. Registrar
validation. 3.1. Proceed to ERIC L. LITA
record once all A.O.Il SHS
requirements are Coordinator
met.
Total:| None 10 minutes

5. PROVIDE ASSISTANCE TO TRAINEES / SCHOLARS ON HOW TO
ACCESS BIOMETRIC — ENABLED SCHOLARSHIP REGISTRATION
MANAGEMENT SYSTEM (BSRS)

Registrar’'s/AC Manager’s Office

Simple

G2G Government to Citizen

15 years old and above

Birth Certificate (PSA/NSO) PSA

(original, 1 photocopy)

Marriage Contract (if applicable) PSA

(1 photo copy)

Form 138 (original, 1 photocopy) School Last Attended

Transcript of Records (original, 1 photocopy) | School Last Attended
Diploma (original, 1 photocopy)
Any Government Issued Identification Card (BIR, COMELEC, DFA, LTO, NBI, PAG-
IBIG, PhilHealth, Post Office, PRC,
PWD, SSS)

1. Sign in the visitor's 1. Let the client| None 1 minutes.

logbook at the guard sign the logbook Guard On Duty

house.

2. Submit the required 2. Receive and None | 4-5 minutes. SALMER L.

documents at the Registrar | verify the required ARIMADO

for initial assessment and | documents Registrar

verification MENZI M. LOBA
Office Aide (J.0.)

SAMSON
BOLLOSA JR.

Office Aide (J.0.)
JOGIE E. COPLA
Technical Staff
(C.0.8)

MUNICIPALITY OF DARAGA - CITIZENS CHARTER Revised 2025, 1°" Edition |372



BAGONG PIL

3. Follow the instructions
of DHRDC staff on how to
access BSRS

3.1. For New Scholars /
Applicant’s or Existing
Scholars without an
Account:

Step 1: On the browser’s
address bar, type
https://bsrs.tesda.gov.ph.

Step 2: Once you reach
the BSRS homepage,
choose between New
Scholar / Applicant or
Existing Scholar
Registration (for existing
scholar without an
account) to register.

Step 3: Completely fill out
all the necessary fields.
3.1. For New Scholar
Applicant: Key in your
name, email address,
mobile number, and
nominated password, then
click “Create Account.”
3.2. For Existing Scholar
(without BSRS Account):
Key in the Scholar ULI,
Last Name, and Date of
Birth, then click “Submit.”

Step 4: Follow the
message prompt to check
and verify your email
address

Step 5: Check your email
and verify the link from
TESDA to finish creating
your account. Once done,
you will be redirected to
your TESDA Account.

Step 6: Once logged in,
complete your TESDA
Profile with the following

3. Assist the
trainee / scholar
on how to access
BSRS if they
need assistance

None

5t0 10
minutes

SALMER L.
ARIMADO
Registrar
MENZI M. LOBA
Office Aide (J.0.)
SAMSON
BOLLOSA JR.
Office Aide (J.0.)
JOGIE E. COPLA
Technical Staff
(C.0.8)
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BAGONG PIL

information for the 9-step
registration

6.1. Personal Information
6.2. Profile

6.3. Biometrics

6.4. Educational
Attainment

6.5. Classification

6.6. Disability Information
6.7. Supporting
Documents

6.8. Program Selection
6.9. Privacy Disclaimer

3. Follow the instructions
of DHRDC staff on how to
access BSRS

3.2. For those with an
Existing BSRS Account

Step 1: On your browser,
visit the BSRS website by
keying in
https://bsrs.tesda.gov.ph
on the address bar.

Step 2. Key in your
nominated email address
and password, then click
“Sign in.”

Step 3. Once logged in,
key in the OTP sent to you
via email, then click
“Verify.”

Step 4. Tick the checkbox
to agree to the Data
Privacy Statement and
Cookie Policy of the
website then click
“Submit.”

Step 5. You will be
directed to your profile and
you can start navigating
the BSRS.

3. Assist the
trainee / scholar
on how to access
BSRS if they
need assistance

SALMER L.
ARIMADO
Registrar
MENZI M. LOBA
Office Aide (J.0.)
SAMSON
BOLLOSA JR.
Office Aide (J.0.)
JOGIE E. COPLA
Technical Staff
(C.0.8)
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4. How to Enroll in a
Program in BSRS

Step 1. Visit the TESDA
BSRS website
https://bsrs.tesda.gov.ph

Step 2. Login using your

nominated email address
and password then click

“Sign in.”

Step 3. Key in the OTP
sent to your email, then
click “Verify.”

Step 4. Upon login, in the
dashboard, select the third
tab “Enrollment
Information.”

Step 5. Click “Enroll to a
Program” button.

Step 6. Use the filter to
search for your desired
program.

Step 7. Choose desired
program to view details.

Step 8. Click “Register
Now” and a dialog box will
appear asking you to
either proceed with the
enrollment or update your
profile. Choose “Proceed
to Enrollment” to continue
with the enroliment
procedures.

Step 9. Wait for the
confirmation.

Step 10. Open “Enrolled
Programs” to view enrolled
program and wait for
enrollment to be confirmed
by a school admin.

4. Assist the
trainee / scholar
on how to access
BSRS if they
need assistance

4.1. The
Administrator /
Registrar will
confirm the
enrollment once
all requirements
are met and

none

None

5 — 10 minutes

5 minutes

SALMER L.
ARIMADO
Registrar
MENZI M. LOBA
Office Aide (J.0.)
SAMSON
BOLLOSA JR.
Office Aide (J.0.)
JOGIE E. COPLA
Technical Staff
(C.0.8)

SALMER L.
ARIMADO
Registrar
MENZI M. LOBA
Office Aide (J.0.)
SAMSON
BOLLOSA JR.
Office Aide (J.0.)
JOGIE E. COPLA
Technical Staff
(C.0.8)
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uploaded to the
BSRS

6. ASSESSMENT CENTER

Registrar’'s/AC Manager’s Office
Simple

G2G Government to Citizen

15 years old and above

TESDA -OP-CO-05-F26 Assessment Center

(APPLICATION FORM)

3 pcs. Passport Size Picture (white Photo Lab

background, with collar and name tag

(First Name, Middle Initial, Last Name)

1. Sign in the 1. Let the Client None 1 minute

visitor's logbook at | sign in the Guard On Duty

the guard house. logbook

2Submit the required | 2. Receive and None 4 - 5 minutes SALMER L.

documents at the verify the required ARIMADO

Registrar/AC documents Registrar

Manager for initial / AC Manager

assessment and Zﬁ:(I\LCMEUSR'X

verification A.O.l/ Scholarship

Focal
JOGIE E. COPLA
Technical Staff
(C.0.S))/Liaison
Officer

3. Pay the | 3. 3. Receive 5 minutes

assessment  fees | payment and

according to the | issue the official Php

applied qualification | receipt on the ff: 1,720.00

and make sure to | BPP NC II, Php MAR'Al‘_Il_‘S\TgNA B.

secure an official :

Receipt that will be | Driving NC Il and | 1,320.00 Al Cashier

issued upon Php

payment Dressmaking NC | 1,380.00

Il
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4. Submit the Receive and None 5 minutes SALMER L.
required documents | verify the required ARIMADO
at the Registrar’s/AC | documents and Registrar
Manager’s Office for | schedule the / PARCI:NI\g:aEnSa?_er
validation. assessment when '
all requirements NAKAMURA
A.O.l/ Scholarship
are met Focal
JOGIE E. COPLA
Technical Staff
(C.0.S))/Liaison
Officer
Total:| See 15 minutes
table of
fees

7. REGULAR PROGRAM

Registrar’s Office
Simple

G2G Government to Citizen
15 years old and above

Birth Certificate (PSA/NSO) PSA

(original, 2 photocopies)

Marriage Contract PSA

(if applicable) (2 photocopies)

Form 138 (original, 2 photocopies) School Last Attended
3 pcs. Passport Size Picture (white Photo Lab

background, with collar and name tag
(First Name, Middle Initial, Last Name)

Certificate of Completion for ALS School Last Attended
Passer

(original)

Certificate of Rating for ALS Passer School Last Attended
(original)

1. Sign in the 1. Let the Client None 1 minute
visitor's logbook at | sign in the Guard On Duty
the guard house. logbook
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2. Submit the 2. Receive and None 4 - 5 minutes SALMER L.
required verify the required ARIMADO
documents at the documents Registrar
Registrar for initial / If‘é:”llv'ggggl_er
oo
A.O.l/ Scholarship
Focal
JOGIE E. COPLA
Technical Staff
(C.0.S))/Liaison
Officer
3. Pay the initial | 3. Receive Php 5 minutes
payment and  payment and 1,500.00
make sure to | issue the official MARIA LORENA B.
secure an official receipt LLENO
receipt that will be A.O.I/ Cashier
issued upon
payment
3. Submit the 4. Receive and None 5 minutes SALMER L.
required verify the required ARIMADO
documents at the documents and Registrar
Registrar’s Office | schedule the / AC Manager
for validation. training when all ZEII(I\,IACI:\/IEUSR%A.\
requirements are A.O.I/ Scholarship
met Focal
JOGIE E. COPLA
Technical Staff
(C.0.S))/Liaison
Officer
Total: Php 15 minutes
1,500.00

8. PROCESSING OF REQUEST FOR SCHOOL CREDENTIALS

Registrar’s Office

Simple

Citizen

G2G Government to

All

Official Receipts Cashier
Letter of Request School
(if Applicable) Registrar
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1. Secure the order of 1. Issue the order 1 minute MARIA LORENA B.
payment that will be of payment LLENO
issued by the staff A.O.l/ Cashier
2. Pay the required fees 2. Issue the Seetable | 5 minutes MARIA LORENA B.
of the requested official receipt for | of fees LLENO
document and make the ff: A.O.I Cashier
sure to secure an Certification,
official Transcript of
receipt which will be Competency and
issued upon payment  others
3. Submit the required 3. Release the None 5 minutes SALMER L.
documents at the requested ARIMADO
Registrar’s Office for ~ documents, Registrar |
validation. verify their

completeness, SAMSOI?IJF\?OLLOSA

and proceed to Office Aide/

record-keeping (J.0)/Records Officer

Total: | See 10 minutes
table of
fees

9. ENROLMENT SERVICES

Registrar’s Office

Simple

G2G Government to Citizen

18 years old and above

Birth Certificate (PSA/NSO) PSA
(original, 2 photocopies)
Marriage Contract (if applicable) PSA

(2 photocopies)

Form 138 (original, 2 photocopies)

School Last Attended

3 pcs. Passport Size Picture (white
background, with collar and name tag
(First Name, Middle Initial, Last Name)

1. Let the Client
sign in the
logbook

1. Sign in the
visitor’s logbook at
the guard house.

Photo Lab

None

1 minute.

Guard On Duty
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2. Submit the 2. Receive and None 4-5 minutes.
required verify the required ARIMADO
documents at the | documents. Registrar |
Scholarship Focal MENZI M. LOBA
for initial Office Aide (J.0.)
assessment and SAMSONJFE’OLLOSA
verification. Office Aide (J.0.)
3. Pay the required | 3. Receive the Php 5 minutes. MARIA LORENA B.
fees (if Regular | payment and 1500.00 LLENO
Program) and | issue the official A.O.I/ Cashier
make sure to | receipts
secure an official
receipt which will
be issued upon
payment
4. Submit the 4. Release the None 5 minutes. SALMER L.
required requested ARIMADO
documents atthe | documents, verify Registrar |
Registrar’s Office | their MENZI M. LOBA
for validation. completeness, Sg&ggﬁ'g%&ggp\

and arrange them IR

accordingly for Office Aide (J.0.)

record-keeping

Total: Php 15 minutes
1,500.00

10. STUDENT DEVELOPMENT SERVICES

School Clinic

Simple

G2G Government to Citizen

All

Medical History/Abstract Hospital/Clinic

health complaint

complaints, signs and
symptoms, medical

background

1.Sign in to the 1. Let the Client sign in the | None 1 minute PRINCES L.
Patient’s Logbook | logbook NAKAMURA
at the Clinic School Nurse
2. Consult for the | 2. Interview about chief None | 4-5 minutes PRINCES L.

NAKAMURA

School Nurse
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3. Submit to 3. Get the vital signs such | None 5 minutes PRINCES L.

medical as blood pressure, body NAKAMURA
examination temperature, pulse rate School Nurse

and breathing rate.

4. Follow health | 4. Provide First Aid None = 5-10 minutes PRINCES L.
advise treatment and nursing care. NAKAMURA
If needs further treatment, School Nurse

refer to the nearest rural
health center
Total: | None | 15 minutes

11. CAREER GUIDANCE SERVICES

Admin Office

Simple

G2G Government to Citizen
All

Target School/Office

1. Prepare a letter 1. Receive the None 5 minutes ERIC L. LITA
request letter request A.O.Il SHS
Coordinator
2. Submit the letter| 2. Approve or None |5-10 minutes, DR.JOEY M.
request to the admin disapprove the ZAMORA
request Vocational
School
Administrator
Total:) None | 15 minutes

12. INDUSTRY IMMERSION AND JOB PLACEMENT SERVICES

Admin Office
Simple

G2G Government to Citizen
All

Resume/Bio-Data Personal

MUNICIPALITY OF DARAGA - CITIZENS CHARTER Revised 2025, 1°" Edition |381



Certificate of employment Previous employer
Police/NBI Clearance PNP/NBI Office

1. Sign in to the visitor's | 1. Let the Client None 1 minute Guard on Duty

logbook at the guard sign in the

house logbook

2. Submit the 2. Receive and None 3 minutes Gio D. Nidua

resume/bio-data to the verify the SHS Teacher

Employment Coordinator | required (C.0.8)
documents

3. Attend the orientation | 3. Conduct the None 3 minutes Gio D. Nidua
orientation SHS Teacher

(C.0.58)

4. Prepare for the 4. Conduct the None 3 minutes Gio D. Nidua

interview and exam. interview and SHS Teacher
examination (C.0.8)

“End of transaction
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FEEDBACK AND COMPLAINTS MECHANISM

FEEDBACK AND COMPLAINTS MECHANISM

How to send a
feedback?

Answer the Client Satisfaction Measurement (CSM) form found at the
Receiving Area and drop it in the designated drop box found at the
corner of DHRDC Information Desk.

How feedbacks are
processed?

Every Friday, the assigned personnel will open the drop box and
consolidate the CSM form. Feedbacks requiring response is forwarded
to the proper Administrative Division for appropriate action.

For inquiries and follow-ups, client may contact the details below:

Contact Information

Facebook: DHRDC Anislag

Facebook page: Daraga Human Resource Development Center
Telephone number: 09318538332
Email:dhrdcanislag@gmail.com

How to file a
complaint?

For walk-in clients: Answer the client Complaint Form found at the
receiving area of the office and drop it at the designated “Complaints
Box” located at DHRDC Information Desk.

The complaints can also be filed through email at
dhrdcanislag@gmail.com

How complaints are
processed?

The assigned personnel will open emails on a daily basis and will open
the drop box and consolidate the complaints forms every Friday. The
report from the consolidated complaints will be forwarded to the Office
Head, upon evaluation, the Office Head will forward the complaints
report to the proper division for appropriate action.

The complainant shall be informed of the action through a letter which
may be sent through the contact information given/sent by the
complainant.

Contact Information
of ARTA, CSC CCB,
PCC

e Anti-Red Tape Authority:

Text: 1-2782, 8478-5093

E-mail: complaints@arta.gov.ph
e CSC Contact Center ng Bayan CCB:

Text: 0908-881-6565

E-mail: email@contactcenterngbayan.gov.ph
e Presidential Complaints Center:

Call: 8888
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EXTERNAL SERVICES
1. APPEAL FOR LATE ISSUANCE OF ADMISSION SLIP

There are requests beyond registration period for meritorious cases.
Office of the Registrar

Simple

Government to Citizen

DComcC Students

1. Letter addressed to the
Registrar

2. College Admission

Slip

1. Requesting Party

2. College

1. Submit letter endorsed by| 1. Receive None 2 minutes Ida E. Alamares,
the college letter, EdD
check and College Dean
record (COS)
to
logbook,
forward to
the
registrar
for action
1.1 Acton | None 1 Day Ida E. Alamares,
the EdD
request College Dean
(COS)
2. Claim appeal with action of| 2. Release None 2 Minutes Registrar’'s Staff
the College Registrar Appeal
TOTAL: | None 1 Day &4 Mary Jean L.
minutes Mendez
Admin. Aide |
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Act on student’s appeal for late enrollment beyond the deadline.
Office of the Registrar

1. Letter endorsed by
the College (1 Original
copy)

2. Certificate of
Attendance (1 Original
copy)

3. Enroliment Status
thru CRS

Simple

Government to Citizen

DComcC Students

1. Requesting Party

2. College

3. Admission Office

1. Submit letter endorsed| 1. Receive | None 2 minutes Mary Jean L.
by the college letter, check Mendez
and record Admin. Aide |
to logbook; Hohanna M.
Loteriia
1.1 Forward to Cle”(f%)A'de
College
Registrar  for
action
1.2 Act on the, None 1 Day Jay F. Nace
request Registrar |
2. Claim appeal with action| 2. Release None 2 Minutes Mary Jean L.
of the College Registrar Appeal Mendez
Admin. Aide |
Hohanna M.
Loterifia
Clerical Aide
(JO)
TOTAL: | None 1 Day 4
minutes
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3. APPEAL FOR LATE RESIDENCE/DROPPING/LEAVE OF ABSENCE

These student processes have deadlines; hence appeal to be accommodated beyond
the deadline

DComC Students

1. Letter endorsed by the
College

2. Status of enrollment Thru
CRS

1. Requesting Party

2. Admission Staff

1. Submit letter endorsed by | 1. Receive None 2 minutes Mary Jean L.
the college and enrollment | letter, Mendez
status thru College check and Admin. Aide |
Registrar’s Staff Ifggg(r)% ’ to Hohanna M.
' Loterifia
1.1Forward Cle”(?]%l))A'de
to College
Registrar
for action
1.2 Act on| None 1 Day Jay F. Nace
the request Registrar |
3. Claim appeal with action of 2. Release None 2 minutes Mary Jean L.
the College Registrar appeal Mendez
Admin. Aide |
Hohanna M.
Loterifia
Clerical Aide
(JO)
TOTAL: ' None 1 Day, 4
Minutes
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4. APPLICATION FOR DEFERMENT FOR NEW FRESHMEN

Application for Deferment for New Freshman who cannot enroll during the semester
originally

Office of the Registrar
Simple

Government to Citizen
Admitted New Freshmen who cannot enroll during the
semester originally applied for

1. Letter of deferment
2. Notice of Admission

1. Requesting Party
2. Office of the Registrar

1. Submit letter of deferment 1. Receive | None 5 minutes Mary Jean L.
and notice of admission letter with Mendez
notice of Admin. Aide |
admission
Hohanna M.
Loterifia
Clerical Aide
(JO)
1.1 Process| None 10 Minutes Mary Jean L.
request  for Mendez
deferment Admin. Aide |
Hohanna M.
Loterifia
Clerical Aide
(JO)
1.2 Act on the None 1 Day Jay F. Nace
request Registrar |
for
deferment
2. Claim/receive approval of2. None 2 Minutes Mary Jean L.
deferment Release/mail Mendez
approval of Admin. Aide |
deferment
Hohanna M.
Loterifa
Clerical Aide
(JO)
TOTAL: | None 1Day, 15
Minutes
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5. APPLICATION FOR TRANSFER FROM OTHER
COLLEGES/UNIVERSITIES

Application of transferees from who earned colleges units from other schools/universities
Office of the Registrar

Simple

Government to Citizen

Transfer Applicants from other schools/universities

1. Duly accomplished 1. College
Form 2. Student
2. Letter of intent to 3. Student
transfer
3. 3 copies 1x1 pictures 4. Last school attended prior to admission to DcomC
(White background) 5. Last school attended prior to admission to DComC
4. Honorable Dismissal 6. Last school attended prior to admission to DComC
5. Transcript of Records
6. Certificate of Good 7. Barangay Hall
Moral Character (Original) 8. Police Station
7. Brgy. Clearance 9. Philippine Statistic Authority
(Original)
8. Police 10.Book Store
Clearance 11.Book Store
(Original)
9. NSO Birth Certificate (2 12. Post Office
clear photocopies) 10. 2
long white folder
11. 2 long brown plastic
envelope
12. 1 long white envelope
(without window) and mailing
stamp
1. Submit all required 1. Receive ' None 15 minutes Admission Staff
documents check and
evaluate
application
form and
required
documents

MUNICIPALITY OF DARAGA - CITIZENS CHARTER Revised 2025, 1°" Edition |389



BAGONG PiL

1.1 None 15 minutes Detera
Preliminary Technical Staff
Evaluation (COS)
and
preparation
of referral
for final
evaluation
2. Follow-up result of the None 20 minutes Jay F. Nace
preliminary evaluation Registrar |
TOTAL: | None 40 minutes

~ FBEndoftransacton

6. ASSESSMENT AND PRINTING OF DROPPING SLIP OF NON-

REGULAR STUDENT

1. Dropping Form
2. Valid ID (any

Dropping Slip is used to drop subject/s

Office of the Registrar

Simple

Government to Citizen

All DCOMC enrolled students (Non-regular)

1. Office of the Registrar
2. DCOMC ID, Company ID, GSIS, SSS, LTO, DFA,

government issued ID, 1 etc
original for verification
only)
CLIENT STEPS AGENCY |[FEES TO PROCESSING PERSON
ACTION |BE PAID TIME RESPONSIBLE
1. Submit required documents 1. Receive | None 10 minutes Joben Detera
check and Technical Staff
check the (COS)
required
documents
1.1 Issue None 15 minutes Joben Detera
Dropping Technical Staff
Form (COS)
2. Go to Guidance Councilor None 15 minutes Christian A.
and Dean for their Signatures Semeniano,
RPm, LPT
Guidance
Counselor-
Designate

Ida E. Alamares,
EdD
College Dean

(COS)
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3. Submit to College Registrar none 15 minutes Jay F. Nace
Registrar |

TOTAL: none 55minutes

7. AUTHENTICATION/VERIFICATION OF TRANSCRIPT OF RECORDS

Issued to verify authenticity of the transcript of records

Office of the Registrar

Simple

Government to Citizen/Government to
Government/Government to Business

All

1. Duly accomplished | 1. Office of the Registrar
application form

2. Valid ID 2. DCOmMC ID, Company ID, GSIS, SSS, LTO, DFA, etc.
3. Original copy | 3. Student or requesting Party
of
transcript of records 4. Cashier, LGU-Daraga
4. Proof of

payment/Official Receipt

1. Accomplish and submit| 1. Receive
filled in request form and review
together with required request form | None 15 Minutes Mary Jean L.

documents Mendez
Admin. Aide |

Hohanna M.
Loterifa
Clerical Aide
(JO)
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and
requirements

1.1
Photocopy
original TOR,
pull-out file
copy,
1.2 Issue
order of
payment
2. Pay to the cashier and| 2. Record OR Php. 5 Minutes Paul S.
present the receipt 75.00 Miraflores
per Cashie_r
page (Collgctlon
Officer)
2.1 Record None 3 Minutes Mary Jean L.
request in log Mendez
book Admin. Aide |
Hohanna M.
Loterifia
Clerical Aide
(JO)
2.2 Check None 5 Minutes Mary Jean L.
against file Mendez
copy Admin. Aide |
Hohanna M.
Loterifia
Clerical Aide
(JO)
2.3 Final none 2 minutes Mary Jean L.
check and Mendez
initial of Admin. Aide |
authenticated
TOR Hohanr)a M.
Loterifia
Clerical Aide
(JO)
2.4 Secure None 5 Minutes Jay F. Nace
authorized Registrar |
signature
2.5 Record None 2 Minutes Mary Jean L.
document for Mendez
release Admin. Aide |
Hohanna M.
Loterifia
Clerical Aide
(JO)
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2.6 Do quality ' None 5 Minutes Mary Jean L.
control of the Mendez
document Admin. Aide |
before
release Hohanna M.
Loterifia
Clerical Aide
(JO)

3. Claim request 3. Release None 5 Minutes Mary Jean L.
request to the Mendez
student/ Admin. Aide |
representative

Hohanna M.
Loterifia
Clerical Aide
(JO)
TOTAL: PHP 47 Minutes
75.00
per set

*Should present authorization letter, photocopy of ID of the student
representative.

8. PROCESSING OF TRANSCRIPT OF RECORDS

A copy of a student’s permanent academic record for purposes of employment,
enrolment, scholarship etc.

Transcript Section, Office of the Registrar

Highly Technical

Government to Citizen

All DcomC Students

Where to Secure

1. Duly accomplished 1. Office of the Registrar

application form
2. Valid ID 2. DComC ID, Company ID, GSIS, SSS, LTO, DFA, etc.

3. Passport size photo for 3. Photo shop/service

Board Examination
Purposes (4 copies) 4. Cashier, LGU-Daraga

4, Proof of
payment/Official Receipt

S 5
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1. Accomplish and submit
filled in request form

1. Receive
and review

together with required request form Mary Jean L.
documents and None 20 Minutes Mendez
requirements Admin. Aide |
1.1  Check H?_h"’t‘”r_‘f‘ M.
. oterifia
student via Clerical Aide
CRS (JO)
1.2 Issue
order of
payment
2. Pay to the cashier and2. Record OR PHP 30 Minutes Paul S.
present the receipt and issue claim' 150.00 Miraflores
stub per set Cashlgr
(Collection
Officer-
Permanent)
2.1 Request | None 1 Day Ruby R.
for pull out of Magayanes
student record _Clerical
Aide/Record
Controller (JO)
2.2 Receive, None 15 Minutes Anadhiel A.
check the Navera
documents Clerical Aide
inside the (JO)
Module, insert Je'R’nAdgrS‘ A.
app_llcatlon, Clerical Aide
assign _task, (J0)
record in the
logbook
2.3 Distribute None 10 Minutes Anadhiel A.
record to first Navera
checker and Clerical Aide
check (JO)
Jelly Ann A.
Andes
Clerical Aide
(JO)
2.4 Process None 1 Hour Mary Joy M.
OTR via CRS Misolas
Module Admin. Aide IV
2.5 Final Mary Joy M.
checking of None 1 Hour Misolas
OTR Admin. Aide IV
2.6 Print OTR | None 5 Minutes Data Encoder
in security
paper
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2.7 check and | None 5 Minutes Anadhiel A.
Sign initials Navera
Clerical Aide
(JO)
Jelly Ann A.
Andes
Clerical Aide
(JO)
2.7 Secure None 5 Minutes
authorized Jay F. Nace
signature Registrar |
(Permanent)
Joey M. Zamora,
EdD
College
Administrator
(Permanent)
2.8 Do quality | None Mary Jean L.
control of the 1 Day, 2 Mendez
document Hours, 40 Admin. Aide |
before Minutes (Permanent)
release Hohanna M.
Loterifia
Clerical Aide
(JO)

3. Claim request 3. Release None 5 Minutes Mary Jean L.
request to the Mendez
student/ Admin. Aide |
representative

TOTAL.: PHP 2 Hours,
250:00 Minutes
per set

~ Endoftransaction

representative.

*Should present authorization letter, photocopy of ID of the student
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9. CLEARING OF ACCOUNTABILITY

To clear tagged accountability/ineligibility in the CRS
Office of the Registrar
Simple

Government to Citizen

Where to Secure

1. Proof of payment/Official
Receipt of
underassessment or
unpaid student bill

1. Cashier, LGU-Daraga

1. Submit required 1. Receive
documents and check
the required Mary Jean L.
documents None 30 Minutes Mendez
and clear Admin. Aide |
accountability (Permanent)
in the CRS Hohanna M.
Loterifia
Clerical Aide
(JO)
TOTAL: | None 30 Minutes

~ FEndoftransacton

10. SERVICES J. CLEARING OF INELIGIBILITY (ENTRANCE
CREDENTIAL)

Clearing of ineligibility status (lacking entrance credentials)

Office of the Registrar, Admission Section
Simple

Government to Citizen

DComC Students

Where to Secure

Lacking credentials e.g. (PSA
Birth Certificate, PSA Marriage
Certificate, Official Transcript of
Record, etc.

Depends on the lacking requirements (PSA for Birth Certificate
and Marriage Certificate, previous school attended for the
OTR, etc.)
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1. Submit the lacking 1. Receive,
requirements check the Mary Jean L.
submitted Mendez
requirement/s | None 20 Minutes Admin. Aide |
and clear (Permanent)
ineligibility
status in the Hohanna M.
CRS module Loterifia
Clerical Aide
(JO)
TOTAL: | None 20 Minutes
End of transaction

11. ISSUANCE OF CERTIFICATE OF CURRENTLY ENROLLED

Issued for purposes of visa application, employment, scholarship etc.

1. Duly Accomplished
request form

2. 1 Photocopy of COR
from the College

3. Documentary Stamp

Office of the Registrar

Simple

Government to Citizen

1. Office of the Registrar

DComC Students

2. Requesting Party

3. BIR

1. Fill-out and submit 1. Receive
accomplished request form and | and check Mary Jean L.
and photocopy of COR duly Mendez
accomplished None 20 Minutes Admin. Aide |
request form; (Permanent)
issue order of Hohanna M.
Loterina
payment Clerical Aide
(JO)
2. Pay to the cashier and 2. Record OR PHP 15 Minutes Paul S.
present the receipt to the Number in the 150.00 Miraflores
Registrar’s Office. request form Cashier
and return the (Collection
OR to the Officer-
student Permanent)
2.1 Process
request None 30 minutes Mary Joy M.
Misolas
Admin. Aide IV
(Permanent)
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Jay F. Nace

2.2 Secure None 10 Minutes
authorized Registrar |
signature (Permanent)
Joey M.
Zamora, EdD
College
Administrator
(Permanent)
3. Claim request 3. Release None 10 Minutes Mary Jean L.
request to the Mendez
student/ Admin. Aide |
representative (Permanent)
Hohanna M.
Loterifia
Clerical Aide
(JO)
TOTAL.: PHP 1 hour and 25
100.00 minutes

*Should present authorization letter, photocopy of ID of the student

representative.

12. ISSUANCE OF CERTIFICATE OF ENROLLMENT HISTORY

Issued for purposes of visa application, employment, scholarship etc.

Duly
request form
2. 1 Documentary Stamp

Accomplished

1. Fill out and submit

accomplished request form and
photocopy of COR

Office of the Registrar

Government to Citizen

DComC Students who are currently enrolled

Where to Secure

2. BIR

1. Receive
and check
duly
accomplished
request form;
issue order of
payment

1. Office of the Registrar

None

20 Minutes

Mary Jean L.
Mendez
Admin. Aide |
(Permanent)
Hohanna M.
Loterifa
Clerical Aide
(JO)
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2. Pay to the cashier and present | 2. Record OR PHP 15 Minutes Paul S.
the receipt Number in the | 100:00 Miraflores
request form Cashier
and return the (Collection
OR to the Officer-
student Permanent)
2.1 Process None 30 Minutes Ruby R.
request Magayanes
Clerical
Aide/Record
Controller (JO)
2.2 Secure None 10 Minutes Jay F. Nace
authorized Registrar |
signature (Permanent)
3. Claim request 3. Release None 10 minutes Mary Jean L.
request to the Mendez
student/ Admin. Aide |
representative (Permanent)
Hohanna M.
Loterifia
Clerical Aide
(JO)
TOTAL: PHP 85 Minutes
100:00

-~ Endoftansacton |
*Should present authorization letter, photocopy of ID of the student
representative.

13. ISSUANCE OF CERTIFICATE OF GRADE EQUIVALENCY

Certification of grade equivalent as a requirement for application for study/scholarship.

IGHEEBRDIVISIGRMINNNN office of the Registrar |

Simple
Government to Citizen
DComC Studets

1. Duly Accomplished requestl Office of the Registrar

form 2. BIR
2. 1 Documentary Stamp 3. DComC ID, National ID, Company ID, GSIS, SSS,
3.1 Valid ID Driver’s License, Passport ID, etc

eSS e B e
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1. 1. Fill-out and submit duly
accomplished form

1.1 Receive
and review
request form

~_ Endoftransaction

and None 5Minutes Mary Jean L.
requirements Mendez
1.2 Issue order ?Igc?rlr?{a ﬁ'ednet)'
of payment Hohanna M.
Loterifia
Clerical Aide
(JO)
2. Pay to the cashier and present 2. 1. Receive PHP 30 Minutes Paul S.
the receipt to the Registrar’s and record 150:00 Miraflores
Office payment Cashier
(Collection
Officer-
Permanent)
2.2. Process None 30 Minutes Ruby R.
the request Magayanes
Clerical
Aide/Record
Controller (JO)
3. Claim request 3. Release None 5 minutes Mary Jean L.
request to the Mendez
student/ Admin. Aide |
representative (Permanent)
Hohanna M.
Loterifia
Clerical Aide
(JO)
TOTAL.: PHP 1 hour and 10
150.00 minutes
per set

*Should present authorization letter, photocopy of ID of the student

representative.

14. ISSUANCE OF CERTIFICATE OF GRADES

Certification of grade equivalent as a requirement for application for study/scholarship.

Office of the Registrar

Complex

Government to Citizen

DComC Studets
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1. Duly Accomplished request
form

2. 1 Documentary Stamp

3. 1Valid ID

4. College Clearance

5. Proof of Payment/Official
Receipt

1. 1. Fill-out and submit duly
accomplished form

2. BIR

4. College

1. Receive and
review request

1 . Office of the Registrar

5. Cashier, LGU-Daraga

3. DComC ID, National ID, Company ID, GSIS, SSS,
Driver’s License, Passport ID, etc

form and
requirements None 20 Minutes Mary Jean L.
1.1 Check Mendez
student Admin. Aide |
records via (Permanent)
CRS Hohanna M.
1.2 Issue order Loterifia
of payment Clerical Aide
(JO)
2. Pay to the cashier and present 2. Record OR PHP 30 Minutes Paul S.
the receipt to the Registrar’s and issue 150:00 Miraflores
Office claim stub Cashier
(Collection
Officer-
Permanent)
2.1 Request None 15 Minutes Ruby R.
for pull out of Magayanes
student record Clerical
to the RMS Aide/Record
Controller (JO)
2.2 Receive, None 10 Minutes Mary Jean L.
check the Mendez
documents Admin. Aide |
inside the (Permanent)
record, insert Hohanna M.
application, Loterifia
assign tasks, Clerical Aide
record to (JO)
logbook
2.3 Process None 6 working days |Rosemarie M.
COG Saruca
Clerical Aide
(JO)
Joben Detera
Technical
Staff (COS)
Lhay S. Lopo
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Clerical Aide
(JO)
Leonil Z.
Obligacion
Clerical Aide
(JO)
Mary Joy M.
Misolas
Admin Aide IV
(Permanent)
Anadhiel A.
Navera
Clerical Aide
(JO)
Michelle S.
Palaje
Clerical Aide
(JO)
Jelly Ann A.
Andes
Clerical Aide
(JO)
Ruby R.
Magayanes
Clerical
Aide/Record
Controller (JO)
Ruby A.
Macasinag
Clerical Aide
(JO)

2.4 Check and
sign initials

None

5 Minutes

Mary Jean L.
Mendez
Admin. Aide |
(Permanent)
Hohanna M.
Loterifia
Clerical Aide
(JO)

2.5 Secure
authorized
signature

None

5 Minutes

Jay F. Nace
Registrar |
(Permanent)
Joey M.
Zamora, EdD
College
Administrator

(Permanent)
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2.6 Do quality None 5 Minutes Mary Jean L.

control of the Mendez
document Admin. Aide |
before release (Permanent)
Hohanna M.

Loterifia
Clerical Aide

(JO)

3. Claim request 3. Release None 5 minutes Mary Jean L.
request to the Mendez
student/ Admin. Aide |
representative (Permanent)

Hohanna M.
Loterifia
Clerical Aide
(JO)
TOTAL.: PHP 7 working
150.00 days
per set

-~ Endoftransacton

*Should present authorization letter, photocopy of ID of the student
representative.

15. ISSUANCE OF CERTIFICATE OF SPECIAL ORDER (SO)

Issued to student who graduated and aims for further studies, employment etc.

Office of the Registrar
Complex
Government to Citizen
DComC Studets

1. Duly Accomplished request1. Office of the Registrar
form 2. BIR

2. 1 Documentary Stamp 3. Cashier, LGU-Daraga
3. Proof of Payment/Official

Receipt

1. Fill-out and submitl. Receive Mary Jean L.

accomplished request form and check duly Mendez
accomplished Admin. Aide |
request form; None 20 Minutes (Permanent)

Hohanna M.

1.1 Issue order Loterifia
of Clerical Aide (JO)
payment
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2. Pay to the cashier and 2. Record OR PHP 30 Minutes iraflores
present the receipt number in the 150:00 Cashier (Collection
request form Officer-Permanent)
and return OR
to the student;
Ruby R.
2.1 issue claim Magayanes
stub Clerical
Aide/Record
Controller (JO)
2.2 Pull out of None 10 Minutes Ruby R.
student Magayanes
records for Clerical
confirmation Aide/Record
Controller (JO)
2.3 Process None | 6 working days Mary Joy M.
request Misolas
Admin. Aide IV
(Permanent)
2.4 Secure None 5 Minutes Jay F. Nace
authorized Registrar |
signature (Permanent)
Joey M. Zamora,
EdD
College
Administrator
(Permanent)
3. Claim request 3. Release None 5 minutes Mary Jean L.
request to the Mendez
student/ Admin. Aide |
representative (Permanent)
Hohanna M.
Loterifia
Clerical Aide (JO)
TOTAL: PHP 7 working
100:00 days

End of ransaction

*Should present authorization letter, photocopy of ID of the student

representative.

16. ISSUANCE OF CERTIFICATE OF UNITS GRADE

Certification of grade equivalent as a requirement for application for
study/scholarship.

IGHEEBRDIVISIGRMNNNNNNN office of the Registrar

Complex
Government to Citizen
DComC Studets
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1. Duly Accomplished request
form

2. 1 Documentary Stamp

3. Proof of Payment/Official
Receipt

ERTREE

1. Accomplish and submit filled
in request form together with
required documents

2. BIR

1. Receive and
review request
form and
requirements
1.1 Check
student
records via
CRS

1.2 Issue order
of payment

1. Office of the Registrar

3. Cashier, LGU-Daraga

anon

None

RO

20 Minutes

College
Registrar’s Staff

2. Pay to the cashier and present
the receipt to the Registrar’s
Office

2. Receive and
record
payment

2.1 Process
the request

2.2 Receive,
check the
documents
inside the
record, insert
application,
assign tasks,
record to
logbook

PHP
150:00

None

30 Minutes

College
Registrar's Staff

15 Minutes

Data Encoder

Data Encoder

2.3 Process
COG

None

6 working days

Data Encoder

2.4 Check and
sign
initials

None

5 Minutes

Data Encoder

2.5 Secure
authorized
signature

None

5 Minutes

Jay F. Nace
Registrar |
(Permanent)

2.6 Do quality
control of the
document
before release

None

5 Minutes

College
Registrar's Staff
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3. Claim request 3. Release None 5 minutes College
request to the Registrar’s Staff
student/
representative

TOTAL: PHP 7 working days
100:00

*Should present authorization letter, photocopy of ID of the student
representative.

17. ISSUANCE OF CERTIFICATE OF UNITS EARNED

Issued for purposes of employment, further study etc.
Office of the Registrar

Complex
Government to Citizen

1. Fillout and submitl. Receive
accomplished request form jand check duly Mary Jean L.
accomplished Mendez
request form; None 20 Minutes Admin. Aide |
(Permanent)
1.1 Issue order of Hohanna M. Loterifia
payment Clerical Aide (JO)
2. Pay to the cashier and 2. Record OR| PHP 30 Minutes
present the receipt number in the 150.00
request form
and return OR Paul S. Miraflores
to Cashier (Collection
the student; Officer-Permanent)
2.1 Issue claim
stub
2.2 Pull-out None 10 Minutes Ruby R.
student records Magayanes
for confirmation Clerical
Aide/Record
Controller (JO)
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2.3 Process None 1 Hour Mary Joy M. Misolas
request (6 days) Admin. Aide IV
(Permanent)
2.4 Secure None 5 Minutes Jay F. Nace
authorized Registrar |
signature (Permanent)
Joey M. Zamora,
EdD
College
Administrator
(Permanent)

3. Claim request 3. Release None 5 minutes Mary Jean L.
request to the Mendez
student/ Admin. Aide |
representative (Permanent)

Hohanna M.
Loterifia
Clerical Aide (JO)
TOTAL: PHP | 7 working days
150.00

*Should present authorization letter, photocopy of ID of the student
representative.

18. ISSUANCE OF CERTIFICATE OF WEIGHTED AVERAGE GRADE

Issued for students with honors, scholarship, employment, enroliment etc
Office of the Registrar

Complex

Government to Citizen

DComC Studets

1. Duly Accomplishedl. Office of the Registrar

request form 2. BIR
2. 1 Documentary Stamp 3. Cashier, LGU-Daraga
3. Proof of

Payment/Official Receipt

1. Fillout and submitl. Receive and Mary Jean L.
accomplished request form check duly Mendez
accomplished Admin. Aide |
request form; None 20 Minutes (Permanent)
Hohanna M.
Loterifia
Clerical Aide
(JO)Staff
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1.1 Issue order Paul S. Miraflores
of Cashier (Collection
payment/reque Officer-Permanent)
st form
2. Pay to the cashierand | 2. Record PHP 30 Minutes
present the receipt OR number in 150.00
the request form
and req[urn OR Ruby R.
to Magayanes
. Clerical Aide/Record
the student Controller (JO)
2.1 Issue claim
stub
2.1 Pull-out None 10 Minutes Mary Jean L.
student records Mendez
for confirmation Admin. Aide |
(Permanent)
Hohanna M.
Loteriia
Clerical Aide
(JO)Staff
2.2 Process None 2 Hours Data Encoder
request 5 working days
2.5 Secure None 5 Minutes Jay F. Nace
authorized Registrar |
signature (Permanent)
3. Claim request 3. Release None 5 minutes College Registrar's
request to the Staff
student/
representative
TOTAL: | PHP 7 working days
100:00
End of transaction

*Should present authorization letter, photocopy of ID of the student
representative.

19. ISSUANCE OF CERTIFICATION, AUTHENTICATION, VERIFICATION
(CAV)

Certification of authenticity of documents issued for purposes of enrollment, scholarship,
employment and visa

Office of the Registrar
Simple

Government to Citizen
DComC Studets
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1. Duly Accomplished Office of the Registrar
application form 2. BIR
2. 1 Documentary Stamp | 3. Scholarship Agency
3.1 Copy of OTR 4. DComC ID, National ID, Company ID, GSIS, SSS,
4.1 Valid ID Driver’s License, Passport ID, etc
5. Proof of Payment/Official 1. 5. Cashier, LGU-Daraga
Receipt
1. Fill-out and submit 1. Receive
accomplished form and the and check
required documents completeness of
the None 10 Minutes Mary Jean L.
required Mendez
documents Admin. Aide |
(Permanent)
11 Check Hohanna M.
student Loterifia
records via Clerical Aide (JO)
CRS
1.2 Issue
order of
payment
2. Pay to the cashier and 2. Record OR Php 30 Minutes Paul S.
present the receipt and issue 750.00 Miraflores
claim stub Cashier
*Requirement of (Collection
CAV Officer-
1. Indorsement Permanent)
Letter from
School Registrar
2. 2 copies of
TOR, DIPLOMA
(certified true
copy only)
3. 2 copies of
Special
Order/PACUCOA
2.1 Request None 30 Minutes Ruby R.
for puII out of Magayanes
student Clerical
record to Aide/Record
RMS Controller (JO)
2.2 Process None 1 Day Mary Joy M.
CAV Misolas
Admin. Aide IV
(Permanent)
2.5 Check and None 5 Minutes Mary Joy M.
sign Misolas
initials Admin. Aide IV
(Permanent)
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2.6 Secure None 5 Minutes Jay F. Nace
authorized Registrar |
signature (Permanent)
2.7 Do quality None 5 Minutes Mary Jean L.
control of the Mendez
document Admin. Aide |
before release (Permanent)
Hohanna M.
Loterifia
Clerical Aide (JO)
3. Claim request 3. Release None 5 minutes Mary Jean L.
request to the Mendez
student/ Admin. Aide |
representative (Permanent)
Hohanna M.
Loterifia
Clerical Aide (JO)
TOTAL: PHP 1 Day, 1 Hour
100:00 30 Minutes

20. ISSUANCE OF DIPLOMA AUTHENTICATION

Requested by clients to confirm the authenticity of the Diploma

Office of the Registrar
Simple
Government to Citizen

DComC Students

1. Fill-out and submit 1. Receive
accomplished request and check duly

form and photocopy of accomplished Mary Jean L. Mendez

Diploma request form; None 20 Minutes Admin. Aide |
(Permanent)
é.r%ier Issuoef Hohanna M. Loterifia
Clerical Aide (JO)
payment
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2. Pay to the cashier and 2. Record the PHP 30 Minutes
present the receipt Official Receipt 75.00
number in the
request form and Paul S. Miraflores
return the OR to Cashier (Collection
the Officer-Permanent)
student
2.1 Pull-out None 30 Minutes Ruby R. Magayanes
student records for . .
confirmation Clerical Aide/Record
Controller (JO)
2.2 Verify and None 5 Minutes Mary Joy M. Misolas
process request Admin. Aide IV
(Permanent)
2.2 Secure None 5 Minutes
. Jay F. Nace
au thorized Registrar | (Permanent)
signature
3. Claim request 3. Release None 5 minutes Mary Jean L. Mendez
request to the Admin. Aide |
student/ (Permanent)
representative Hohanna M. Loterifia
Clerical Aide (JO)
TOTAL: | PHP 1 Hour, 35
50:00 Minutes

~ FEndoftansacton |

*Should present authorization letter, photocopy of ID of the student
representative.

21. ISSUANCE OF CERTIFIED TRUE COPY OF CERTIFICATE OF

GRADES

Certify authenticity of COG submitted by students for purposes of employment,
education, scholarship etc.

request form
2. 1 Valid ID
3. Original Copy of

1. Duly Accomplished

Office of the Registrar

Simple

to Business

Government to Citizen/Government to Government/Government

DComC Students

1. Office of the Registrar

2. Company ID, School ID, GSIS, LTO, SSS, DFA, etc.
3. Requesting Party

COG
4, Proof of
Payment/Official Receipt
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1. Accomplish and submit
filled in request form together

1. Receive
and review

with required documents request form and Mary Jean L.
requirements Mendez
None 20 Minutes Admin. Aide |
11 Photocopy (Permanent)
original COG Hohanna M.
Loterifia
1.2 Issue Clerical Aide (JO)
order of payment
2. Pay to the cashier and 2. Record OR PHP 30 Minutes Paul S.
present the receipt 50:00 Miraflores
Cashier
(Collection
Officer-
Permanent)
2.1 Check against | None 10 Minutes Ruby R.
file copy in the Magayanes
Student Module Clerical
Aide/Record
Controller (JO)
2.2 Final check None 5 Minutes Ruby R.
and initial of Magayanes
authenticated Clerical
COG Aide/Record
Controller (JO)
2.3 Secure None 5 Minutes Jay F. Nace
authorized Registrar |
signature (Permanent)
2.4 Record None 5 Minutes Mary Jean L.
document for Mendez
release in the log Admin. Aide |
book (Permanent)
Hohanna M.
Loterifia
Clerical Aide (JO
2.5 Do quality None 5 Minutes Mary Jean L.
control of the Mendez
document before Admin. Aide |
release (Permanent)
Hohanna M.
Loterifia
Clerical Aide (JO)
3. Claim request 3. Release None 5 minutes Mary Jean L.
request to the Mendez
student/ Admin. Aide |
representative (Permanent)
Hohanna M.
Loterifia
Clerical Aide (JO)
TOTAL: | PHP 1 Hour, 25
75.00 Minutes
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representative

22. ISSUANCE OF CIVIL SERVICE EXEMPTION CERTIFICATE

BAGONG PILIPINAS

Issued to students who graduated with honors as requirement for Civil Service
Eligibility application

1. Duly

request form
2. Proof of

Receipt

Payment/Official

Accomplished

Office of the Registrar

Simple

Government to Citizen

DComC Students

1. Office of the Registrar
2. Cashier, LGU-Daraga

1. Fill out and submit 1. Receive
accomplished request and chegk duly Mary Jean L.
form accomplished Mendez
request form; Admin. Aide |
None 20 Minutes (Permanent)
1.2 Issue order of Hohanna M.
payment Loterifia
Clerical Aide (JO)
2. Pay to the cashier and | 2. Record OR PHP 30 Minutes Paul S.
present the receipt and issue claim 150:00 Miraflores
stub Cashier
(Collection
Officer-
Permanent)
2.1 Pull-out None 15 Minutes Ruby R.
student Magayanes
records Clerical
Aide/Record
Controller (JO)
2.2 Verity, None 30 Minutes Mary Joy M.
evaluate and Misolas
process request Admin. Aide IV
(Permanent)
2.4 Secure None 5 Minutes Jay F. Nace
authorized Registrar |
signature (Permanent)
Joey M.
Zamora, EdD
College
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Administrator
(Permanent)
2.4 Record None 5 Minutes Mary Jean L.
document for Mendez
release in the log Admin. Aide |
book (Permanent)
Hohanna M.
Loterifia
Clerical Aide (JO)
2.5 Do quality None 5 Minutes Mary Jean L.
control of the Mendez
document before Admin. Aide |
release (Permanent)
Hohanna M.
Loterifia
Clerical Aide (JO)
3. Claim request 3. Release None 5 minutes Mary Jean L.
request to the Mendez
student/ Admin. Aide |
representative (Permanent)
Hohanna M.
Loterifia
Clerical Aide (JO)
TOTAL: PHP 1 Hour, 55
250:00 Minutes
~ Endoftransaction |
*Should present authorization letter, photocopy of ID of the student
representative

23. ISSUANCE OF HONORABLE DISMISSAL

Issued to students who is transferring to another school.

Office of the Registrar
Simple

Government to Citizen
DComC Students

1. Office of the Registrar
2. College
3. Student

1. Duly
Accomplished

request form
2. College Clearance
3. Name of School

where
student transferred
2. Proof of Payment/Official
Receipt

CHENTSTERS | AOROTACTON BoND T meSronmie
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1. Fill out and submit

1. Receive

accomplished request form [and check duly

and required documents  accomplished Mary Jean L.
request form; 'V"?”d‘?z
i Admin. Aide |
None 20 Minutes (Permanent)
12— lssue Hohanna M.
order of Loterifia
payment Clerical Aide (JO)
2. Pay to the cashier and 2. Record OR PHP 30 Minutes
present the receipt Number in the 150.00
request form and
return the OR to Paul S. Miraflores
the Cashier (Collection
student; Officer-Permanent)
2.1 Issue claim
stub
2.1 Pull-out None 15 Minutes Ruby R.
student Magayanes
records Clerical Aide/Record
Controller (JO)
2.2 Verify, None 30 Minutes Mary Joy M.
evaluate and Misolas
process request Admin. Aide IV
(Permanent)
2.4 Secure None 5 Minutes Jay F. Nace
authorized Registrar |
signature (Permanent)
2.4 Record None 5 Minutes
document for Jay F. Nace
release in the log Registrar | (Permanent)
book
2.5 Do quality None 5 Minutes Mary Jean L.
control of the Mendez
document before Admin. Aide |
release (Permanent)
Hohanna M.
Loterifia
Clerical Aide (JO)
3. Claim request 3. Release None 5 minutes Mary Jean L.
request to the Mendez
student/ Admin. Aide |
representative (Permanent)
Hohanna M.
Loterifia
Clerical Aide (JO)
TOTAL PHP 1 Hour, 55
150.00 minutes

~ Endofwamsacon |

*Should present authorization letter, photocopy of ID of the student representative
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24. ISSUANCE OF LIST OF HONOR GRADUATES TO CIVIL
SERVICE COMMISSION (CSC)

CSC reference for Civil Service Eligibility Exemption

Office of the Registrar
Simple

Government to Government
Civil Service Commission

1. Requesting Party

1. Letter of Request addressed to
the College Registrar

1. Submit letter or send thru email| 1. Receive
add of the college registrar letter, record None 10 Minutes Mary Jean L.
in the log Mendez
book, and Admin. Aide |
forward to (Permanent)
the College Hohanna M.
Registrar Loterifia
Clerical Aide (JO)
1.1 College None 1 Da
Registrarg g Jay F Nace
acts on the Reqistrar |
(Permanent)
request
2.1 Process None 2 Days Jay F. Nace
request Registrar |
(Permanent)
2.4 Secure None 5 Minutes Jay F. Nace
authorized Registrar |
signature (Permanent)
Ida E.
Alamares,
EdD
College Dean
(COS)
Melvin M.
Goyena, EdD
VP for Academic
Affairs
(Permanent)
Joey M.
Zamora, EdD
College
Administrator
(Permanent)
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3. Forward to None 1 Hour
assigned Joben Detera
staff for Technical Staff
mailing or for (COS)
submission
TOTAL: PHP 3 Days, 1 Hour,
250:00 15 Minutes
~ Endoftransaction [

*Should present authorization letter, photocopy of ID of the student representative

25. SERVICES O. ISSUANCE OF CERTIFICATES OF GRADES
FOR CROSS-REGISTRANTS AND NON-DEGREE STUDENTS

Issued for academic purposes

Records Management Section (RMS), Office of the Registrar

Simple

Government to Government

Cross-Registrants and Non-Degree students

1. Duly  accomplished. Office of the Registrar
request form 2. BIR
2. Documentary Stamp 3. Cashier, LGU-Daraga
3. Official Receipt/Proof
of payment
1. Fill out and submitl. Receive and
accomplished request form check duly None 20 Minutes Mary Jean L.
accomplished Mendez
request form; Admin. Aide |
(Permanent)
1.1 Issue order Hohanna M.
of payment Loterifa
Clerical Aide (JO)
2. Pay to the Cashier 2.1 Record the PHP 30 Minutes
Official Receipt 150.00 Paul S
number in the _aut .
request form and Miraflores
return OR to the Ca_shler (Collection
student Officer-Permanent)
2.2 Print COG None 30 Minutes Mary Joy M.
from CRS Misolas
Admin. Aide IV
(Permanent)
2.3 Secure None 5 Minutes Jay F. Nace
authorized Registrar |
signature (Permanent)
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Joey M. Zamora,
EdD
College
Administrator
(Permanent)
10 Minutes Mary Jean L.
Mendez
Admin. Aide |
(Permanent)
Hohanna M.
Loterifia
Clerical Aide (JO)

3. Release request None
to the student/
representative

3. Claim request

TOTAL: PHP 1 Hour, 35
150.00 Minutes

~ Endoftransacton
*Should present authorization letter, photocopy of ID of the student representative

26. NEW FRESHMEN AND NEW TRANSFER FROM OTHER SCHOOLS
AND COLLEGES/UNIVERSITIES (UNDERGRADUATE)

Issuance of College Admission Slip to newly admitted freshmen and new transfer from
other schools and Colleges/Universities for registration purposes.

Admission Section (AS), Office of the Registrar

Simple
Government to Citizen
Admitted New Freshmen and New Transfer Students from other

school Colleges/Universities
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Requirement for First Year
Students:

1. College Admission Slip 2. 3
copies 1x1 photos (white
background)

3. Form 137 and Form 138
(original)

4. Certificate of Good Moral
Character (Original)
5.PSA/NSO Birth Certificate
6. X-ray and Medical
Certificate (Original)

7. Brgy. Clearance
(Original)

8. Police Clearance

9. 2 long white folder

10. 2 long brown plastic
envelope

11. 1 long white envelope
(without window)

12. Mailing stamp

Requirements for
Transferees:

Applicant

Philippine Statistic Office
Laboratory Center for Health

Police Station
. Book Store
10. Book Store
11. Book Store
12. Post Office

. Applicant

CoNokwNE

. Police Station

. Philippine Statistic Office
. Book Store

. Book Store

O©COoO~NOOUITD WNPEF

Guidance and Counselling Center

Previous School last attended (Senior High School)
Previous School last attended (Senior High School)

Barangay Hall, place of requesting party

. Previous School last attended (Senior High School)
. Previous School last attended (Senior High School)
. Previous School last attended (Senior High School)
. Barangay Hall, place of requesting party

1. 3 copies 1x1 photos
(white background)

2. Honorable Dismissal
3. Transcript of Records
4. Certificate of Good
Moral

Character (Original)

5. Brgy. Clearance

6. Police Clearance

7. PSA/NSO Birth
Certificate

8. 2 long white folder
9. 2 long brown plastic
envelope

10. 1 long white envelope
(without window)
11. Mailing Stamp

1. Submit all required
documents

10. Book Store
11. Post Office

1. Receive,
check, evaluate
all

required None
documents

1.1 Process
College Re-
Admission
Slip

20 Minutes

Krisha Ann

Barce
Clerical Aide
(JO)
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dys F.

2. Receive College 2.1 Release None 1 Minute
Admission Slip College Villamor
Admission Admin Officer II
Slip (Permanent)
3. Submit Admission Slip to the
College Registrar Staff
TOTAL: | None 21 Minutes

~ Endoftransaction

.

*Should present authorization letter, photocopy of ID of the student representative

27. ISSUANCE OF CERTIFICATION OF BREAKDOWN OF

MATRICULATION

1. Duly Accomplished

request form

2. Duly Accomplished

Scholarship Form

3. Proof of
Payment/Official

Receipt

1. Fill-out and submit
accomplished form and the
required documents for

Student request this document as a requirement in applying for scholarship

Office of the Registrar

Simple

Government to Citizen

DComC Studets

1. Office of the Registrar

2. Scholarship Agency

2. Cashier, LGU-Daraga

1. Receive
and check
completeness

the student

checking and assessment of the required None 20 Minutes College
documents Registrar’s Staff
1.1 Issue order
of payment

2. Pay to the cashier and 2. Receive PHP 30 Minutes College

present the receipt application and | 100:00 Registrar’s Staff
requirements
and record
payment
2.1 Process None 10 Minutes Accounting Unit
and print the Staff
certification
2.2 Sign the None 5 Minutes Collecting
Certification Officer

3. Claim request 3. Release the None 5 minutes College Registrar
certification to Staff
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TOTAL:

PHP
100:00

1 Hour, 10
Minutes

End of transaction

28. ISSUANCE OF CERTIFIED COPY OF ENTRANCE
CREDENTIALS/CHANGE OF MATRICULATION

CHECKLIST OF
REQUIREMENTS
1. Duly Accomplished

request form

1. FillFout  and submit
accomplished request form

Issued to student for College copy

Office of the Registrar

Simple

Government to Citizen

DComC Students

Where to Secure

1. Office of the Registrar

1. Receive
and check
completeness
of the

required
documents

1.1 Issue
order of
payment

None

20 Minutes

College
Registrar's Staff

2. Pay to the cashier and
present the receipt

2. Record the
Official Receipt
number in the
request form
and return the
OR to the
student

1.1 Issue
order of
payment

PHP
100:00

30 Minutes

College
Registrar's Staff

2.1 Pull-out
student
records and
photocopy
document
requested

None

20 Minutes

College
Registrar's Staff

2.2 Secure
authorized
signature

None

5 Minutes

Jay F. Nace
Registrar |
(Permanent)
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3. Claim request 3. Release None 5 minutes llege
request to the Registrar’s Staff
student/
representative

TOTAL.: PHP 1 Hour, 20
100:00 Minutes

~ FEndoftamsacton

*Should present authorization letter, photocopy of ID of the student representative.

29. ISSUANCE OF CERTIFIED TRUE COPY OF CERTIFICATE OF
GRADES

Certify authenticity of COG submitted by students for purposes of employment,
education, scholarship etc.

Office of the Registrar

Simple

Government to Citizen/Government to
Government/Government to Business

DComC Students

1. Duly  Accomplished 1. Office of the Registrar
request form
2. Valid ID 2. Company ID, School ID, GSIS, LTO, SSS, DFA, etc.
3. Original Copy of CD 3. Requesting Party
4, Proof of Payment/Official | 4. Cashier, LGU-Daraga
1. Accomplish and submit filled | 1. Receiv
in request form together with e and review
required documents request form
and
requirements None 20 Minutes College
Registrar's
1.1 Staff
Photocopy
original COG,
pull-out CD
file copy
1.2
Issue
order of
paymen
t
2. Pay to the cashier and 2. Record OR PHP 30 Minutes College
present the receipt 50:00 Registrar's
Staff
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College

2.1. Record None 10 Minutes
Request in Registrar's
log book Staff
2.1 Check
against
file copy
in the
Student
Module
2.2 Final None 2 Minutes College
check and Registrar’s
initial of Staff
authenticated
CD
2.3 Secure None 5 Minutes Jay F. Nace
authorized Registrar |
signature (Permanent)
2.4 Record None 5 Minutes College
document for Registrar's
release in log Staff
the book
2.5 Do quality None 5 Minutes College
control of the Registrar's
document Staff
before
release

3. Claim request 3. Release None 5 minutes College
request to the Registrar's
student/ Staff
representative

TOTAL: | PHP 50:00 1 Hour, 22
Minutes

*Should present authorization letter, photocopy of ID of the student
representative

30. SHIFTEES WITHIN THE COLLEGE

Issuance of College Admission Slip to admitted students who shifted to another program
for registration purposes.

Admission Section (AS), Office of the Registrar

Simple

Government to Citizen

Admitted New Freshmen and New Transfer Students from other
school Colleges/Universities

MUNICIPALITY OF DARAGA - CITIZENS CHARTER Revised 2025, 1°" Edition |423



1. College Admission Slip Admission Staff, Office of the Registrar
2. Certification of Grades Data Encoder, Office of the Registrar
3. Permit to Transfer College Registrar
1. Submit all required 1. Receive,
documents check, evaluate
all
required None 30 Minutes Krisha Ann
documents Barce
Clerical Aide
1.1 Process (JO)
College Re-
Admission
Slip
2. Receive College 2.1 Release None 5 Minutes Gladys F.
Admission Slip College Villamor
Admission Admin Officer II
Slip (Permanent)
3. Submit Admission Slip to the Client
College Registrar Staff
TOTAL: | None 35 Minutes

31. ISSUANCE OF DCOMC PHOTO ID

Issuance of Identification to all officially enrolled students

Admission Section (AS), Office of the Registrar

Highly Technical

Government to Citizen

Officially enrolled students, Cross-registrants, Faculty,
NonTeaching personnel

1. DComC ID application 1. Student
Form 2. Admission Section, Office of the Registrar
2. Appointment Slip 3. Photo shop/service

3. One (1) 1x1 size photo 4. | 4. Cashier, LGU-Daraga

Official receipt/Proof of payment | 5. Admission Section, Office of the Registrar
5. Duly accomplished
Information sheet

TR MG Beean
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1. Submit the accomplished 1. Receive
information sheet and required | and check None 3 Minutes Admission Staff
documents the required

documents

1.1 Issue

order of

payment

2. Record PHP
2. Pay to the cashier and the OR 150.00 15 Days Admission Staff
present the receipt number and | (for the re-

return to the | issuance)

student
3. Receive Claim Stub 3. Prepare

and transmit

Perso File to None 15 Days Admission Staff

card vendor

for printing
3. Claim DComC ID 3. Release None Tentative Admission Staff

processed ID

TOTAL: | 150.00 (for
the 1 Month, 3
reissuance) Minutes

32. PROCESSING OF CHANGE OF NAME

1. Duly accomplished
Request for change of Name
form
2. Original copy of PSA
Birth
Certificate
3. Original copy of
PSAMarriage Certificate (for
married women)

Affidavit of Discrepancy

To correct and update records.

Admission Section, Office of the Registrar

Simple

Government to Citizen

1. Admission Section, Office of the Registrar

2. PSA Office

3. PSA Office

4. Notary Public

All DCOmMC Students who are currently enrolled

CHETTES L G Beean Tte eelonseie
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1. Submit duly
accomplished form and the
required documents for
checking and

assessment

1. Receive
and check
completeness
of the required
documents;

None

30 Minutes

3. Claim the certification of
change of name

3. Record and
release the
copy of the
certification to
the student

None

30 Minutes

Mary Jean L.
Mendez
Admin. Aide |
(Permanent)
Hohanna M.
Loterifia
Clerical Aide (JO)
Rosemarie M.
Saruca
Clerical Aide (JO)
Joben Detera
Technical Staff
(COS)
Lhay S. Lopo
Clerical Aide (JO)
Leonil Z.
Obligacion
Clerical Aide (JO)
Mary Joy M.
Misolas
Admin Aide IV
(Permanent)
Anadhiel A.
Navera
Clerical Aide (JO)
Michelle S.
Palaje
Clerical Aide (JO)
Jelly Ann A.
Andes
Clerical Aide (JO)
Ruby R.
Magayanes
Clerical
Aide/Record
Controller (JO)
Ruby A.
Macasinag
Clerical Aide (JO)

TOTAL:

None

1 Hour

33. PROCESSING OF STUDENT COLLEGE CLEARANCE

A college clearance is a requirement in claiming of diploma, application of official

transcript of record, and in requesting of honorable dismissal.

Registration and clearance Section, Office of the Registrar
Simple

Government to Citizen

All DCOmMC Students
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1. Duly accomplished
DComC Form
2. Proof of payment/OR

1. Office of the Registrar

2. Cashier, LGU-Daraga

~ Endoftransacton

34. FACULTY ACCOUNT ACTIVATION

1. Apply College 1. Issue
Clearance to the RCS, College None 3 Minutes College
Office of the Registrar Clearance Registrar’s Staff
Form and
order of
payment
2. Receive,
2. Pay to the Cashier check and PHP
and settle accountability | record 100:00
and submit proof of payment (Plus 1 Hour Collecting
payment Graduation Officer
Fee of
PHP
1,500.00
per degree
program, if
applicable)
2.1 Clear the
tagged None 20 Minutes | Collecting
accountability Officer
in the CRS
2.2 Sign the None 20 Minutes Collecting
processed Officer
clearance
PHP 1 Hour, 43
TOTAL: 1,600.00 Minutes

I .

Faculty Account is a CRS role that has permissions to modules only available to faculty
members.

1. Faculty
(active) from Deans Office

appointment

Academic Information System Section, Dean Office

Simple

Government to Citizen

DCOmMC Faculty members

1. HRMO, LGU-Daraga
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W/

1. Request Faculty Status 1. Grant
Activation CRS Faculty None 1 Hour College Dean
Status Staff
TOTAL: None 1 Hour

35. ISSUANCE OF CERTIFICATE OF GOOD MORAL CHARACTER

Issuance of Certificate of Good Moral Character for purposes of employment, education,

scholarship etc.

1. Duly
request form
2. Documentary Stamp

3. Official Receipt/Proof of
payment

Accomplished

Guidance and Counselling Center

Complex

Government to Citizen

Students, Alumni, Parent/Guardian

Office of the Registrar
2. BIR
3. Cashier, LGU-Daraga

1. Get order of payment Issue order of None 5 minutes Mary Jean L.
from the registrar’s office payment Mendez
Admin. Aide |
(Permanent)
Hohanna M.
Loterifia
Clerical Aide (JO)
2. Presents Official Receiptto | Verifies the Paul S.
the Office of the Guidance and | cumulative/records | None 10 Minutes Miraflores
Testing anecdotal of the Cashier
Center requesting client (Collection
Officer-
Permanent)
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2. Identifies/Writes Encodes the | None 4 minutes
the following at the information given
back of the receipt: by the client and
a. Full name print the certificate
b. Course Rhea O. Llona
C. School year last Clerical Aide (JO)
attended/graduated
d. Complete Address
(Permanent Residence) e.
Purpose
3. Claim the certificate of Issues Certificate of| None 1 minute hea O. LI
Good Moral Character and Good Moral ?Ieﬁ?al A'i dLec()Jnc%
Character
register at the services Christian A.
logbook of the office Semeniano,
RPm, LPT
Guidance
Counselor-
Designate
(Permanent)
Joey M.
Zamora, EdD
College
Administrator
(Permanent)
ﬁ.oal(gn in the Service’s log None 1 minute Rhea O. Llona
Clerical Aide (JO
TOTAL: | None 21 minutes
End of transaction

36. ISSUANCE OF AUTHENTICATION OF SCHOOL ID

Certification of authenticity of documents issued for scholarship, employment etc.
purposes

Simple
Government to Citizen

1. School ID
2. Proof of Payment/Official
Receipt

1. Student
2. Cashier, LGU-Daraga
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1. Submit School ID 1. Receive
and Photocopy
1.1 Check None 10 Minutes Mary Jean L.
student Mendez
records via Admin. Aide |
CRS (Permanent)
Hohanna M.
1.2  Issue Loterifia
order of Clerical Aide (JO)
payment
2. Pay to the cashier and present| 2. Record PHP 30 Minutes Paul S.
the receipt OR Number 50.00 Miraflores
Cashier
2.2 Stamp (Collection
photocopy of Officer-
school ID Permanent)
2.6 Secure None 5 Minutes Jay F. Nace
authorized Registrar |
signature (Permanent)
3. Claim request 3. Release None 5 minutes Mary Jean L.
authenticated Mendez
copy Admin. Aide |
(Permanent)
Hohanna M.
Loterifia
Clerical Aide (JO)
TOTAL: | PHP 50 Minutes
75.00

*Should present authorization letter, photocopy of ID of the student representative.

37. ISSUANCE OF CERTIFIED COPY OF ENTRANCE
CREDENTIALS/CHANGE OF MATRICULATION

Issued to student for College copy
Office of the Registrar
Simple

Government to Citizen
DComcC Students

1. Office of the Registrar

1. Duly  Accomplished
request form
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1. Fill-out and submitl. Receive
accomplished request form and check Mary Jean L.
completeness of Mendez
the required None 20 Minutes Admin. Aide |
documents (Permanent)
Hohanna M.
1.1 Issue order Loterifia
of payment Clerical Aide
(JO)
2. Pay to the cashier and present 2. Record the PHP 30 Minutes
the receipt Official Receipt 75.00
number in the Paul S.
request form and Miraflores
return the OR to Cashier
the (Collection
student Officer-
Permanent)
1.1 Issue order of
payment
2.1 Pull-out None 20 Minutes Ruby R.
student records Magayanes
and photocopy Clerical
the document Aide/Record
requested Controller (JO)
2.2 Secure None 5 Minutes Jay F. Nace
authorized Registrar |
signature (Permanent)

3. Claim request 3. Release None 5 minutes Mary Jean L.
request to the Mendez
student/ Admin. Aide |
representative (Permanent)

Hohanna M.
Loterifia
Clerical Aide
(JO)
TOTAL: PHP 1 Hour, 20
75.00 Minutes

*Should present authorization letter, photocopy of ID of the student representative.

38. SUBMISSION AND EVALUATION OF DOCUMENTS OF
SCHOLARSHIPS, AND PRIVILEGES TO STUDENTS

Request of requirements to the eligible students for billing purposes.

Accounting Office

Simple

Government to Citizen/Government to Government

All DComC Eligible Students
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CHED Region V
Registrar’s Office
Registrar’s Office
Grantee

Scholarship Certification/NOA
2. Certification of Registration
3. Certificate of Grades

4. Photocopy of School ID

PO PE

1. Submit required documents 1. Receive
and check None 20 Minutes Gladys F.
completeness Villamor
of the Admin Officer I
required (Permanent)
documents
1.1 Submit to None 1 Month
the
Scholarship G_Iadys F.
agency with Villamor
attached AF()jmm Offlcter I
payroll (Permanent)

TOTAL.: None 1 Month, 20
Minutes

~ Endofgansacon |
39. ISSUANCE OF SCHOLASTIC VERIFICATION

Requested for employment purposes
Registrar’s Office
Simple
Government to Citizen/Government to Government/Government to
Business

All DComC Eligible Students

1. Duly 1. Registrar’s Office

Accomplished Form
2. I__etter from the 2. Requesting Pasty
requesting
Company/Office/Embassy
3. Consent and
Photocopy of any
Government issued ID of the
student

3. Student being verified
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1. Fill-out and submit | 1. Receive and
accomplished request check duly accomplished | None| 20 Minutes
form request form and issue
order of payment. Mary Jean L
2. Record the Official 'V'?”dez
Receipt number in the ?gg';éﬁgjnﬁ)l
request form and return Hohanna M
2. Pay to the cashier the OR to the student PHP 5 Minutes Loterifia )
and present the receipt 250.00 Clerical Aide (JO)
2.1 Pull-out student None | 30 Minutes Paul S.
records Miraflores
Cashier
(Collection
Officer-
Permanent)
2.2 Verify, evaluate and None| 30 Minutes Ruby R.
process the request Magayanes
Clerical
Aide/Record
Controller (JO)
2.3 Secure authorized None | 10 Minutes Mary Joy M.
signature Misolas
Admin. Aide IV
(Permanent)
3. Claim request 3. Release requesttothe | None| 5 Minutes Jay F. Nace
student/representative Registrar |
(Permanent)
TOTAL: | None| 1 Hour and 40
Minutes

*Should present authorization letter, photocopy of ID of the student representative.

40. READMISSION FROM ABSENCE WITHOUT LEAVE (AWOL)

Issuance of College Re-admission slip to re-admitted students from AWOL-for
registration purposes.

Admission Office, Office of the Registrar
Simple
Government to Citizen

Re-admitted students from Absence Without Official Leave
(AWOL)

1. College re-admission Slip 2.
Official Receipt for AWOL fee

3. Medical Certificate

4. Student Directory

1. College
2. Cashier, LGU-Daraga
3. College
4. College
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1. Submit all required 1. Receive,
documents check, None 20 Minutes Gladys F.
evaluate all Villamor
required Admin Officer I
documents (Permanent)
2. Pay to the cashier and 2. Process PHP 1 Hour Paul S.
present the receipt re-admission | 250.00 Miraflores
slip Cashier
(Collection
Officer-
Permanent)

3. Submit College readmission
Slip to the Office of the College
Registrar

TOTAL: None 1 Hour and 20
Minutes
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FEEDBACK AND COMPLAINT MECHANISM

How to send
feedback

Answer the client feedback form and drop it at a designated drop box
in front of section counter areas.

Contact Info. 09516813314

How feedback is

Every Friday, an Administrative staff collects all feedback form and
gives it to the College Administrator for opening and recording.
Feedback requiring answers are forwarded to the concerned section
chief who is required to answer within three (3) days upon receipt of the
feedback

processed The answer of the office is then relayed to the client.
For inquiries and follow-ups, clients may contact the College Registrar
at 09350771033.
A complaint may be filed/submitted to the DComC Registrar via letter or
email at registrar.dcomc@gmail.com indicating the following:
- Name of person being complained
- Incident
How to file a - Evidence .
complaint - Name of complainant

For inquiries and follow-ups, clients may contact the College Registrar
at 09516813314

How complaints are
processed

Complaints are immediately addressed by referral to the concerned
section or individual, who is given 72 hours to answer the complaint.
The College Registrar replies to the complainant by letter or email, and
usually offers solution to address the complaint.

For inquiries and follow-ups, clients may contact the College Registrar
at 09516813314

Contact Information

CP No. 09516813314
Email: registrar.dcomc@gmail.com
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PUBLIC EMPLOYMENT SERVICE OFFICE
(PESO)

CITIZEN’S CHARTER
Revised 2025, 18t Edition
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PUBLIC EMPLOYMENT SERVICE OFFICE (PESO)

MANDATE

PESO aims to ensure prompt and efficient delivery of employment facilitation services as
well as to provide timely information on Labor Market and DOLE Programs.

VISION
PESO DARAGA envisions that each family (household) have at least ONE JOB.

MISSION

To provide, promote and facilitate employment services to jobseekers, employers and
stakeholders through capacity development and linkage with government and non-
government entities.

SERVICE PLEDGE

We, the employees of the Public Employment Service Office (PESO) of Daraga, do hereby
swear and pledge to aim for service where people can explore various employment option.
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LIST OF SERVICES

PUBLIC EMPLOYMENT SERVICE OFFICE (PESO)

Frontline Services

External Services

. Application for PESO Applicant

. Application for Special and Local Recruitment Activity

. Application for Job Posting

. Application for Special Program for Employment of Students

Q| WIN|F

. Application for Summer Job / Local Government Internship
Program (LGIP)

»

. Application for Referral Letters

\l

. OFW Help Desk

8. Other DOLE (GRANDT — BASED) Program
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PUBLIC EMPLOYMEN SERVICE
OFFICE (PESO)

External Services

CITIZEN’S CHARTER
Revised 2025. 15t Edition
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EXTERNAL SERVICES
1. APPLICATION FOR PESO APPLICANT

Public Employment Service Office
Simple Transaction

Government to Client

Jobseekers

1. Resume

Hand carry by the applicants

2. NSRP FORM 1 PESO's Front Desk

1. Approached the

Public Assistance 1. Assists and refers Justine Emmanuel

Infqrmatlon Degk the client to the None . 3 Mondejar Office Clerk
Officer for Inquiry minutes (JO)

and signed the assigned personnel

attendance sheet

Irma Castuera
Office Clerk (JO)

Venevee Lazona

2. Proceed to the Office Clerk (JO)

2. Accept Resumes

and presentyour | andgve the NSRP | Nore | . b
b y form 1 to the client Ronallyn Llaneta
resume Office Clerk (JO)

Queenee Nufez
Office Clerk (JO)
Irma Castuera
3. The completeness Office Clerk (JO)
of the data needed in

3. Accomplish the the form will be

Venevee Lazona
Office Clerk (JO)

NSRP form 1 and evaluated and 5
. None .
return it to the assessed. minutes
_ Ronallyn Llaneta
assigned personnel | Present the PESO Job Office Clerk (JO)
Openings Catalog to
the client. Queenee Nufiez

Office Clerk (JO)

4. Browse the 4.1. Forward the job

PESO Job seeker's resume to the 2 Kevin Mendiorio
Vacancies Catalog company's email None | inutes Office Clerk (JO)
and let the address.

designated Irma Castuera

4.2. Encodes the 5 Office Clerk (JO)

personnel know None

which company and minutes

client’s information to

Venevee Lazona
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position you are
interested in.

Public Employment
Information System

Office Clerk (JO)
Ronallyn Llaneta
Office Clerk (JO)

Justine Emmanuel
Mondejar Office Clerk
(JO)

Queenee Nufiez
Office Clerk (JO)

TOTAL

None

18

minutes

2. APPLICATION FOR SPECIAL AND LOCAL RECRUITMENT ACTIVITY

Public Employment Service Office

Simple Transaction

Government to Client

Employers

1. Letter of Intent addressed to the Mayor
through the PESO Manager

2. Mayors Permit

3. Company Profile

4. Job Vacancies (for local company)

5. Approved Job Orders (for overseas)

6. Philjobnet Accreditation

Hand carry by the employers

Certificate of No Pending Case (for local
company)

Department of Labor and Employment

DMW License (for overseas)

Department of Migrant Workers

NSRP FORM 2

1. Approaches the
Public Assistance
Information Desk
Officer for Inquiry
and signs the
attendance sheet.
*application may
also be sent to
PESO Daraga email
address

1. Assists and refers
the client to the
assigned personnel

PESO's Front Desk

None

3 minutes

Justine Emmanuel
Mondejar
Office Clerk (JO)
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2. Receives the

documents

Check the . o
2. Proceeds to the | completeness of the gffym I(\:Alenlt(jlt?]rg
assigned personnel | submitted forms None | 5 minutes ice Clerk (JO)
Present and submit | Settle the schedule of Prescious Marfil
the requirements the recruitment activity Technical Writer (COS)

Endorse the

application to the

PESO Manager
3. Proceeds to the .
PESO I\/Ilanager for 362:/1?#1162'?38 the . Rey Josef Lawenko
*Apprqva Approves the None | 3 minutes PESO Manager

receives approval Application
through email PP
TOTAL | None | .1t
minutes

3. APPLICATION FOR JOB POSTING

Public Employment Service Office

Simple Transaction

Government to Client

Employers

1. Mayors Permit

2. Job Vacancies (for local company)
3. Approved Job Orders (for overseas)
4. Philjobnet Accreditation

Hand carry by the employers

5. Certificate of No Pending Case (for local
company)

Department of Labor and Employment

6. DMW License (for overseas)

Department of Migrant Workers

7. NSRP FORM 2

1. Approaches the
Public Assistance
Information Desk
Officer for Inquiry
and signs the
attendance sheet.
*application may
also be sent to

1. Assists and refers
the client to the
assigned personnel

PESO's Front Desk

Justine Emmanuel
Mondejar
Office Clerk (JO)

None 3 minutes
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PESO Daraga
email address

2. Receives the

2. Proceeds to the | documents Kevin Mendiorio
assigned Check the Office Clerk (JO)
personnel completeness of the .

Present and submitted forms None S minutes Prescious Marfil
submit the Endorse the Technical Writer
requirements application to the (COS)

PESO Manager
3.1. Validates the

3. Proceeds to the

documents . Rey Josef Lawenko
ZESrng/tllanager for Approves the None 3 minutes PESO Manager
. PPro Application
receives approval 3.2. Posting of Jo
through email Vacancies to PESO None 3 minutes Kevin Mendiorio

Office Clerk (JO
Facebook Page ice Clerk (JO)

TOTAL | None 14 minutes

4. APPLICATION FOR SPECIAL PROGRAM FOR EMPLOYMENT OF
STUDENTS

Public Employment Service Office

Simple Transaction

Government to Client

Students
Out of School Youth

1. Photocopy of Birth Certificate

2. ITR of Parents or BIR Tax Exemption (if
parents are employed) or Barangay
Certificate of Indigency

3. Certificate of Grades

Hand carry by the clients

4. 2 pieces of 2x2 picture

5. Certification from Barangay or MSWD if
osY
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1. Approaches

the Public
ﬁ]?(?lr?rtgt]i%en Desk 1._ Assists and rgfers the . Justine Emmanuel
Officer for client to the assigned None | 3 minutes ‘Mondejar
: . personnel Office Clerk (JO)
Inquiry and signs
the attendance
sheet.
2.1. Receives the
documents
Check for the Jorie Mabini
completeness of the Technical Writer (COS)
requirements . - Prescious Marfi
Evaluates the submitted | None | 3 minutes Technical Writer (COS)
2. Proceeds to documents
the assigned Advice the client of the Rosemarie Mascarifias
personnel next procedure of the Office Clerk (JO)
application process
Files the application
2.2. Validates the
documents , Rey Josef Lawenko
Approves the None | 3 minutes PyESO Manager
Application
TOTAL | None | 9 minutes

5. APPLICATION FOR SUMMER JOB / LOCAL GOVERNMENT
INTERNSHIP PROGRAM

Public Employment Service Office

Simple Transaction

Government to Client

Students

1. Valid School ID
2. Certificate of Grades

Hand carry by the clients
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the Public
Assistance
Information Desk

1. Assists and refers the
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Justine Emmanuel

Officer for Inquiry client to the assigned None 3 minutes ‘Mondejar
and signs the personnel Office Clerk (JO)
attendance
sheet.
2.1. Receives the Jorie Mabini
documents Technical Writer
Check for the (COS)
completeness of the
requirements Prescious Marfil
Evaluates the submitted None 3 minutes Technical Writer
2. Proceeds to documents (COS)
the assigned Advice the client of the _
personnel next procedure of the Rosemarie
application process Mascarifias Office
Files the application Clerk (JO)
2.2. Validates the
documents . Rey Josef Lawenko
Approves the None 3 minutes PyESO Manager
Application
TOTAL | None 9 minutes

6. APPLICATION FOR REFERRAL LETTER

Public Employment Service Office

1. valid ID
2. Resume

1. Approaches
the Public
Assistance
Information Desk
Officer for Inquiry
and signs the
attendance
sheet.

Simple Transaction

Government to Client

Jobseekers

1. Assists and refers the
client to the assigned
personnel

Hand carry by the clients

None

3 minutes

Justine Emmanuel
Mondejar
Office Clerk (JO)
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2.1. Receive the
documents Check and None 5 minutes
interview the client

Rey Josef Lawenko
PESO Manager

Kevin Mendioro
Office Clerk (JO)

2.2. Prepares the T Johr ie Mla\*/)vi”{
2. Proceeds to referral letter Forwards None | 5 minutes ec ?(':Cgs) riter
the assigned the letter to the PESO
personnel Manager for signing Prescious Marfil
Technical Writer
(COS)
2.3. Sign and release : Rey Josef Lawenko
the referral letter None 3 minutes PESO Manager

TOTAL None 16 minutes

7. REQUEST FOR OFW ASSISTANCE

Public Employment Service Office

Simple Transaction

Government to Client

Returning Overseas Filipino Workers (OFWs)
Displaced Worker

1. Official Documents Related to the
client’s concern

2. Any documents about the client's
concern

Hand carry by the clients

1. Approaches

the Public

ASS|stan.ce 1. Assists and refers the Justine Emmanuel

Information Desk . ) . .

Officer for Inquiry client to the assigned None 3 minutes ‘Mondejar
personnel Office Clerk (JO)

and signs the
attendance
sheet.

2. Proceeds to | 5 cpock and interview

. . Rey Josef Lawenko
the assigned the client None 30 minutes PESO Manager
personnel
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3. Submit the

supporting 3. Finalize and submit to None 1da Rey Josef Lawenko
documents OWWA ROV y PESO Manager
needed
TOTAL | None | Ldayand
33 minutes

8. REQUEST FOR OTHER OTHER DOLE (GRANT-BASED) SERVICES
PROGRAM

Public Employment Service Office

Simple Transaction

Government to Client

Qualified Beneficiaries depending on the Program (TUPAD, GIP,
DILEEP, etc...)

1. At least 1 Valid ID or Barangay
Certification

2. Other requirements to follow depending
on the availability of the program/s

Hand carry by the client

1. Approaches
the Public
Assistance

Information 1. Assists and refers Justine Emmanuel
Desk Officer for | the client to the None 3 minutes Mondejar
Inquiry and assigned personnel Office Clerk (JO)
signs the
attendance
sheet.

2.1. Interview the client Rey Josef Lawenko

;eg?i;d;{}grfhe'r None | 20 minutes PESO Manager
2. Proceeds to PP : :
the assigned 2.2. Provide a list of
ersonnel requirements for
P specific programs to None 3 minutes | ey Josef Lawenko

i PESO M
be submitted for the anager

following day

TOTAL None 26 minutes
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How to Accomplish our feedback form available at the receiving desk and drop it at
send the designated drop box at the PESO Public Assistance and Complaints
feedback? | Desk
How The drop box is opened by designated persons every Friday to compile the
feedbacks | CSM forms. Feedback that needs to be answered is sent to the relevant
are Administrative Division. For questions or follow-ups, please use the
processed? | information below.
Contact Website: daragé.gov.ph
Information Face_book page: Peso Dara_lga
Email: pesodaraga8@gmail.com
How to file For \(vglk-in clients: Complete the Clignt Complaint Form available at the.
a receiving desk and drop_ it at the designated drop box at the PESO Public
complaint? Assistance and Complaints Desk.
" | Complaints may also be submitted via email: pesodaraga8@gmail.com
Every day, designated staff will review emails, and on Fridays, they will
How are | compile the complaint forms from the drop box. After being reviewed by the
complaints | Office Head, the combined report is sent to the relevant division for action.
processed? | A letter with the outcome will be sent to the complainant's submitted contact
details.
e Anti-Red Tape Authority:
Contact Text: .1.-2782, 8.478-5093
Information E-mail: complaints@arta.gov.ph
e CSC Contact Center ng Bayan CCB:
of ARTA, i
CSC CCB, Text: _9908-381-6565
PCC E-mail: email@contactcenterngbayan.gov.ph

e Presidential Complaints Center:
Call: 8888
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OFFICE OF THE VICE MAYOR
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OFFICE OF THE VICE MAYOR

CITIZEN’S CHARTER
Revised 2025, 15t Edition
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Mandate

Pursuant to the Local Government Code of 1991 (RA 7190), the office of the Vice-Mayor
has both executive andadministrative functions as the regular presiding officer of the
Sangguniang Bayan, has the power to appoint staffs, to sign treasury warrants for all
appropriated expenditures for the operation of the Sangguniang Bayan, and such other
functions that shall be prescribed by the law.

Vision

Establish a transparent local governance with accountable delivery ensures fairness
across the citizens of the municipality of Daraga.

Mission

Provide guidance to the Sangguniang Bayan for making local ordinances that support
the vision and mission of the Local Government Unit of Daraga.

Service Pledge

We, the Office of the Vice Mayor, seeking the aid of the Father Almighty, are dedicated
to providing efficient services that enhance local legislation through transparency and
genuine governance, maintains complete dedication to serving clients through ethical
service practices to address their needs, and keeping our commitment by executing our
official responsibilities faithfully.
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LIST OF SERVICES

Office of the Vice Mayor

Frontline Services

External Services

1. ACCOMODATING INQUIRIES OF PUNONG BARANGAYS

2. ACCOMODATING INQUIRIES OF PUNONG BARANGAYS

3. APPROVAL OF APPLICATION FOR ACCREDITATION
OF THE CIVIL SOCIETY ORGANIZATION (CSO),
PEOPLE’S ORG. (PO)

Internal Services
1. LEGISLATIVE ACTION

2. RECEIVING COMMUNICATIONS FROM THE MAYOR'S
OFFICE
3. RECEIPT OF BARANGAY BUDGETS & OTHER
COMMUNICATION

4. ENDORSEMENT OF COMMUNICATIONS TO THE
SANGGUNIANG BAYAN MEMBERS

5. TRANSMITS MISCELLANEOUS COMMUNICATION TO
THE SANGGUNIANG BAYAN AND SB SECRETARY
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EXTERNAL SERVICES
1. ACCOMODATING INQUIRIES OF PUNONG BARANGAYS

ACCOMODATING INQUIRIES OF PUNONG BARANGAYS

Accommodating inquiries of Punong Barangays regarding local

G2G- Government to Government

Punong Barangays

1. Letter of Intent (1 original, 1. ~ |Concerned Punong Barangay
machine copy)

1. Submits 1. Receives None 3 MINUTES Roseam Per]tecostes
Letter of Intent |and reviews Mlca Biton
submitted Frances Aira Dela Cruz

. ey
letter of intent Clerical Aide (JO)

2. Discusses 2. None 10 Justine Cabahug
the concern  |Analyze/proce Ralph Louie Neo
relative to local sses inquires MINUTES Clerical Aide (JO)
legislation for possible

remedy

TOTAL None 15 MINUTES
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2. ACCOMMODATES/RECEIVES COMPLAINTS AGAINST
ERRING BARANGAY OFFICIALS

CCOMMODATES/RECEIVES COMPLAINTS AGAINST ERRING
BARANGAY OFFICIALS

Receives complaints concerning erring Barangay Officials pursuant
0 Section 61 paragraph (c) of RA 7160 also known as the Local
Government Code of 1991.

Office of the Vice Mayor

Highly Technical

G2C- Government to Citizen

G2G- Government to Government

1. Verified Compliant as alleging |Complainant
the cause/causes of action as per
Section 61 paragraph (c) of RA
7160 also known as the Local
Government Code of 1991(1
original, 1 machine copy)

2. Supporting Documents (if any) |[Complainant

1. Submit the 1.1. Receives |None| 1 MINUTE Roseam Pentecostes
verified complaint the complaint Mica Biton

Frances Aira Dela Cruz

and other and supporting Clerical Aide (JO)

supporting documents
documents for
initial assessment
and evaluation

1.2 Reviews | None 1 DAY Rglph Neo
the submitted Mica Biton
documents Frances Aira Dela Cruz

Clerical Aide (JO)
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and assesses
the same.

1.3. Transmits

i Roseam Pentecostes
Frances Aira Dela Cruz

Secretary for Clerical Aide (JO)
inclusion in
the Regular/
Special
Session
1.4. Referral of| None 1 DAY Roseam Pentecostes
the complaint Mica Biton
to the Frances Aira Dela Cruz
appropriate Clerical Aide (JO)

committee

TOTAL|None| 3 WORKING
DAYS

3. APPROVAL OF APPLICATION FOR ACCREDITATION OF THE
CIVIL SOCIETY ORGANIZATION (CSO), PEOPLE’S ORG. (PO)

APPROVAL OF APPLICATION FOR ACCREDITATION OF
THE CIVIL SOCIETY ORGANIZATION (CSO)

Reviews and approved application for accreditation of Civil
Society Organization (CSO)

Office of the Vice Mayor

Simple

G2G- Government to Government

Civil Society Organization
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1. Letter of Application (1 original, 1
receive copy) and other supporting

documents (if applicable)

1. Submits all the
necessary requirements
to the office of the
secretary of the
Sanggunian

1.1.
Receives
letter of
application &
supporting
documents
transmitted
by the
Secretary of
the
Sanggunian.

1.2 Review
and checks
submitted
documentary
requirements

1.3 Prepares
and
submitted
application
to the Vice
Mayor for
perusal

1.4
Transmittal
to the SB
Secretary for
inclusion in
the Regular/
Special
Session for
approval

1.5 Awarding
of the
certificate of
accreditation

None

None

None

None

None

1 MINUTE

1 MINUTE

1 MINUTE

1 MINUTE

1 MINUTE

Rosesam Pentecostes
Mica Biton
Frances Aira Dela Cruz
Clerical Aide (JO)

Justine Cabahug
Jerico Banton
Clerical Aide (JO)

Ralph Neo
Clerical Aide (JO)

Rosesam Pentecostes
Mica Biton
Frances Aira Dela Cruz
Clerical Aide (JO)

Vice Mayor’s Office Staff
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and of the
resolution

TOTAL| None | 5 MINUTES

INTERNAL SERVICES
1. LEGISLATIVE ACTION

1. LEGISLATIVE ACTION

cts on matters referred by the Office of the Mayor, as certified
urgent

Office of the Vice Mayor

Simple

G2G- Government to Government

Mayor’s office and/or other Local Department

1.Transmittal Letter (1 original, 1 copy)Mayor’s Office

2. Supporting documents Mayor’s office and/or other Local Department

1. Transmittal of 1.1. Receives None 1 MINUTE Roseam Per)tecostes

communication / transmittal letter . M'Z@ B'E)OV; c
rances Alra bela Cruz

request.and other and other Clerical Aide (JO)

supporting supporting

documents from documents
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Mayor’s Office for
immediate

1.2. Determines | None | 10 MINUTES Justine Cabahug

if request is for Jerico Banton
referral, or Clerical Aide (JO)

endorsement to
the SB Members
or for

immediate
action

1.3. Prepares None 3 MINUTES Ralph Neo
communication Clerical Aide (JO)

(if necessary)

1.4. Releases None 3 MINUTES Roseam Pentecostes

communication Mica Biton
Frances Aira Dela Cruz
to the person/s

Clerical Aide (JO)

or office
concerned

TOTAL| None 20
MINUTES

2. RECEIVING COMMUNICATIONS FROM THE MAYOR'’S OFFICE

RECEIVING COMMUNICATION FROM THE MAYOR’S
OFFICE

Receives other communication/request from the Office of
the Mayor and other offices.

Office of the Vice Mayor

Simple

G2G- Government to Government
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Mayor’s Office/Other Offices concerned

1. Submits communication and | 1.1 None 1 MINUTE Roseam
other supporting documents Receives Pentecostes
submit- Mica Biton
ted
communic Frances Aira Dela
ation and Cruz
supporting Clerical Aide (JO)
other
document
S
12 None 1 MINUTE
De_termlne Justine Cabahug
s if the
received Jerico Banton
communic Clerical Aide (JO)
ation is for
referral,
memo,
endorsem
ent or. None 1 MINUTE
immediate Roseam
action Pentecostes
1.3 Mica Biton
Transmlt_s Frances Aira Dela
cqmmumc Cruz
ation to
the SB Clerical Aide (JO)
Secretaria
t's Office ,
as
necessary
'OTAL None 3 MINUTES

.

|
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3. RECEIPT OF BARANGAY BUDGETS & OTHER COMM CATION

RECEIPT OF BARANGAY BUDGETS AND OTHER
COMMUNICATION

Receives Barangay Budgets and other incoming communication from
he Municipal Budget Office, to be included in the Regular/Special
Session of the Sangguniang

Office of the Vice Mayor

G2G- Government to Government

Municipal Budget Office

1. Barangay budgets and Municipal Budget Office
communications

1.Submits 1.1. Receives None 1 MINUTE Roseam Pentecostes
Barangay Barangay Mica Biton
Budget and budget and

other other Frances Aira Dela Cruz
supporting  supporting Clerical Aide (JO)

documents documents

1.2. Transmits

Barangay

budget to the

SB Secretariat’s

Office for Roseam Pentecostes
A L. Mica Biton
inclusion in the

next Regular None 1 MINUTE | Frances Aira Dela Cruz
Session Clerical Aide (JO)

1.3. Referral to
the Committee
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of Finance and
Appropriation
Hon. Bobby C.
Magalona
None 1 MINUTE _ _
Acting Vice Mayor
(During session)
TOTAL None 3 MINUTES

4. ENDORSEMENT OF COMMUNICATIONS TO THE
SANGGUNIANG BAYAN MEMBERS

ENDORSEMENT OF COMMUNICATION TO THE
SANGGUNIANG BAYAN MEMBERS

Endorses communication or matters to the Sangguniang Bayan
Members.

Office of the Vice Mayor

Simple

G2G- Government to Government

Office concerned

1. Letter/communication (1 Office concerned

original, copy)

2. Supporting documents
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1. Submits the [1.1. Receives None 1 MINUTE Roseam Per_mtecostes
letter/ letter/ Mica Biton

. L Frances Aira Dela Cruz
communication jcommunication. Clerical Aide (JO)
and other

supporting
documents

1.2. Transmittal
of the letter / None 1 MINUTE
communication
to the SB
Secretary for
inclusion in the
Regular/Special
Session

Hon. Bobby C. Magalona

1.3.Referral of None 1 MINUTE Acting Vice Mayor

letter /
communication
to the
appropriate
committee

TOTAL| None 3 MINUTES

5. TRANSMITS MISCELLANEOUS COMMUNICATION TO THE
SANGGUNIANG BAYAN AND SB SECRETARY

RANSMITS MISCELLANEOUS COMMUNICATION TO THE
SANGGUNIANG BAYAN AND SB SECRETARY

ransmits miscellaneous communication to the Sangguniang Bayan
Members and to the SB Secretary.

Office of the Vice Mayor

Simple

G2G- Government to Government

Person/s or Office concerned

1. Letter or communication (1 Person/s or Office concerned
original, 1 copy)
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Submits letter or 1.1 Receives None 1 MINUTE Rosesam Pentecostes
communication andithe letter or Mica Biton
supporting communication Fraglce_s 'A]'?(?elagruz
documents . erical Aide (JO)
1.2. Transmittal
(if applicable) of the Iet_ter or None 1 MINUTES Roseam Pentecostes
communication Mica Biton
to the Frances Aira Dela Cruz
Sangguniang Clerical Aide (JO)
member or the
SB Secretary
as the case
may be
TOTAL None 2 MINUTES
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FEEDBACK AND COMPLAINTS MECHANISM

FEEDBACK AND COMPLAINTS MECHANISM

How to send a Answer the Client Satisfaction Measurement (CSM) form found
feedback? at the Receiving Area and drop it in the designated drop box
found at the corner, beside the door of the Municipal Planning
and Development Office.

How feedbacks are Every Friday, the assigned personnel will open the drop box
processed? and consolidate the CSM form. Feedbacks requiring response
is forwarded to the proper Administrative Division for
appropriate action.

For inquiries and follow-ups, client may contact the details
below:

Contact Information | Website: daraga.gov.ph

Facebook page:
https://www.facebook.com/daragapio?mibextid=LQQJ4d
Telephone number:

Email address: officemayors01l@gmail.com

How to file a For walk-in clients: Answer the client Complaint Form found at
complaint? the receiving area of the office and drop it at the designated
“Complaints Box” at Daraga Municipal Hall lobby beside the
table of the desk officer (DO) of the day.

The complaints can also be filed through email at
pdo.daraga.lgu@gmail.com

How complaints are | The assigned personnel will open emails on a daily basis and
processed? will open the drop box and consolidate the complaints forms
every Friday. The report from the consolidated complaints will
be forwarded to the Office Head, upon evaluation, the Office
Head will forward the complaints report to the proper division
for appropriate action.

The complainant shall be informed of the action through a
letter which may be sent through the contact information
given/sent by the complainant.

Contact Information e Anti-Red Tape Authority:
of ARTA, CSC CCB, Text: 1-2782, 8478-5093
PCC E-mail: complaints@arta.gov.ph
e CSC Contact Center ng Bayan CCB:
Text: 0908-881-6565
E-mail: email@contactcenterngbayan.gov.ph
e Presidential Complaints Center:
Call: 8888
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SB LEGISLATION
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SB LEGISLATION OFFICE
DARAGA

MANDATE:

The Sangguniang Bayan shall enact laws and policies that promote social and economic
well-being, ensuring a safe, sustainable, and supportive environment through proactive
and transparent governance.

MISSION:

To collectively meet the needs of the residents and communities and to realize the
Sangguniang Bayan'’s articulated vision by ensuring consistency and uniformity in drafting
with brevity, clarity and precision, Municipal Ordinances, and subordinate legislation,
aligned with the executive agenda.

VISION:

An empowered, proactive and effective Sangguniang Bayan, building a municipality where
our residents’ social and economic well-being flourishes in an environment that is
physically safe and supportive.

SERVICE PLEDGE:

We, the Sangguniang Bayan, commit to crafting clear, precise, and consistent legislation
that aligns with our vision and the executive agenda. With integrity and transparency, we
serve to meet community needs and drive progress.
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1. SOLICITATION

' Sangguniang Bayan
Receives solicitation letter from Diff. Barangays of the Municipality of

| G2C- Government to Citizen
Constituents/Organization of Diff. Barangay of the Municipality of
Daraga

1. Personal Letter Addressed to the| Requesting Person/Organization
Sangguniang Bayan

1. Submit letter 1. Receives letter None 1 MINUTE KATHERINE A.
request request TIRADOR
SB LEG
2 INFORMATION -
WORKING ADMIN AIDE |
DAYS

Councilor's Staffs
» Hon. Nufiez's staffs
» Hon. Bajamundi's

staffs
» Hon. De Lumen's
staffs
» Hon. Baylon's staffs
» Hon. Duran's staffs
» Hon. Marcellana's
2. Acts on the None > Hon Bisrgaaf::l's staffs
request > SK Pres. Baldo's
staffs
» ABC Pres. De Asis's
staffs

Councilor's Staffs
» Hon. Nuiez's staffs
» Hon. Bajamundi's

staffs
» Hon. De Lumen's
staffs
» Hon. Baylon's staffs
» Hon. Duran's staffs
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» Hon. Marcellana's
staffs

» Hon. Bichara's staffs

> SK Pres. Baldo's

staffs
> ABC Pres. De Asis's
staffs
TOTAL None 2
WORKING
DAYS
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MAYOR

ALt/
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THE VICE

Sangguniang Bayan

Receives communication from the Office of the Vice Mayor and other

municipal offices.

Simple

G2C- Government to Government

1. Letter/ communication

Office of the Vice Mayor

Person/Office Concerned

2. Supporting documents

Person/Office Concerned

1. Submits letter/
communication
and other
supporting
documents

1. Receives
letter/
communication
and other
supporting
documents

2. Endorses the
received letter
to the
Sangguniang
Bayan
Members

3. Response,
Actions, and

Remarks

None

None

None

1 MINUTE

1 MINUTE

5 WORKING
DAYS

Katherine Tirador
Admin Aide |
SB Legislation
Information

Councilor's Staffs

» Hon. Nuiez's staffs

» Hon. Bajamundi's
staffs

» Hon. De Lumen's
staffs

» Hon. Baylon's staffs

» Hon. Duran's staffs

» Hon. Marcellana's
staffs

» Hon. Bichara's staffs

» SK Pres. Baldo's
staffs

» ABC Pres. De Asis's
staffs

Councilor's Staffs

» Hon. Nuiez's staffs

» Hon. Bajamundi's
staffs

» Hon. De Lumen's
staffs

» Hon. Baylon's staffs

» Hon. Duran's staffs

» Hon. Marcellana's
staffs

» Hon. Bichara's staffs

» SK Pres. Baldo's
staffs

» ABC Pres. De Asis's
staffs
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Councilor's Staffs
» Hon. Nufiez's staffs
» Hon. Bajamundi's
staffs
» Hon. De Lumen's
staffs
» Hon. Baylon's staffs
» Hon. Duran's staffs
» Hon. Marcellana's
staffs
» Hon. Bichara's staffs
» SK Pres. Baldo's

staffs
» ABC Pres. De Asis's
staffs
TOTAL None 5
WORKING
DAYS

3. CALL FOR COMMITTEE HEARING

Office of Sangguniang Bayan

| Issues

Simple

G2C- Government to Citizens

All departments involve in the committee/meeting

1. Communication letter submitted to | Office of the SB Secretariat
person, department head, councilor involve
in the committee hearing.

2. Availability of the Session hall/Mayor’s| Person Concerned/Office Concerned
conference room for the said hearing.

3. Supporting Documents Person Concerned

1.Desseminate 1. Receives None 1 MINUTE SB Legislation/office

communication communication involve

letter to office letter

concerned Katherine Tirador
Admin Aide |
SB Legislation

Information
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2.Secure Make sure all None 1 MINUTE
availability of the | materials.
venue hall Equipments ) _
(microphone,speak Committee chairman
er,pen,paper staff
table,chalrs_) needed Councilor's Staffs
for the hearing are > Hon. Nufiez's staffs
prepared > Hon. Bajamundi's
staffs
» Hon. De Lumen's
staffs
» Hon. Baylon's staffs
» Hon. Duran's staffs
» Hon. Marcellana's
staffs
» Hon. Bichara's staffs
» SK Pres. Baldo's
staffs
» ABC Pres. De Asis's
staffs
Total None 2 minutes
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4.CALL FOR PUBLIC HEARING

Office of Sangguniang Bayan

Issues

Simple

G2C- Government to Citizens

All departments involve in the committee/meeting

1. Communication letter, invitation | Office of the SB Secretariat
submitted to person, department head,
councilor involve in the public hearing.

2. Availability of the Session hall/Mayor’s| Person Concerned/Office Concerned
conference room for the said hearing.

3. Supporting Documents Person Concerned
1.Desseminate 2. Receives None 1 MINUTE SB Secretariat office
communication communication
finvitation letter to letter Ma. Coleta Isabel M.
office, persons Tan
concerned SB Secretary / Staff
Make sure all
2.Sgcu_re_z matc_—mals. None 1 MINUTE Committee chairman
availability of the | Equipments staff
venue hall (microphone, speak
er,pen,paper Councilor's Staffs
table,chairs) needed > Hon. Nufiez's staffs
for the hearing are » Hon. Bajamundi's
prepared staffs
» Hon. De Lumen's
staffs
» Hon. Baylon's staffs
» Hon. Duran's staffs
L » Hon. Marcellana's
3. Manifest the chﬁlugg;:"{h'gcshtgf{goi staffs
public hearing. , Non » Hon. Bichara's staffs
the hearing one 2 MINUTES » SK Pres. Baldo's
staffs
ABC Pres. De Asis's
staffs
Councilor/
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Committee chairman
staff

Councilor's Staffs
» Hon. Nufiez's staffs
» Hon. Bajamundi's

staffs
» Hon. De Lumen's
staffs
» Hon. Baylon's staffs
» Hon. Duran's staffs
» Hon. Marcellana's
staffs
» Hon. Bichara's staffs
» SK Pres. Baldo's
staffs
> ABC Pres. De Asis's
staffs

Total None 4 minutes
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OFFICE OF THE SECRETARY TO THE
SANGGUNIAN

|. Mandate: As provided for by Section 469 of RA 7160, known as the Local
Government Code of 1991, there shall be a secretary to the sanggunian who
shall be a career official with the rank and salary equal to a head of department or
office, thus:

* There shall be a secretary to the sanggunian who shall be a career official with the
rank and salary equal to a head of department or office;

* The secretary to the sanggunian shall take charge of the office of the secretary to
the sanggunian and shall:

o Attend meetings of the sanggunian and keep a journal of its proceedings; o
Keep the seal of the local government unit and affix the same with his signature
to all ordinances, resolutions, and other official acts of the sanggunian and
present the same to the presiding officer for his signature;

o Forward to the governor or mayor, as the case may be, for approval, copies of
ordinances enacted by the sanggunian and duly certified by the presiding
officer, in the manner provided in Section 54 under Book | of this Code;

o Forward to the sanggunian panlungsod or bayan concerned, in the case of the
sangguniang barangay, and to the sangguniang panlalawigan concerned, in the
case of the sangguniang panlungsod of component cities or sangguniang
bayan, copies of duly approved ordinances, in the manner provided in Sections
56 and 57 under Book | of this Code;

o Furnish, upon request of any interested party, certified copies of records of
public character in his custody, upon payment to the treasurer of such fees as
may be prescribed by ordinance;

o0 Record in a book kept for the purpose, all ordinances and resolutions enacted or
adopted by the sanggunian, with the dates of passage and publication thereof;

o0 Keep his office and all non-confidential records therein open to the public during
the usual business hours;

o Translate into the dialect used by the majority of the inhabitants all ordinances
and resolutions immediately after their approval, and cause the publication of
the same together with the original version in the manner provided under the
LGC Code;

o Take custody of the local archives and, where applicable, the local library and
annually account for the same; and

o Exercise such other powers and perform such other duties and functions as
may be prescribed by law or ordinance relative to his position.
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[I. Vision: The Office of the Secretary to the Sanggunian provides comprehensive,
strategic, innovative, efficient, ethical and citizen-friendly services to the Sangguniang
Bayan members.

[Il. Mission: The Sangguniang Bayan Secretariat of Daraga, Albay aims to serve the
legislative body as well as to support the whole local government in its commitment to
achieve healthy, innovative and progressive town and citizenry.

IV. Service Pledge

1. Legislative functions

a. To provide support services to the Sangguniang Panlungsod when it
legislates measures:

To provide for the levy and collection of taxes in accordance with the Law;

c. To fix the number and salaries of officials and employees and laborers as
provided by law, rules and regulation;

d. To fix schedules of fees and charges for all services rendered by the city or
any of its department, branches or offices;

e. To provide for the erection and maintenance of the public schools;

f. To establish and maintain or aid in the establishment and maintenance of
vocational schools and institutions of higher learning;

g. To maintain any City Court established by law which shall have jurisdiction on
criminal cases falling under the ordinance of the City;

h. To make regulations to protect the public from conflagration or mitigate the
effects of famine, flood, storm and other calamities and provide relief thereof;

2. Administrative functions

a. This Office performs services and support activities to enable the
Sangguniang Panlungsod to hold sessions and perform its business;

b. It keeps the records of the minutes and proceeding of the Sangguniang
Panlungsod,;

c. It disseminates to all concerned the policies of the City Government in the
form of Ordinances and Resolutions.

d. It assists the Sangguniang Panlungsod in the conduct of public hearings,
committee hearings and public consultation;

e. Supervises staff and personnel of the Office of the City Secretary.
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Quasi-Judicial functions

a. Receives complaint against barangay officials;
Notifies respondents of the complaint and receives answer;
Assists the Committee of the Whole in the conduct of the investigation and
the documentation of evidence;

d. Sends parties the resolutions or decisions of the Sangguniang Panlungsod on
the cases filed before it; and
e. Performs other functions as may be required by law

Oversight functions

a. Assists the Committee of the Whole presided by the Vice Mayor and the
plenary when it meets to investigate or conducts fact finding proceedings in
connection with performance of official function in the City Government;

b. Sends processes to parties concerned in connection with the above purpose
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LIST OF SERVICES

OFFICE OF THE SB SECRETARIAT

External Services (Submission of Requests)

1. Application for Accreditation of Civil Society Organizations (CSOSs)

2. Application for Reclassification of Land

3. Request for Records and Request for Certified copies of Records

Internal Services (Legislative Process)

1. Receipt of Communications/ Requests/ Barangay
Ordinances/Resolutions for review and Accommodation of Requests
for the Sangguniang Bayan’s Regular/Special Sessions:

Inclusion of Proposed Ordinances/Resolutions, Barangay Budgets
and other letters for the Regular Session

2. Furnishing of Notice for the Next Session and of Minutes of the
previous Session for Approval

3. Conduct of Regular/Special Session Approval/Referral of
considered measures on Sessions

4. Transcription of Approved Ordinances/Resolutions
Affixation of Signatures of the SB Secretary,
Author/s and Presiding Officer

Delivery of invitations/communications for Committee
Meetings/Hearings

5. Conduct of Committee Meeting

6. Production and filing / Codification of Final Copy of Records

6. Production and filing / Codification of Final Copy of Records
Transcription of Printing of the approved Minutes and Journals of
Proceedings

Scanning and uploading of the final copies of Ordinances /
Resolutions to the SB Portal
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1. APPLICATION FOR ACCREDITATION
CIVIL SOCIETY ORGANIZATIONS

OF

v
BAGONG PILIPINAS

Office of the SB Secretariat

Simple

G2C- Government to Citizen

G2G- Government to Government

|
|
| Civil Society Organizations
|

Letter of Intent and other documentary Client
requirements (please see Annex A)

1. Submits the Receives and None
letter of intent, reviews the
together with the submitted
documentary application;

requirements;
Endorses the
Application for
Accreditation to
the Vice Mayor,
Chairman of the
Committee on
CSOs & NGOs;

Reviews the
submitted
application and
calls for a
meeting if
necessary,

Receives the
transmitted
application from
the Office of the
Vice Mayor;

Calendars the
Proposed
Resolution
Accrediting the
CSO-Applicant;

Approves the
Resolution

5 minutes

3 minutes

1 day

3 minutes

1 minute

60 minutes
(during
Session of the

Ms. Arlene
Chunaco
Admin. Aide |

Mr. Roland
Menguilla
Office Aide/ JO

Hon. Bobby C.
Magalona
Acting Vice
Mayor

Ms. Arlene
Chunaco
Admin. Aide |

Ma. Coleta Isabel
M. Tan
Secretary to the
Sanggunian
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Sangguniang
Bayan
Accrediting the None Sangguniang
CSO-Applicant; Bayan)
Ms. Nizza
Transcribes the Janeah L.
Resolution 30 minutes Lomeda
Accrediting the Technical
CSO-Applicant; StafflCcOS
and
Transmits the
copy of the 30 minutes
Resolution to
persons/offices Ms. Be_:lleza
concerned:; Espino
Admin. Aide IV
TOTAL 1 day, 2
hours,
12 mins.

2. APPLICATION FOR RECLASSIFICATION
OF LAND

Office of the SB Secretariat
Technical

G2C- Government to Citizen
G2G- Government to Government

Any walk-in Applicants/clients

Letter of Intent and other documentary| Client
requirements (please see Annex B)
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1. Submits the

letter of intent,
together with the
documentary
requirements

Receives and
reviews the
submitted
application;

Calendars the
Application to
the next
Regular
Session;

Refers the
Application to
the Committee
on Housing &
Land Use for
review and
action with the
request that a
Committee
Report be
rendered
within fifteen
(15) days from
the date of
referral;

Calendars the
proposed
Ordinance/
Resolution
approving the
request;

Approves the
Ordinance/
Resolution
approving the
request;

Transcribes
the
Ordinance/
Resolution
approving the

P1,000.00
(upon
submission of
the
documentary
Requirements)

Note:
Payments
shall be made
to the Office of

5 minutes

3 minutes

60 minutes
(during
Session of the
Sangguniang
Bayan)

3 minutes

60 minutes
(during
Session of
the
Sangguniang
Bayan)

30 minutes

Arlene
Chunaco
Admin. Aide |

Ma. Coleta
Isabel M. Tan
Secretary to the
Sanggunian

Hon. Bobby C.
Magalona
Vice Mayor

Ma. Coleta
Isabel M. Tan
Secretary to the
Sanggunian

Sangguniang
Bayan

Nizza Janeah
L. Lomeda
Technical Staff
/ COS
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request;

Transmits the 30 minutes Belleza Espino
copy of the Admin Aide IV
Resolution to

persons/offices

concerned;

Total| P1,000.00 3 hours and
11minutes

End of Transaction

3. REQUEST FOR RECORDS AND CERTIFIED
COPIES

| Office of the SB Secretariat
Simple

G2C- Government to Citizen
G2G- Government to Government

Any walk-in Applicants/clients

Request Letter stating the document needed and| Client
purpose of request
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1. Submits the letter- | Receives the P100.00 | 1 minute Ms. Arlene
request stating | Letter-request; Chunaco
the purpose for Admin. Aide |

the same;
Evaluates the 1 minute
request; Ms. Belleza
Espino
Researches the 5 minutes Admin Aide IV
2. Requests for | record requested (depending on
Certified copies of | for; the record
Records; requested) Ms. Belleza
Espino
Reproduces the A
3. Paysthe | Requested P100.00 Admin Aide IV
certification fee at | document; 2 minutes
the Treasurer’s (depending on Mr. Roland
Office and | Certifies the the no. of Menguilla
presents its | machine copies pages) Office Aide/ JO
Official Receiptto | of
the SB Sec. office | the documents; 2 minutes Ma. Coleta
for the (depending on Isabel M. Tan
release of the Releases the the no. of Secretary to the
document requested pages) Sanggunian
document
upon 1 minute
presentation of Records
the personnel,
OR Note: SB Sec Office
Payments
shall be Ma. Coleta
made to Isabel M. Tan
the Office Secretary to the
of the Sanggunian
Mun.
Tr_eas. Ms. Belleza
Vgftfti]cial Espino
Receipts Admin Aide IV
TOTAL | Php 12 minutes
200.00

End of transaction

MUNICIPALITY OF DARAGA - CITIZENS CHARTER Revised 2025, 1°" Edition |485




BAGONG PILIPINAS

INTERNAL SERVICES LEGISLATIVE PROCESSES

1. RECEIPT OF COMMUNICATIONS AND ACCOMMODATION OF
REQUESTS FOR THE SANGGUNIANG BAYAN’S REGULAR/SPECIAL
SESSIONS

| Office of the SB Secretariat

1. Transmits the Receives the none | 1 minute Ms. Arlene
communication transmittal from Chunaco
to the Office of the Office of the Admin. Aide |
the Secretariat; Vice Mayor;

2. Submits the Receives the 1 minute Ms. Belleza
Barangay Barangay Espino
Ordinance; Ordinance; Admin Aide IV

Enlists/includes 1 minute
the Barangay
Ordinance in the Mr. I?ancho
Notice for the Macinas Jr.
Next Office Aide/JO
Regular
Session;

TOTAL None 3 minutes
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2. FURNISHING OF NOTICE FOR THE NEXT REGULAR SESSION AND
MINUTES OF THE PREVIOUS SESSION FOR PERUSAL

Office of the SB Secretariat
simple
G2G- Government to Government

Sangguniang Bayan of Daraga

1. Await for the Transmits none | 5 minutes Ms. Nizza
transmittal of the copies of the Janeah L.
Notice for the Notice for the Lomeda
Next Regular Next Regular Technical
Session and and Minutes of Staff/COS
Minutes of the the Previous
Previous Session for
Session perusal;

TOTAL None 5 minutes

5 A

3. CONDUCT OF REGULAR/SPECIAL SESSION
Office of the SB Secretariat

Simple

G2G- Government to Government

Sangguniang Bayan of Daraga

Legislative Measures/Matters for Action SB Secretariat Office
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1. Attends the Prepares the SB' none | 5 minutes Pancho Macinas
Regular/Special Session Hall for Jr. Office
Session the Regular/ Aide/JO

Special Session
Ma. Coleta Isabel
Records the 1 minute M. Tan
proceedings Secretary to the
Sanggunian
I
Approves the Ms. Jocelle
considered none | 30 minutes Andes
matters during (depending on | Admin Aide IV
the the duration of
Regular/Special the Session)
Sessions, unless Presiding Officer
otherwise
referred
Transmits the 1 minute Ms. Belleza
referred matter Espino
to the respective Admin Aide IV
committee
TOTAL| none | 37 minutes

4. TRANSCRIPTION OF APPROVED ORDINANCES AND
RESOLUTIONS

Office of the SB Secretariat
Simple
G2G- Government to Government

Sangguniang Bayan of Daraga

Approved Ordinances/Resolutions SB Secretariat Office
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Nizza Janeah L.

1. Approves | Transcribes the none | 60 minutes Lomeda
proposed approved Technical
Ordinances and | Ordinances/ Staff/COS
Resolutions Resolutions

Affixes the 1 day Ma. Coleta Isabel
Signatures to the M. Tan
App_roved Secretary to the
Ordinances/ Sanggunian
Resolutions

SB Member as
Transmits the 1 day Author, Vice
Approved Mayor,

Ordinances/
Resolutions to
persons/offices
concerned

Mayor, (in case
of an
ordinance or
resolution
involving plans
and finances)

Roland Menguilla
Office Aide/JO

Delivers None | 1day Roland Menguilla
communications/ Office Aide/JO
invitations to
resource persons
for the conduct of
the Committee
Meeting/hearing
TOTAL none 2 days and
60 minutes

5. CONDUCT OF COMMITTEE MEETINGS/ PUBLIC HEARINGS
Office of the SB Secretariat

simple

G2C- Government to Citizen

G2G- Government to Government

Sanggunian Bayan

Referrals and Invitations Office of the SB Secretary

MUNICIPALITY OF DARAGA - CITIZENS CHARTER Revised 2025, 1°" Edition |489



Pancho Macinas

1. Attends the Prepares the none | 5 minutes Office Aide IV/
Committee venue for the Permanent
Meeting/Hearing Committee
called for by the Meeting/Hearing Nizza Janeah L.
Sangguniang Lome_da
Bayan Records the 30 minutes Technical

proceedings of (depending on Staff/COS
the the duration of
Committee the ‘
Meetings/ Meeting/Hearing)| AY"@ B- Mimay
Hearings Admin. Aide
VI/Permanent

Prepares the
Minutes of the
I(\:/Izrgtmgt/%iblic Ma. CJIeTtZrllsabel
Hearing Secretary to the
Issues the Sangunian
Certification  of
the conduct of
Public
Hearing

TOTAL None 35 minutes

6. PRODUCTION AND FILING/CODIFICATION OF FINAL COPIES
OF RECORDS

Office of the SB Secretariat

technical

G2G- Government to Government

Public

Approved Ordinances/Resolutions
Minutes and Journals of Proceedings

Office of the SB
Secretary
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Prepares and
reproduces the
final copies of
the approved
Ordinances,
Resolutions,
Minutes of the
Meetings and
Journals of
Proceedings

Scans the final
copies of the
approved
Ordinances,
Resolutions,
and codifies
and uploads the
same to the SB
Council

Portal

none

5 minutes

10 Minutes

SB Secretariat
Office as a whole

Mr. Pancho
Macinas
Office Aide/JO

TOTAL

none

15 minutes
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FEEDBACK AND COMPLAINTS

How to send feedback Send us questions/comments/followup
at Office of the Secretariat, 3rd Floor,
Municipal Hall Bldg., Daraga

Albay or you may text/call Mobile Nos.
0906-431-9996 / 0906-276-8787 /
7327404

How feedbacks are processed Every day all letters/feedbacks and
calls (inquiries, follow-up, complaints)
are recorded.

Feedbacks requiring response/action
are forwarded to the head of the
Office and to person concerned.

Response/action of the Office in then
relayed to the requesting party.

How to file a complaint Send or submit written complaints to
the Office of the Vice Mayor
addressed to the Vice Mayor/
Sangguniang Bayan, attention to the
Secretary to the Sanggunian, or you
may text/call Mobile Nos. 0906-
4319996 / 0906-276-8787/ 732-7404
to report your complaints/issues/

concerns
How complaints are processed Assess and review the complaints and
decide on the action to be taken.
Contact Information of CCB, PCC, ARTA: complaints@arta.gov.ph
ARTA 8478 5093
PCC: 8888

CCB: 0908-881-6565 (SMS)

OFFICE INFORMATION

Office of the Secretary to| 3rd Floor, Municipal Hall | 0906-431-9996
the Sanggunian Bldg., Daraga Albay 0906-276-8787
732-7404
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ANNEX “A”

Requirements for Accreditation/Renewal of Civil Society Organizations
(as per DILG Memorandum Circular No. 2019-72 dated May 22, 2019)

Letter of Application;

Duly accomplished Application Form for Accreditation;

Duly approved Board Resolution signifying the intention for accreditation for the
purpose of representation in the Local Special Body;

4. Certificate of Registration of Certificate of Accreditation (or in case of IPOs,
certification issued by the NCIP);

5. List of current officers;

6. Notarized sworn statement executed by the Executive Officer or equivalent in the
organization stating that the same is an independent, non-partisan organization
and that it will retain its autonomy while pursuing the advancement of the peoples’
interest through its membership in a local special body, after satisfying all
requirements and set criteria and after securing a Certificate of Accreditation from
the Sangguniang Bayan of Daraga;

Additional Requirements for existing CSOs:

a. Minutes of the Annual Meetings of the immediately preceding year as
certified by the organization’s board secretary;

b. Annual Accomplishment Report for the immediately preceding year;
Financial Statement, at the maximum signed by the executive officers of
the organization, also of the immediately preceding year, indicating therein
other information such as the source/s of fund,

For CSOs applying to be members of the Local School Board/Local Health
Board:

a. Machine copies of profiles of at least three (3) individuals in the organization
that may verify their involvement in education or health services, as
prescribed in Sections 98 & 102 of RA 7160.

ANNEX “B”

Requirements for Reclassification of Land

a. Letter-request for Reclassification addressed to the Sangguniang Bayan of
Daraga;

b. Proofs of ownership (e.g. Land Titles, Tax Declaration and Lot Plans). In
case of
Public Land, it must comply with the provisions of RA 10023;

c. Certification from the Punong Barangay;
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d. Certifications from the Office of the Municipal Engineer, Municipal Zoning
Officer,
Municipal Agrarian Reform Officer, Municipal Planning and Development
Officer;

e. Certification from the Department of Agriculture Office V and from the
BARC
Chairman, if the land is agriculture; and

f. Certification from the Civil Aviation Authority of the Philippines (CAAP), if
the property is within the regulated area by said agency.
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DARAGA MUNICIPAL LIBRARY

Mandate

Daraga Municipal Library is mandated to deliver programs and services meeting
the lifelong learning, information and educational needs of the community not
only through books but also with the use of modern technology.
Vision
A well-recognized public library where clientele can find outstanding
professional services such as reference assistance, useful and accurate
information; quality reading materials and access to modern technology.
Mission
Continually provide free and equitable access to varied library services which
meet the changing needs of the public it serves.

Service Pledge

1. To serve free to all residents of the community, district or region.

2. To disseminate current information.

3. To meet the research and information needs of students and researchers.
4. To provide modern library services.
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LIST OF SERVICES

FRONTLINE SERVICES

e Issuance of Daraga Municipal Library Card (DMLC)
with Borrower’s Card and
Daraga Municipal Internet Card ( DMLIC)

e Reader’s Services (Reference and Circulation)
e Checking-out (Borrowing) of Library Books

e Checking-in (Returning) of Library Books

e Computer Use and Internet Services
e Free Wireless Internet Access (Wi-Fi) Services

e Request for Library Accommodations
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1. Issuance of Daraga Municipal Library Card (DMLC) with Borrower’s
Card and Daraga Municipal Library Internet Card (DMLIC)

Daraga Municipal Library (DMLC) is used to facilitate checking out of books for home
reading, for free use of computers, to access the Internet and for free Wi-Fi. The validity
period is three (3) years.

Daraga Municipal Library Internet Card only provides library users free use of computers
and access to internet and Wi-Fi. This card is valid for One (1) year.

Daraga Municipal Library

Simple

G2C

General Public

1.Any Proof of Identification Information Desk/ Client Registration Desk
(e.g. school ID, driver's
license, PRC ID, government
issued ID

2.1x1 picture (2 pieces)

1. Secure an | 1. Issue None 1 minute Rudylyn M. Romano
application application
form. form
None
2. Fill out 2. Assist client 10 minutes
Application in filling out
form. the form
None
3.Submit 3. Receive 3 minutes Maybelyn LI. Baderama
Application and process
form together | duly
with the accomplished
needed application
requirements | form
None
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4. Wait for the | 4. Prepare the 5 minutes Lucy Rose Armero
release of the | appropriate OIC Library
Library Card | card for
or Internet Librarian’s
Card signature and

register the
new member
in the library
system

TOTAL None 19 minutes

2. Reader’s Services

Concerned in providing the best possible library services by facilitating access to needed
information and guiding library users to the appropriate resources that will best address
their research requirements.

Daraga Municipal Library

Simple
G2C

General Public

1. Daraga Information Desk/ Client Registration Desk
Municipal
Library Card or
Daraga
Municipal
Library Internet
Card
2. Any Proof of
Identification
(e.g. school ID,
driver’s license,
PRC ID,
government
issued ID
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1. Present 1. Validate None 1 minute Maria LI. Zamora
Library presented ID
Card/Internet
Card or any
valid ID
2. Register in 2. Issue Call None 2 minutes Liza Chavez
the logbook. Slip
Wait for the Call
Slip
3.Deposit bags | 3. Release None 3 minutes Marjorie Magdaong
and other control
unnecessary number for
items at the deposited
baggage items
counter
4. Proceed to 4. Provide None 5 minutes Liza Chavez
the Reading assistance in
Area to access | locating
books and other | needed
reading materials, for
materials reference

gueries and

other library

services

TOTAL | None 11 minutes
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Allow registered members of Daraga Municipal Library and LGU Employees to check out
books for home reading purposes.

Daraga Municipal Library

Simple

G2C, G2G

General Public

1. Daraga Municipal Library Card and
Borrower’s Card for members

2. Employee’s ID or any valid ID for
LGU employees

Information Desk/ Client Registration Desk

1. Present Library
Card and
Borrower’s Card,
Employee’s ID

1. Validate
Library Card

None

1 minute

Maria LI. Zamora

2. Check the card
catalog, browse
the online public
access catalog
(OPAC) or ask any
available library
personnel to verify
if the book is
available in the
library and/or get
the book directly
from the shelf.

2. Assist the
client with the
use of OPAC

None

15 minutes

Maybelyn Balderama

3. Proceed to the
Circulation Desk
and fill out the
Book Card

3. Check out the
book for proper
charging in the
library system

None

3 minutes

Rudylyn M. Romano
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4. Wait for the 4. Release None 5 minutes Jesus M. Loterifia
release of borrowed book
Borrower’s Card and duly marked
marked with due Borrower’s Card
date and the to remind the
book(s) borrowed. | borrower of the

items due date.

TOTAL | None 24 minutes

4. Checking-in (Returning) of Library Books

To avoid fines for overdue books, members should return books promptly.

Daraga Municipal Library

Simple

G2C, G2G

1. Daraga Municipal Library Card
and Borrower’s Card for members
2. Employee’s ID or any valid ID for
LGU employees

General Public

Information Desk/ Client Registration Desk

FEES

Borrower’s Card
and Borrower’s
record in the

account in the
Integrated Library
System and
updates

AGENCY PROCESSING PERSON
CLIENT STEPS ACTIONS TFSAIBDE TIME RESPONSIBLE
1.Present 1. Receive None 2 minutes Information Desk Staff
Borrower’s Card | book(s) for check-
together with the | in
book(s) you
borrowed
2. Wait for the 2. Clears the None 5 minutes Computer and Internet
updating of borrower’s Services Personnel

Reader’s Services

Personnel
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Integrated Borrower’s Card
Library System | and Book Card

3. Pay the 3. Asses the Php 3 minutes Circulation Desk In-
corresponding overdue fine and | 1.00/da Charge

fine and sign in | receive payment y for

the Overdue every

Book Account if book

the book(s) are

overdue

4. Receive 4. Return the None 5 minutes Circulation Desk In-
Daraga client’s Library Charge
Municipal Card and

Library Card Borrower’s Card

and Borrower’s

card

TOTAL Php 15 minutes
1.00/
day for
every
book

5. Photocopying of Books and other Library Resources

This service processes books and other library resources for photocopying provided that
the need is reasonable and does not violate any copyright law.

Daraga Municipal Library

Simple

G2C, G2G

General Public

1. Daraga Municipal Library Card
2. Any valid ID
3. Photocopying Slip

Information Desk/ Client Registration Desk
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CLIENT AGENCY 1555 | PROCESSING PERSON
STEPS ACTIONS PAID TIME RESPONSIBLE
1. Present 1. Provide None 1 minute Any Library Personnel
the item to be | Photocopying Slip
photocopied
together with
library card
or any valid
ID
None

2. Fill out the | 2. Approve and 5 minutes Any Library Personnel
Photocopying | release the
Slip book(s) for

photocopying

None

3. Return 3. Inspect 3 minutes Any Library Personnel
book(s) after | borrowed items
photocopying | and return the

client’s Library

Card or any valid

ID

TOTAL | None 9 minutes

5. Computer Use and Internet Services

Provides free access to the Internet and computers. DML is equipped with internet-
enabled computers and tablets, and Wi-Fi (Wireless Internet Access).

Daraga Municipal Library

Simple
G2C, G2G

General Public

1. Daraga Municipal Library Card or Information Desk/ Client Registration Desk
Daraga Municipal Library Internet
Card

2. Computer Usage Slip
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1. Present 1. Issue Computer | None 1 minute Officer of the Day
Daraga Municipal | Usage Slip
Library Card or
Internet Card
2.Register inthe | 2. Set up None 5 minutes Computer and Internet
Internet Logbook | computer or tablet Services Personnel
and fill out the for client’s use
Computer Usage
Slip (If computers
are unavailable
wait for your
name to be
called)
3. Consume 3. Monitor use of None 1lhour Computer and Internet
one(1) hour free | computer maximum Services Personnel
use of Computer access to
and Internet online services/
internet per
client/user

4. Retrieve 4. Check None 1 minute Officer of the Day
Library Card/ computer or tablet
Internet Card used by the client
upon exit

TOTAL | None lhr&7

minutes

6. Free Wireless Internet Access (WI-FI)

Wireless Internet access (Wi-Fi) is provided free of charge by DML for patrons who have a
valid Library Card or Internet Card

Daraga Municipal Library

Simple
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G2C, G2G

General Public

1. Daraga Municipal Library Card or
Daraga Municipal Library Internet
Card

Information Desk/ Client Registration Desk

FEES

AGENCY PROCESSING PERSON
CLIENTSTEPS | acTions | 1955 TIME RESPONSIBLE
1. Present 1. Validate None |1 minute Lucy Rose Armero
Daraga presented 1D OIC Library
Municipal Card
Library Card or
Internet Card
2. Register in 2. Assist client None 1 minute Jesus M. Loterifia
the Internet Elvin Jose Morano
Logbook
3. Set —up your | 3. Library staff None 3 minutes Rudylyn M. Romano
own wireless will connect the
internet-enabled | client’s device
device and type the
password
4. Retrieve 4. Return the None 1 minute Marjorie Magdaong
Library Card/ client’s Library
Internet Card Card or Internet
upon exit Card
TOTAL | None 6 minutes
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8. Request for Library Accommodations

This service accommodates requests from individuals or groups for a tour, interview,
conduct meetings, webinars, seminars and online classes,

Daraga Municipal Library

Simple
G2C, G2G

General Public

1. Request Letter Requesting Party

1. Hand in 1. Verify None 20 minutes Lucy Rose Armero
request letter availability of OIC Library

schedule
2. Wait for 2. Approve None 1 day Lucy Rose Armero
approval request OIC Library
3. Receive notice | 3. Coordinate with | None 2 days Lucy Rose Armero
of approval concerned OIC Library

personnel and

prepare for activity

TOTAL | None 3 days & 20
minutes
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INTERNAL

1. MAINTENANCE OF THE LIBRARY

Daraga Municipal Library

Simple

G2C, G2G

General Public

CLIENT STEPS

AGENCY
ACTIONS

FEES
TO BE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Maintaining
cleanliness and
orderliness of the
library

1.1. Open/ close
electric breaker
1.2. Mop, sweep
floor area of
library

1.3. Wipe table,
chairs, desk of
library

1.4. Clean
kitchen, bathroom
of library

1.5. Fetch water
for all containers

none

8 hours / day

Elino M. Marbella
Jesus M. Loterifia
Romer Lorejo
Elvin Jose Morano

none

8 hours / day
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FEEDBACK AND COMPLAINTS MECHANISM

How to Complete the Client Satisfaction Measurement (CSM) form at the Receiving
send a Area and drop it in the designated drop box beside the Municipal Planning
feedback? | and Development Office door.
How Every Friday, designated personnel open the drop box to consolidate the
feedbacks | CSM forms. Feedback requiring a response is forwarded to the appropriate
are Administrative Division. For inquiries or follow-ups, please contact the details
processed? | below.
Contact Website: daraga.gov.ph
Information | Facebook page:
Telephone number:
Email: daragamunicipallibrary@gmail.com
How to file | For walk-in clients: Complete the Client Complaint Form at the receiving
a area and drop it in the designated “Complaints Box” located in the Daraga
complaint? | Municipal Hall lobby beside the desk officer's table. Complaints may also be
submitted via email at pdo.daraga.lgu@gmail.com.
How Assigned personnel will check emails daily and consolidate complaint forms
complaints | from the drop box every Friday. The consolidated report is forwarded to the
are Office Head for evaluation, who then directs it to the appropriate division for
processed? | action. The complainant will be notified of the outcome via a letter sent to
their provided contact information.
Contact e Anti-Red Tape Authority:
Information Text: 1-2782, 8478-5093
of ARTA, E-mail: complaints@arta.gov.ph
CSC CCB, | e CSC Contact Center ng Bayan CCB:
PCC Text: 0908-881-6565

E-mail: email@contactcenterngbayan.gov.ph
e Presidential Complaints Center:
Call: 8888
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LOCAL YOUTH DEVELOPMENT OFFICE
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MANDATE

The Local Youth Development Office (LYDO) operates in accordance with the
Sangguniang Kabataan Reform (SK) Act of 2015 (RA 10742) and its Implementing Rules
and Regulations, which mandates the establishments of a Local Youth Development
Office with the following functions:

1) In accordance with Section 24 (d) of these rules, register and verify youth and
youth-serving organizations (Subject to the revitalized Youth Organizations’
Registration Program (YORP) guidelines)

2) Provide technical assistance to the LYDC of the concerned LGU in the formulation
of the LYDP

3) Facilitate the election of the LYDC representatives

4) Serve as secretariat to the LYDC

5) Conduct the mandatory and continuing training of SK officials and LYDC members,
in accordance with the programs jointly designed and implemented by the
Commission and the DILG.

6) Provide technical, logistical and other support in the conduct of the mandatory and
continuing training programs, and to such other programs of the Commission and
DILG.

7) Coordinate with the Commission, about the youth programs within their jurisdiction.

8) Perform such other functions as may be prescribed by law, ordinance, or as the
LCE, the DILG or the Commission may require:

a) Review the proposed Annual Barangay Youth Investment Program and
Comprehensive Barangay Youth Development Plan of the Sangguniang
Kabataan
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VISION

Empowered youth in Daraga, actively engaged in community development, leadership, and nation
building and contributing to a thriving community where their voices are heard, and their well -
being is prioritized.

MISSION

To empower and engage the youth of Daraga by providing opportunities for personal growth,
leadership development, and active participation in community development, fostering a
sustainable future for all.

SERVICE PLEDGE

We, at the Local Youth Development Office of Daraga, pledge to:

1) Provide accessible programs that promote personal growth, leadership, and community
involvement.

2) Work closely with community partners to provide comprehensive support and opportunities
for youth.

3) Advocate for the well-being of all youth and provide resources to ensure their holistic
development.

MUNICIPALITY OF DARAGA - CITIZENS CHARTER Revised 2025, 1°" Edition |513



4
. BAGONG PILIPINAS

SERVICE 1: YOUTH ORGANIZATION REGISTRATION PROGRAM

YOUTH ORGANIZATION REGISTRATION PROGRAM

Mandated by RA 10742 (SK Reform Law), the LYDO is required to
facilitate the registration of Youth and Youth Serving Organizations to
ensure access to and participation in government programs

Office of the Mayor — Local Youth Development Office

Simple

G2C - Government to Client

3. List of Officers

Youth and Youth Serving Organizations within the Municipality with 10
members and above, and a set of officers.

1. Accomplished YORP Form
2. List of Active Members

4. Photocopy of ID of adviser / head.
5. Constitution and By Laws
6. Endorsement Letter

https://yorpnyc.org.ph/downloadables/

1. Submit printed
or digital copies of
documentary
requirements to:

lydo.lgu.daraga@q
mail.com

1.1. Check your
inbox / email
address for
verification and
other YORP
notices.

1. Verification of
the requirements
submitted.

Upload the
required
documents to the
YORP Panel.

1.1. The LYDO
may issue a
temporary
certification while
waiting for the
YORP Certificate
of Registration.

NONE

NONE

Registration will
take:
30 minutes

Note:

The YORP
Secretariat will
review all
submitted
requirements in
10 working
days.

20 minutes

REYMON R. LOZADA

Youth Development Officer |

LYDO

Joanna G. Loterte /
Mae M. Marbella
LYDO Staff (JO)
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2. Filling out the 2. The staff will none 2 -3 mins Joanna G. Loterte / Mae M.

Client Satisfaction | ask if the client Marbella
Measurement could complete LYDO Staff (JO)
Form (CSMF) is the CSMF and

optional for the assist if needed.

client.

Total:l none | 53 minutes

SERVICE 2: REVIEW OF ABYIP AND CBYDP OF SANGGUNIANG
KABATAAN

REVIEW OF ABYIP AND CBYDP OF SANGGUNIANG KABATAAN
Ensures that the SK Officials’ plans align with local youth development
plan, complies with relevant regulations, and supports effective youth
programs and activities in the community.

Office of the Mayor — Local Youth Development Office

G2G — Government to Government
Simple

Sangguniang Kabataan Officials

1) Annual Barangay Youth Formulated by the Sangguniang Kabataan (SK)
Investment Program in consultation and with concurrence of the
(ABYIP) Katipunan ng Kabataan (KK) and anchored on

2) Comprehensive Barangay the Philippine Youth Development Plan (PYDP)
Youth Development Plan and other Local Youth Development Plan
(CBYDP) (LYDP) in provincial, and municipal level.

1. Submit copies | 1. Review the NONE 20 minutes REYMON R. LOZADA
of ABYIP and submitted ABYIP Youth Development
CBYDP and CBYDP and Officer |

provide insights/ LYDO

corrections if
necessary.

MUNICIPALITY OF DARAGA - CITIZENS CHARTER Revised 2025, 1°" Edition |515



Sign the ABYIP and

CBYDP.
2. Proceed with | NONE NONE NONE NONE
processing the
other budgetary
documents to be
submitted to the
concerned
offices.
3 Filling out the | 3. The staff will ask if  NONE 2-3 minutes Joanna G. Loterte / Mae
Client the client could M. Marbella
Satisfaction complete the CSMF LYDO Staff (JO)
Measurement and assist if needed.
Form (CSMF) is
optional for the
client.

Total:| NONE | 23 minutes

SERVICE 3: RESPONDING TO COMMUNICATION/
CORRESPONDENCES FORWARDED BY OFFICE OF THE CITY MAYOR
AND OTHER CONCERNED OFFICES TO THIS OFFICE

RESPONDING TO COMMUNICATION/ CORRESPONDENCES
FORWARDED BY OFFICE OF THE CITY MAYOR AND OTHER
CONCERNED OFFICES TO THIS OFFICE

Response to letters and walk-in clients on matters of youth, youth
organizations and SK concerns forwarded to this office for
appropriate action.

Office of the Mayor — Local Youth Development Office

G2G — Government to Government

G2C — Government to Citizens

Simple

Government/Private offices and individuals with concerns on youth,
youth organizations and SK.

NONE | 20 minutes Joanna G. Loterte /

Mae M. Marbella

1. Submit request 1. Receive
letters/communicatio | correspondences
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n to the Office of the
Mayor or directly to
the Local Youth
Development Office

from the Office of the
Mayor

Receive walk-in
clients with inquiries

LYDO Staff (JO)

2. Walk-in client 2. Provide feedback | NONE | 30 minutes Joanna G. Loterte /
receives feedback on | on the given concern Mae M. Marbella
concerns brought LYDO Staff (JO)
3 Filling out the 3. The staff will ask if | none 2-3 minutes Joanna G. Loterte /
Client Satisfaction the client could Mae M. Marbella
Measurement Form | complete the CSMF LYDO Staff (JO)
(CSMF) is optional and assist if needed.
for the client.

Total: 53 minutes

End of transaction

-
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FEEDBACK AND COMPLAINTS MECHANISM

FEEDBACK AND COMPLAINTS MECHANISM

How to send a

Answer the Client Satisfaction Measurement (CSM) form found at

feedback? the Receiving Area and drop it in the designated drop box found at
the corner, beside the door of the Municipal Planning and
Development Office.

How feedbacks Every Friday, the assigned personnel will open the drop box and

are processed?

consolidate the CSM form. Feedbacks requiring response is
forwarded to the proper Administrative Division for appropriate
action.

For inquiries and follow-ups, client may contact the details below:

Contact Website: daraga.gov.ph
Information Telephone number: 0975-266-3308
Email: lydo.lgu.daraga@gmail.com
How to file a For walk-in clients: Answer the client Complaint Form found at the
complaint? receiving area of the office and drop it at the designated “Complaints

Box” at Daraga Municipal Hall lobby beside the table of the desk
officer (DO) of the day.

The complaints can also be filed through email at
pdodaragalgu@gmail.com

How complaints
are processed?

The assigned personnel will open emails on a daily basis and will
open the drop box and consolidate the complaints forms every
Friday. The report from the consolidated complaints will be
forwarded to the Office Head, upon evaluation, the Office Head will
forward the complaints report to the proper division for appropriate
action.

The complainant shall be informed of the action through a letter
which may be sent through the contact information given/sent by the
complainant.

Contact
Information of
ARTA, CSC
CCB, PCC

e Anti-Red Tape Authority:

Text: 1-2782, 8478-5093

E-mail: complaints@arta.gov.ph
e CSC Contact Center ng Bayan CCB:

Text: 0908-881-6565

E-mail: email@contactcenterngbayan.gov.ph
e Presidential Complaints Center:

Call: 8888
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LIST OF OFFICES

BAGONG PILIPINAS

2" Floor Municipal Building

Office of the Municipal Mayor T-Perez St. Brgy San Roque 742-01-64
Daraga Albay
3" Floor Municipal Building
Municipal Accounting Office T-Perez St. Brgy San Roque 483-07-15
Daraga Albay
3" Floor Municipal Building
Municipal Budget Office T-Perez St. Brgy San Roque 732-73-63
Daraga Albay
Ground Floor Municipal
Municipal Treasurer’'s Office Building T-Perez St Brgy
San Roque Daraga Albay 742-6078
- . 2" Floor Municipal Building
Mggsggéril:g{] 'gfgﬁf:d T-Perez St. Brgy San Roque 483-36-55
Daraga Albay
Municipal Human Resource 4" Floor Municipal Building 742-02-19
Management Office T-Perez St. Brgy San Roque
Daraga Albay
4™ Floor Municipal Building
Municipal Civil Registrar’s Office T-Perez St. Brgy San Roque 483-53-23
Daraga Albay
Ground Floor Municipal
Municipal Assessor’s Office gglrlldlg] nggpgfé gS ; E\Irggy 483-53-34
Ground Floor Municipal
Municipal General Services Office gglrl]dg c?qz-eplgger; gS ; 2{8;/)/ 431-09-88
d - P
Municipal Agricultural Services %pE'rZer“ﬂung'ﬁ’@aBn”'F'ﬁgﬂe 483-53-18
Office
Daraga Albay
. . 3" Floor AECID Building,
M“”'gpa' Social Welfare and | b o o public Market, 483-53-24
evelopment Office
Daraga, Albay
Municipal Health Office,
Municipal Health Office TPerez St. Brgy San Roque 742-40-33

Daraga Albay

Municipal Engineer’s Office

3" Floor Municipal Building
T-Perez St. Brgy San Roque
Daraga Albay

824-79-61/483-53-29

Permit and Licensing Office

2" Floor Municipal Building
T-Perez St. Brgy San Roque
Daraga Albay

480-06-06
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Municipal Disaster Risk Reduction
Management Office

Dofia Maria, Tagas, Daraga,
Albay

0945 3314570

Municipal Environment and Natural

2" Floor Municipal Building

Resources Office T-Perez St. Brgy San Roque 09489581175
Daraga Albay
2" Floor AECID Building,
Office of the Market Supervisor Daraga  Public Market, 742-08-09

Daraga, Albay

Cagsawa Ruins Park and Resort

Busay, Daraga, Albay

483-07-89/437-23-43

Daraga Human Resource Zone 5 Anislag, Daraga, 204-00-47
Development Center Albay
Daraga Community College Salvacion, Daraga, Albay 824-39-86

Public Employment Services Office

T.Perez St.,
Daraga, Albay

San Roque,

0909-420-6215

3" Floor Municipal Building

Office of the Municipal Vice Mayor | T-Perez St. Brgy San Roque 204-01-03
Daraga Albay
3" Floor Municipal Building
SB Legislation T-Perez St. Brgy San Roque 431-15-75

Daraga Albay

Office of the Secretary to the
Sanggunian

3rd Floor, Municipal Hall
Bldg., Daraga Albay

0906-431-9996
0906-276-8787
732-7404

SB Library

4™ Floor Municipal Building
T-Perez St. Brgy San Roque
Daraga Albay

742-61-41
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Municipal Government of Daraga,
Province of Albay pledge and commit
ourselves to a loving service of GOD
and our fellowmen.

We promise to be prompt and timely
In our transactions; be courteous,
friendly and transparent local
governance as embodied in our
Citizen’s Charter.

We are PUBLIC SERVANTS,
Serving you with a daraguefios smile!
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Annex A

Republic of the Philippines
MUNICIPALITY OF DARAGA
Province of Albay, Region V

CERTIFICATE OF COMPLIANCE
Year: 2025

Pursuant to Republic Act No. 11032: An Act Promoting Ease of Doing Business and
Efficient Delivery of Government Services, amending for the purpose Republic Act No.
9485, otherwise known as the Anti-Red Tape Act of 2007, and for Other Purposes

I, GERRY RAPHAEL Z. JAUCIAN, JR, Filipino, of legal age, Head of Agency/Local
Chief Executive/Head of the Committee on Anti-Red Tape Authority/duly authorized
representative) of the Local Government Unit of Daraga, the person responsible and
accountable in ensuring compliance with Section 6 of the R.A. 11032 or the Ease of Doing
Business and Efficient Government Service Delivery Act of 2018, hereby declare and
certify the following facts:

1) The LOCAL GOVERNMENT UNIT OF DARAGA including its (number of
Regional Offices/Branches/Service Offices/Campuses, if applicable) has
established its most current and updated Citizen’s Charter pursuant to Section 6 of
R.A. 11032, its Implementing Rules and Regulations, and the relevant ARTA
Issuances.

Citizen’ Charter Handbook Edition: 2025 15T Edition

2) The following required forms of posting of the Citizen’s Charter are present:

Citizen’s Charter Information billboard

v" | (In the form of interactive information kiosks, electronic billboards, posters,
tarpaulins standees, others)

Citizen’s Charter Handbook

(Aligned with Reference B of ARTA Memorandum Circular No. 2019-002)

Official website/Online Posting

3) The Citizen’s Charter Information Billboard enumerates the following information:

a. External services;
b. Checklist of requirements for each type of application or request;
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Name of the person responsible for each step;
Maximum processing time;

Feels to be paid, if necessary; and

Procedure for filing complaints and feedback.

~® Qo

4) The Citizen’s Charter Handbook enumerates the following information:

a. Mandate, vision, mission, and service pledge of the agency;
b. Government services offered (External and Internal Services);
i. Comprehensive and uniform checklist of requirements for each type of
application or request;
ii. Classification of service;
iii. Type of transaction;
iv. Who may avalil;
v. Client steps and agency actions to obtain a particular service;
vi. Person responsible for each step;
vii. Processing time per step and total;
viii. Fee/s to be paid per step and total, if necessary.
c. Procedure for filing complaints and feedback;
d. Contact Information of ARTA, Presidential Complaints Center (PCC), and CSC
Contact Center ng Bayan in the complaints mechanism; and
e. List of Offices

5) The Citizen’s Charter Information Billboard is posted at the main entrance of the
office or at the most conspicuous place of all the said service offices.

6) The printed Citizen’s Charter Handbook is placed at the windows/counters of each
frontline offices to complement the information on the services indicated in the
Information Billboard.

7) The Citizen’s Charter Handbook version is uploaded on the website or any online
platform available of the agency/LGU through a tab or link specifically for the
Citizen’s Charter, located at the most visible space or area of the official website or
the online platform available.

8) The Citizen’s Charter is written either in English, Filipino, and/or in the local dialect
and published as an information material.
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9) There is an established Client Satisfaction Measurement per service.

This certification is being issued to attest to the compliance of the agency with the
foregoing statements that can be validated by the Authority.

GERRY RAPI%AEL Z. JAUCIAN, JR.

Municipal Mayor
Municipality of Daraga
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