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MESSAGE

“Without goals, and plans to reach them, you are
| like a ship that has set
/‘ sail with no destination” — Fitzhugh Dodson

This Citizen’s Charter is a compilation of the

\ mandate, service standards and commitment of

the officials, employees and workers of the City

Government of Puerto Princesa with a pledge to provide fast, efficient, convenient

and reliable public service to all the Puerto Princesans, tourists and guests.

Pursuant to Republic Act No. 11032, otherwise known as the “Ease of Doing
Business and Efficient Government Service Delivery Act of 2018”, this guideline aims
to inform our clients the services we provide, the requirements for such and the
processing time for each transaction. We are pleased to inform our constituents, that

we have streamlined our services to make it easier and more client-friendly.

To my co-public servants in the City Government, | appeal to all of you, to please let
us inculcate in our hearts our sworn duties to the people and to the government. Let
us always be reminded that we are here not only to work but more so to serve. It will
be most appreciated if we will do our tasks not only with diligence and efficiency but

most especially with sincere hearts and compassion.

Let us all strive to give our best in everything we do and let this be our compass as
we set sail in our goal to achieve our ultimate vision to improve the quality of life of

every Puerto Princesans.

LUCIL R. ON
City Maypr



l. Mandate:

The Local Government Code of 1991 explicitly stated under
Sections 15, 16 and 17 that every local government unit as a body politic
representing the inhabitants of its territory and a political subdivision of
the national government shall exercise powers expressly granted, those
necessarily implied therefrom, as well as powers necessary, appropriate,
or incidental for its efficient and effective governance and those which
are essential to the promotion of the general welfare. Within their
respective territorial jurisdictions, local government units shall ensure
and support, among other things, the preservation and enrichment of
culture, promote health and safety, enhance the right of the people to a
balanced ecology, encourage and support the development of
appropriate and self-reliant scientific and technological capabilities,
improve public morals, enhance economic prosperity and social justice,
promote full employment among their residents, maintain peace and
order, and preserved the comfort and convenience of their inhabitants.
Local government units shall endeavor to be self-reliant and shall
continue exercising the powers and discharging the duties and functions
currently vested upon them. They shall also discharge the functions and
responsibilities of national agencies and offices devolved to them.

Working within the parameters of the mandate under the Local
Government Code, the City Government of Puerto Princesa has been an
effective conduit through which national policies are effectively
implemented. It enjoys local autonomy which enables it to respond to
immediate needs of the locality and attain its desired character and
magnitude of development as a self-reliant community.



[I. Vision:

A most livable City demonstrating a proper balance between
development and environment with inclusive economic growth, inhabited
by self-reliant, empowered, and compassionate citizenry.

[1l. Mission:

An enabling organization of servant leaders sharing and working
together for the well-being of Puerto Princesans through participatory,
transparent and accountable governance.

IV. Service Pledge:

WE, the officials and employees of the CITY GOVERNMENT OF
PUERTO PRINCESA in compliance with RA 11032 (Ease of Doing
Business and Efficient Government Service Delivery) do hereby commit
to deliver quality public service as promised in the Citizen’s Charter.
Specifically, we will:

Loyally perform our sworn duty of treating our clients equally without
discrimination;

Respectfully serve with excellence from Monday to Friday 8:00 AM to
5:00 PM without noon break;

Be Accountable to the people by wearing prescribed uniforms and

identification, not dealing with and tolerating fixers, providing assistance
and complaint desk and act immediately on complaints;
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1. Approval of Disbursement Vouchers
To provide necessary procedures in the approval of Disbursement Vouchers

transaction

for regular and other expenditures of the City Government of Puerto Princesa

CMO — Administrative Division

Simple

Citizen

G2G — Government to Government/G2C — Government to

All

1. Disbursement Voucher (DV)
2. Necessary requirements depending
on the type of disbursement

Transmitted by City Treasurer’s Office
Provided by concerned offices of the City

1.Transmit DV 1. Receive the DV None 2 minutes | (Office of the
and its supporting | transmitted by the City
documents City Treasurer’s Administrator)
Office
1.1 Review the None 1 hour (concerned staff
completeness of of the City
supporting Administrator’s
documents Office)
1.2 Countersign None 5 minutes | City
Box C of the DV Administrator or
Assistant City
Administrator
1.3 Transmit DV & None 3 minutes | (concerned staff
supporting of the City
documents to the Administrator’s
Office of the City Office)
Mayor
1.4 Approve Box C None 20 minutes | City Mayor
of the DV
1.5 Transmit back None 5 minutes | (Personal Staff
to the Office of the of the City
City Administrator Mayor)
2. Receive the 2. Release the None 2 minutes | (City Treasurer’s
duly approved DV | duly DV and its Office/concerned
and its supporting | supporting staff of the City
documents documents Administrator)
TOTAL: None | Lhouré&
40 minutes

END OF TRANSACTION
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2. Issuance of Executive Order
To provide necessary procedures in the preparation, drafting and issuance of
Executive Order by the Local Chief Executive/City Mayor of Puerto Princesa.

CMO — Administrative Division

1. Direct/instruct

City Mayor or

the drafting of None 2 minutes City
Executive Order Administrator
(Office of the
2. Prepare and City
draft necessary | None 1 day Administrator or
EO City Legal
Office)
3. Review and Cit
initial the None 30 minutes Ad)r;inistrator
drafted EO
4. Approve/sign
the final draft of | None 20 minutes City Mayor
EO
5. Indicate
. disribite copy (Staff of the

5. Receive copy of Office of the
of EO to None 1 day .

EO City
concerned -

o Administrator)
officials or
offices
TOTAL: | NONE | 2daysé&
52 minutes

END OF TRANSACTION
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3. Issuance/Securing Mayor’s Clearance
To provide necessary procedures in securing Mayor’s Clearance for all job
seekers in the City of Puerto Princesa

CMO — Administrative Division
Simple
G2G - Government to Government

Concerned barangay of applicant
Office of the City Prosecutor
Office of the City Judge

City Treasurer’s Office

Barangay Clearance
Fiscal Clearance
Judge Clearance
Official Receipt

rowpnpE

1. Submit all 1.1 Receive and (Office of the
necessary validate the 100.00 5 minutes City
requirements requirements Administrator)
1.2 Prepare the (Concern.ed
. staff of City
necessary None 5 minutes . ,
Administrator’s
clearance ,
Office)
1.3 Approve/sign City
the clearance None 20 minutes Administrator or
under authority of Assistant City
the City Mayor Administrator
2. Receive the 2. Release the (Concern.ed
duly approved duly approved None 2 minutes staff of City
Administrator’s
clearance clearance :
Office)
TOTAL.: NONE 32 minutes
END OF TRANSACTION
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1. Consolidation of Annual Procurement Plan (APP) including
Indicative APP and APP-CSE
To provide necessary procedures in the Execution of Procurement Contract
either thru Public Bidding or thru Alternative Mode

CMO -BAC Secretariat & Procurement Planning Division

Highly Technical

G2C — Government to Citizen

AllOperating and New Businesses

1. Project Procurement Monitoring
Plan (PMP) from End User

1. Downloadable on GPPB Website
(gppb.gov.ph) or at BAC Secretariat Office

1. End user submit 1.1 Accept and
Project Procurement | . Adminstrative
Monitoring Plan record purchase None 3 minutes Aide IV
request
(PPMP)
1.2 Check, review
and verify Administrative
completeness of Aide VI/
data and None 10 minutes . .
. Administrative
_reqwrements - Officer IV
items
specifications, etc.
1. 3 Consolidate
PPMP into APP, None 15 days Administrative
Indicative APP and Officer IV
APP-CSE
1.4 Review and
o e
PPMP into APP, None 1 hour gcf_irmlnlstratlve
Indicative APP and Icer
APP-CSE
1.5 Signing and
approval of APP, BAC, Head of the
Indicative APP and None 2 days Procuring Entity
APP-CSE
TOTAL: NONE 17 days
END OF TRANSACTION
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2. Execution of Procurement Contract
To provide necessary procedures in the Execution of Procurement Contract
either thru Public Bidding or thru Alternative Mode

CMO —-BAC Secretariat & Procurement Planning Division

Complex

G2C - Government to Citizen

‘ All Operating and New Businesses

Administrative
1. Preparation of contract and/or None 15 Assistant I/
purchase order minutes Administrative Aide
I\
2. Transmit contract/purchase
order for signing and approval None 10 Administrative Aide
of Head of the Procuring minutes v
Entity (HOPE)
3. Signing and approval City Administrator,
None 2 days HOPE
4 Apcept and record duly . Administrative Aide
signed contract and/or None 3 minutes Y
purchase order
5. Notarization of Purchase iﬁi?:eog, 1 da City Legal
Order/Contract Rate y y Office/Attorney
Administrative
6. Preparation of notice to None 10 Assistant Il/
proceed (NTP) minutes Administrative Aide
I\
7. Transmittal of Notice to
Proceed to City None 10 Administrative Aide
Administrator’s Office for minutes v
signing
8. Signing and approval None 1 day City Administrator
9. Accept and record duly . Administrative Aide
signed notice to proceed None 3 minutes \%
. Supervising
10. Issuance of notice to None 5 minutes | Administrative
proceed :
Officer
TOTAL: NONE 5 days

END OF TRANSACTION
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3. Procurement thru Alternative Mode
To provide necessary procedures in the Procurement conducted by the Bids
and Awards Committee (BAC) of Puerto Princesa City

CMO -BAC Secretariat & Procurement Planning Division

Highly Technical

G2C — Government to Citizen

All Operating and New Businesses

Procuring Office/End User:
1. Purchase Requests

2. PPMP

3. Job Order/Pre Inspection Report

0 be accomplished by the procuring
ffice/end user.

Bidders/Suppliers/Contractors

1. Valid Mayor’s Permit

2. PhilGEPS Registration Number
3. Latest Income Tax Return (ITR)
4. Omnibus Sworn Statement (OSS)

PC Business and Licensing Office
hilGEPS Website

ureau of Internal Revenue

ould be downloaded at GPPB website
www.gppb.gov.ph) or BAC Secretariat
ffice

1. Procuring
Office/End User - f(‘a(z:%ergt an Adminstrative
submit Purchase None 3 minutes :
purchase Aide IV
Request (PR)
request
2. Procuring 2.1 Accept and
Office/End User record project

submit signed and | title indicated on
approved Program | the POW

of Works, Adminstrative
Plans/Drawings or None 3 minutes :

. Aide IV
Designs and

Approved Budget
for the Contract
(ABC) from City
Engineering Office

2.2 Check

review and

verify . Adminstrative
completeness of None 3 minutes Aide VI

data and

requirements —
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items specified
in accordance
with submitted
PPMP

2.3 Certifies PR
in accordance
with PPMP

None

1 minute

Supervising
Administrative
Officer

2.4 Transmit
PRs to City
Administrator’'s
Office for
approval and to
City Budget
Office for budget
appropriation.

None

3 minutes

Adminstrative
Aide IV

2.5 Approval
and budget
appropriation of
PR

None

5 days

City
Administrator’s
Office, City
Budget Office

2.6 Accept and
record of
approved PR
with budget
allocation from
City Budget
Office

None

3 minutes

Adminstrative
Aide IV

2.7 Segregate
PRs according
to ABC, ABC
above 1M
endorse to
assigned person
for posting —
public bidding;
ABC 1M and
below endorse
to assigned
person for
posting —
alternative mode
of procurement

None

3 minutes

Adminstrative
Aide IV

2.8 Segregate
Program of
Works
according to
ABC, ABC
above 1M
endorse to
assigned person
for posting —

None

3 minutes

Adminstrative
Aide IV
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public bidding;
ABC 1M and
below endorse
to assigned
person for
posting —
alternative mode
of procurement

2.9 Alternative

Mode of
Procurement - - .
Schedule date None 15 minutes ﬁggsl?gtr?lt Ve
and posting of
procurement
opportunities
2.10 Preparation - .
of Invitation to None 15 minutes ﬁgg?sl?ﬁtr?lt Ve
Bid
2.11 Preparation .. -
of Request for None 20 minutes ﬁgg?sl?:;]ttr?ltlve
Price Quotation
. 10 minutes
242 posing o Posing o
g ortunities at | None bid Administrative
PP opportunity | Assistant Il
PhilGEPS minimum
website of 3 days)
2.13 Posting of
Procuremt_—:'nt . Administrative
opportunities at | None 15 minutes Assistant ||
conspicuous
places
2.14 Posting of
Procurement . Administrative
" None 15 minutes .
opportunities at Assistant Il
LGU website
Supervising
2.15 Distribution g?frir;g\rllstratlve
OLZ:;S ds to None 3 days Administrative
gu liers Assistant Il
PP /Administrative
Aide VI)
' Qualif_ied_supplier 3.1 Stamped Administrative
submits filled-up received Aide 1V/
RFQ in a sealed envelop None dminutes | A yministrative
and marked submitted Assistant II
envelop
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BAC, BAC TWG
to be assisted

3.2 Opening of by BAC
submitted None 1 day Secretariat/
bids/quotation Supervising
Administrative
Officer
. 10 minutes

3.3 Preparation/ (1 hour Administrative
draft BAC None )

. before Aide IV
resolution .

meeting)
3.4 Recommend
for award of
contract_ None 1 day BAC
lowest/single
responsive
guotation
3.5 Signing and None 1 day HOPE
approval
3.6 Accept and
record duly None 3 minutes Administrative
signed BAC Aide IV
resolution
TOTAL: NONE 14 days

END OF TRANSACTION
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4. Procurement thru Public Bidding
To provide necessary procedures in the Procurement conducted by the Bids
and Awards Committee (BAC) of Puerto Princesa City

CMO —-BAC Secretariat & Procurement Planning Division

Highly Technical

G2C - Government to Citizen

Procuring Office/End User:
1. Purchase Requests
2. PPMP

3. Job Order/Pre Inspection Report

Bidders/Suppliers/Contractors
1. Philippine Bidding Document (PBD)

All Operating and New Businesses

To be accomplished by the procuring
pffice/end user.

BAC Secretariat Office

1. Procuring
Office/End User 1. Accept and Adminstrative
submit Purchase record purchase | None 3 minutes Aide IV
Request (PR) request
2. Procuring
Office/End User
submit signed and
approved Program 2.1 Accept and
of Works, . record project : Adminstrative
Plans/Drawings or title indicated on None 3 minutes Aide IV
Designs and the POW
Approved Budget
for the Contract
(ABC) from City
Engineering Office
2.2 Check review
and verify
completeness of
data_and None 5 minutes A_dmlnstratlve
requirements — Aide VI
items specified in
accordance with
submitted PPMP
2.3 Certifies PR in Supervising
accordance with | None 1 minute Administrative
PPMP Officer

Page | 12




2.4 Transmit PRs to
City Administrator’s
Office for approval

Adminstrative

and to City Budget None 3 minutes Aide IV
Office for budget
appropriation.
Cit
2.5 Approval and . Ad?/ninistrator’s
budget appropriation | None 5 days Office . Cit
of PR » Lty
Budget Office
2.6 Accept and
record of approved : .
PR with budget None 3 minutes A_dmmstratlve
: : Aide IV
allocation from City
Budget Office
2.7 Segregate PRs
according to ABC,
ABC above 1M
endorse to assigned
person for posting — , ,
public bidding; ABC | None 3minutes | Ao nstraive
ide IV
1M and below
endorse to assigned
person for posting —
alternative mode of
procurement
2.8 Segregate
Program of Works
according to ABC,
ABC above 1M
endorse to assigned
person for posting — . Adminstrative
public bidding: ABC | o€ dminutes | Ajge v
1M and below
endorse to assigned
person for posting —
alternative mode of
procurement
2.9 Public Bidding -
Schedule date and Administrative
posting of None 15 minutes Officer V/
procurement
opportunities
2.10 Preparation of None 15 minutes Administrative
Invitation to Bid Officer V
Supervising
2.11 Preparation of Administrative
Philippine Bidding None 60 minutes | Officer /
Documents Administrative
Officer V
2.12 Posting of 10 minutes - ,
: Administrative
procurement None (Posting of .
o . Officer V
opportunities at Bid
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PhilGEPS website Opportunity
minimum of
21 days)
2.13 Posting of
Procurement None 15 minutes Adminstrative
opportunities at Aide IV
conspicuous places
2.14 Posting of
Procurement None 15 minutes Adminstrative
opportunities at LGU Aide IV
website
Refer to ITB | 10 minutes | Supervising
213}5@3{%?2? PBD po_sted for (Until last Administrative
to qualified suppliers pr_lce_/rate of | day or 21% Officgi/ _
Jcontractor's Bidding day of Administrative
Documents | posting) Officer V
Qualified suppliers Administrative
submit bids in a ?éiesi\ir;lgﬁ\eelop None 3 minutes Assistant Il
marked and sealed submitted Adminstrative
envelope Aide IV
BAC, BAC
TWG to be
assisted by
: BAC
guzbraﬁtee T]:nb% dO; None 1 day Secrete'lriat/
Supervising
Administrative
Officer
3.3 Transmit opened
and rated lowest
calculated bid(s) to None 10 minutes Adminstrative
BAC TWG for Post Aide VI
Quialification and Bid
Evaluation
Maximum of
3.4 Post Qualification éiri%;g on
and Bid Evaluation of | None the complexity | BAC TWG
Bids of post
qualification
process)
Supervising
. Administrative
10 minutes Officer/
3.5 Prepare/draft (1 hour dministrative
BAC Resolution None before A ministrativ
meeting) ASS|s_tant II_/
Adminstrative
Aide IV
3.6 Recommend for
award of contract None 1 day BAC

lowest/single
responsive guotation

Page | 14




3.7 Signing and

None 1 day HOPE
approval
3.8 Accept and : .
record duly signed None 3 minutes A_dmlnstratlve
. Aide IV
BAC resolution
3.9 Preparation of None 10 minutes Adminstrative
Notice of Award Aide IV
3.10 Transmit Notice
of Award to City None 10 minutes Adminstrative
Administrator’'s Aide IV
Office for signing
3.11 Signing and City
approval None 1 day Administrator’s
Office
3.12 Accept and : .
record duly signed None 3 minutes Alenstratlve
. Aide IV
notice of award
Refer to 76 days
ITB posted
TOTAL: | fOr
price/rate
of Bidding
Documents

END OF TRANSACTION
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5. Monitoring and Contract Management
To provide necessary procedures in Monitoring and Contract Management
either thru Public Bidding or thru Alternative Mode

CMO —-BAC Secretariat & Procurement Planning Division

Highly Technical

G2C - Government to Citizen

AllOperating and New Businesses

Posting of necessary
notices, awards and
updates to PhilGEPs - .

) . . Administrative
website upon receipt of None 30 minutes Assistant IlI
Notice to
Proceed/Purchase Order of
the supplier/ contractor

. Transmit Purchase
Order/Notice to Proceed
duly signed and receipt of . Administrative
supplier to City GSO for None 15 minutes Aide IV
Inspection and acceptance
of Goods
14 days
(depending
Inspection and Acceptance on complexity
of delivered services and/or | None ofinspection | ciry GSO
- and delivery
goods from supplier period of
goods/
services)
Receive and record duly
signed and accomplished Administrative
Inspection and Acceptance | None 10 minutes | .

) : Aide IV
of delivered services and/or
goods from City GSO
Review of duly - .
accomplished bidding Adr_mnlstratlve

. Officer IV /

documents from City GSO | None 1 hour e .
Administrative

and attachment of Assistant IlI

necessary documents

Review of duly

accomplished bidding Administrative

doc_uments of mfra_structure None 1 hour Offlc_er_ v/ .

projects upon receipt of Administrative

NTP and compliance of Assistant IlI

necessary supporting
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documents

. Transmit reviewed and duly
accomplished bidding

Administrative

documents to Accounting None 15 minutes Alde_\/_ll .

: . Administrative
Office for processing of Assistant Il
payment
TOTAL: NONE 15 days

END OF TRANSACTION
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OFFICE OF THE CITY MAYOR
(Local Economic and Investment Promotions
Office)

External Services
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1. Providing Technical Assistance on Investment and Trade Promotion
Generation (Walk In Clients)

To provide necessary procedure in the delivery of technical assistance to potential investors
through orientation of the existing ordinances pertaining investment incentives.

CMO - Local Economic Development and Investment Promotions
Office (LEDIPO)

Simple Transaction
G2B — Government to Business
All concerned party

1. Local Economic Development and Investment Promotions
Office

. Investment Profile
. Promaotional Collaterals

. Sign in the Client 1. Provide the client’s None 2 minutes Development Management
Logbook loghook to the Officer Il/
concern party to fill Administrative Assistant Il
out the needed (Computer Operator I1)
information
. Orient client on 2. Provide investment | None 10 minutes Development Management
investment profile and Officer IV/
incentives offered collaterals Development Management
to potential Officer 11l/
investors Development Management
Officer Il
TOTAL NONE 12 minutes

END OF TRANSACTION
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2. Providing Technical Assistance On Investment And Trade
Promotion Generation (scheduled meetings)

To provide technical assistance to other agencies, investors, researchers relative to the City’s

Local Economic Development and areas for Investment.

wnN e

meeting)

Investment Profile
Promotional Collaterals
Letter request (schedule of

CMO - Local Economic Development and Investment Promotions
Office (LEDIPO)

Simple Transaction

G2B — Government to Business

All concerned party

Local Economic Development and Investment Promotions Office

1. Signinthe Client | 1. Provide the client’s None 2 minutes Development
Logbook loghook to the concern Management Officer 11/
party to fill out the Administrative Assistant Il
needed information (Computer Operator II)
2. Orient client on 2.1 Provide investment None 10 minutes Development
investment profile and collaterals Management Officer IV/
incentives offered Development
to potential Management Officer IlI/
investors Development
Management Officer Il
2.2 Accommodate None 15 minutes Development
concerns and assist on Management Officer 1V/
other queries. Development
Management Officer 111/
Development
Management Officer Il
TOTAL NONE 27 minutes

(varying time)

END OF TRANSACTION
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3. Application for investment incentive under ordinance No. 461

To provide necessary procedures on the application for Investment Incentives for preferred
areas of investment under Ordinance 461 granting Fiscal Tax Incentive for Business Tax, Real
Property Tax (RPT), Building.

Receipt

. PPCIB Application Form

Mayor’s/Business Permit
Photocopy of Registration Fee

CMO - Local Economic Development and Investment Promotions
Office (LEDIPO)

Simple Transaction

G2B — Government to Business

All concerned party

1. Local Economic Development and Investment Promotions Office

(LEDIPO)
2. Business Permits and Licensing Office
3. City Treasurer’s Office

refundable
registration fee at
City Treasurer’'s
Office and submit
the photocopy of
receipt to Local
Economic
Development and
Investment
Promotions
Office

photocopy of
registration fee
receipt

1. Signinthe Client | 1.1 Give the logbook to None 1 minute Development Management
Logbook the client Officer Il/
Administrative Assistant Il
(Computer Operator Il)
1.2 Orient client on tax None 5 minutes Development Management
incentives offered to Officer IV/
potential investors Development Management
Officer
2. Receive 2.1 Give the Application None 1 minute Development Management
Application Form Form to client Officer Il
Administrative Assistant Il
(Computer Operator 1)
3. Submit the 3.1 Check and verify None 5 minutes Development Management
completely filled- completeness of Officer IV/
out Application submitted documents Development
Form with Management Officer Il
complete
attachments
3.2 Receive and log the None 1 minute Development Management
completely filled-out Officer I
Application Form with
complete attachments
3.3 Evaluate, validate, None 8 hours Development Management
and process the Officer IV/
submitted application Development Management
Officer I
4. Payment of non- | 4.1 Receive and log 10,000.00 | 1 minute Administrative Assistant llI

(Computer Operator I1)
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4.2 Conduct ocular None 1 hour Development Management
Inspection Officer IV/
Development Management
Officer II/
Administrative Assistant Il
(Computer Operator Il)
4.3 Prepare Notice of None 5 minutes Development Management
PPCIB Meeting Officer |l
4.4 Review and approve None 1 minute Development Management
Notice of Meeting Officer IV
4.5 Transmit Notice of None 15 minutes Development Management
Meeting to City (each within Officer Il/
Administrator’s Office the CGPP Administrative Assistant Il
for signing premises) (Computer Operator I1)
5. Receive notice of | 5.1 Distribute approved None 15 minutes Administrative Assistant IlI
meeting Notice of Meeting to (each within (Computer Operator I1)
the Board the CGPP
premises)
6. Attend 6.1 Facilitate Investment | None (depending on | Development Management
Investment Board Board Meeting the timeframe) | Officer IV/
Meeting Development Management
Officer Il/
Administrative Assistant IlI
(Computer Operator I1)
6.2 Prepare minutes of None 4 hours Development Management
meeting Officer 1/
6.3 Review and approve None 1 hour Development Management
minutes of meeting Officer IV
6.4 Transmit minutes of None 15 minutes Development Management
meeting for approval Officer 1l/
of the Puerto Administrative Assistant Il
Princesa City (Computer Operator I1)
Investment Board
Chairperson or the
Presiding Officer
6.5 Prepare Board None 1 hour Development Management
Resolution Officer |l
6.6 Review and approve None 15 minutes Development Management
Board Resolution Officer IV
6.7 Transmit Board None 15 minutes Development Management
Resolution for signing (each within Officer Il/
of the Puerto the CGPP Administrative Assistant IlI
Princesa City premises) (Computer Operator Il)
Investment Board
6.8 Prepare Certificate of | None 30 minutes Development Management
Registration Officer Il
6.9 Transmit certificate of | None 15 minutes Development Management
registration for signing Officer II/
of the Chairman of Administrative Assistant llI
the Puerto Princesa (Computer Operator I1)
City Investment Board
7. Receive copy of | 7.1 Release approved None 1 minute Development Management
Board Resolution Board Resolution Officer II/
Administrative Assistant llI
(Computer Operator 1)
8. Receive 8.1 Award certificate of None 3 minutes Development Management

certificate of
registration

registration

Officer IV
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TOTAL

10,000.00

15 hours and
36 minutes
(varying time)

END OF TRANSACTION

4. Application for Investment Incentive Under Ordinance No. 919

To provide necessary procedures on the application for Investment Incentives for Business
Establishments that will invest on the Tourism Mile.

. PPCIB Application Form

Mayor’s/Business Permit
Photocopy of Registration Fee

Receipt

CMO - Local Economic Development and Investment Promotions
Office (LEDIPO)

Simple Transaction

G2B — Government to Business

All concerned party

1. Local Economic Development and Investment Promotions Office

(LEDIPO)
2. Business Permits and Licensing Office
3. City Treasurer’s Office

and process the
submitted application

1. Sign in the Client 1.1 Give the logbook to None 1 minute Development Management
Logbook the client Officer II/
Administrative Assistant ll|
(Computer Operator 1)
1.2 Orient client on tax None 5 minutes Development Management
incentives offered to Officer IV/
potential investors Development Management
Officer Il
2. Receive 2.1 Give the Application None 1 minute Development Management
Application Form Form to the client Officer Il/
Administrative Assistant IlI
(Computer Operator 1)
3. Submit the 3.1 Check and verify None 5 minutes Development Management
completely filled- completeness of Officer IV/
out Application submitted documents Development Management
Form with Officer
complete
attachments
3.2 Receive and log the None 1 minute Development Management
completely filled-out Officer Il/
Application Form with Administrative Assistant llI
complete attachments (Computer Operator 1)
3.3 Evaluate, validate, None 8 hours Development Management

Officer IV/
Development Management
Officer I
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4. Payment of non- 4.1 Receive and log 10,000.00 | 1 minute Administrative Assistant Il
refundable photocopy of (Computer Operator I1)
registration fee at registration fee
City Treasurer’'s receipt
Office and submit
the photocopy of
receipt to Local
Economic
Development and
Investment
Promotions Office

4.2 Conduct ocular None 1 hour Development Management
Inspection Officer IV/
Development Management
Officer Il/
Administrative Assistant IlI
(Computer Operator II)
4.3 Prepare Notice of None 5 minutes Development Management
PPCIB Meeting Officer 1l
4.4 Review and approve None 1 minute Development Management
Notice of Meeting Officer IV
4.5 Transmit Notice of None 15 minutes Development Management
Meeting to City (each within Officer Il/
Administrator’s Office the CGPP Administrative Assistant Il
for signing premises) (Computer Operator Il)
5. Receive Notice of | 5.1 Distribute approved None 15 minutes Administrative Assistant Il
Meeting Notice of Meeting to (each within (Computer Operator I1)
the Board the CGPP
premises)
6. Attend Investment | 6.1 Facilitate Investment | None (depending on | Development Management

Board Meeting

Board Meeting

the timeframe)

Officer IV/

Development Management
Officer IIf

Administrative Assistant Ill
(Computer Operator 1)

7.1 Prepare minutes of None 4 hours Development Management
meeting Officer I/

8.1 Review and approve None 1 hour Development Management
minutes of meeting Officer IV

6.4 Transmit minutes of None 15 minutes Development Management
meeting for approval Officer 11/
of the Puerto Princesa Administrative Assistant Il
City Investment Board (Computer Operator I1)
Chairperson or
Presiding Officer

6.5 Prepare Board None 1 hour Development Management
Resolution Officer I

6.6 Review and approve None 15 minutes Development Management
Board Resolution Officer IV

6.7 Transmit Board None 15 minutes Development Management
Resolution for signing (each within Officer I/
of the Puerto the CGPP Administrative Assistant Ill
Princesa City premises) (Computer Operator I1)
Investment Board

6.8 Prepare certificate of | None 30 minutes Development Management
registration Officer Il

6.9 Transmit certificate of | None 15 minutes Development Management
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registration for
signing of the
Chairman of the
Board

Officer 1l/
Administrative Assistant Ill
(Computer Operator I1)

7. Receive copy of 7.1 Release approved None 1 minute Development Management
Board Resolution Board Resolution Officer I/
Administrative Assistant Il
(Computer Operator I1)
8. Receive certificate | 8.1 Award certificate of None 3 minutes Development Management
of registration registration Officer IV
17 hours and
TOTAL 10,000.00 4 minutes

(varying time)

END OF TRANSACTION

5.

5. Application For Investment Incentive Under Ordinance No. 1084

To provide necessary procedures on the application for Investment Incentives City Ordinance
no. 1084 or the granting of Local Business Tax Incentives to Business Establishments employing
Senior Citizen and Persons with Disability within the territorial jurisdiction of Puerto Princesa City.

PPCIB Application Form 1.
Mayor’s/Business Permit 2.
. Proof of Employment of Senior 3.

Citizens/ Persons

. Proof of compliance to Mandatory 4.
Benefits for Senior Citizen/ Persons
with Disability employees

Certificate from Office of the Senior 5.
Citizen/Persons with Disability Affairs

6. Photocoii of Senior Citizen/PWD ID | 6. Aiiliini Business Establishment

CMO - Local Economic Development and Investment Promotions
Office (LEDIPO)

Simple Transaction

G2B — Government to Business

with Disability

All concerned party

Local Economic Development and Investment Promotions
Office (LEDIPO)

Business Permits and Licensing Office

Applying Business Establishment

Applying Business Establishment

Office of the Senior Citizen/Person with Disability Affairs

completely filled-
out Application

completeness of
submitted documents

1. Signinthe Client | 1.1 Give the logbook to None 1 minute Development Management
Logbook the client Officer Il/
Administrative Assistant Il
(Computer Operator 1)
1.2 Orient client on tax None 5 minutes Development Management
incentives offered to Officer IV/
potential investors Development Management
Officer I
2. Receive 2.1 Give the Application None 1 minute Development Management
Application Form Form to the client Officer II/
Administrative Assistant IlI
(Computer Operator 1)
3. Submit the 3.1 Check and verify None 5 minutes Development Management

Officer IV/
Development Management
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Form with Officer I
complete
attachments
3.2 Receive and log the None 1 minute Development Management
completely filled-out Officer Il/
Application Form with Administrative Assistant IlI
complete attachments (Computer Operator I1)
3.3 Evaluate, validate, None 8 hours Development Management
and process and the Officer IV/
submitted application Development Management
Officer Il
3.4 Conduct ocular None 1 hour Development Management
Inspection Officer IV/
Development Management
Officer Il/
Administrative Assistant llI
(Computer Operator II)
3.5 Prepare Notice of None 5 minutes Development Management
PPCIB Meeting Officer 1l
3.6 Transmit Notice of None 15 minutes Development Management
Meeting to City (each within the | Officer II/
Administrator’s Office CGPP Administrative Assistant llI
for signing premises) (Computer Operator 11)
3.7 Distribute approved None 15 minutes Administrative Assistant ll|
Notice of Meeting to (each within the | (Computer Operator II)
the Board CGPP
premises)
3.8 Facilitate Investment | None (depending on Development Management
Board Meeting the timeframe) Officer IV/
Development Management
Officer 1l
Administrative Assistant ll|
(Computer Operator 1)
4. Attend 4.1 Prepare minutes of None 4 hours Development Management
Investment Board meeting Officer Il
Meeting
4.2 Review and approve None 1 Hour Development Management
minutes of meeting Officer IV
4.3 Transmit minutes of None 15 minutes Development Management
meeting for approval Officer Il/
of the Chairperson Administrative Assistant ll|
(Computer Operator 1)
4.4 Prepare Board None 1 Hour Development Management
Resolution Officer I
4.5 Review and approve | None 15 minutes Development Management
Board Resolution Officer IV
4.6 Transmit Board None 15 minutes Development Management
Resolution for (each within the | Officer II/
approval of the Board CGPP Administrative Assistant IlI
premises) (Computer Operator 11)
4.7 Prepare certificate of | None 5 minutes Development Management
registration Officer Il
4.8 Transmit certificate of | None 15 minutes Development Management

registration for
signing of the
Chairman of the
Puerto Princesa City

Officer Il/
Administrative Assistant Il
(Computer Operator Il)
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Investment Board

5. Receive copy of 5.1 Release approved None 1 minute Development Management
Board Resolution Board Resolution Officer Il/

Administrative Assistant llI

(Computer Operator 1)

6. Receive copy of | 6.1 Award certificate of None 3 minutes Development Management
certificate of registration Officer IV
registration

16 hours and
TOTAL NONE 57 minutes
(varying time)

END OF TRANSACTION

6. Request For Livelihood Training Under City Ordinance No. 1128 —
Negosyo Serbisyo Caravan Sa Barangay

To provide necessary procedure on the processing of request for Negosyo Serbisyo
Caravan sa Barangay.

CMO - Local Economic Development and Investment
Promotions Office (LEDIPO)

Simple

G2C — Government to Citizen

All concerned part

1. Local Economic Development and Investment Promotions
Office

1. Request Form

1. Signinthe 1.1 Give the logbook | None 1 minute
Client Logbook to the client I\D/Iz\gggm:r?: Officer I/
Administrative Assistant Il
(Computer Operator Il)
2. Submit/present | 2.1.Received and None Development
filled-out log filled-out Management Officer I/
request form request form Administrative Assistant ll|
1 minute (Computer Operator I1)
2.2.Forward to the None Development
Division Head Management Officer Il
for approval
2.3.Receive, None 5 minutes Development
evaluate, and Management Officer IV
approve request
3. Wait for the 3.1 Notify client on None 1 minute Development
approved of the approved Management Officer IV/
request request. Development
Management Officer Il
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3.2.Coordinate None 8 hours Development
schedule of Management Officer 1V/
activities with Development
partner agencies Management Officer Il
TOTAL NONE Varying time

END OF TRANSACTION

7. Conduct Of Livelihood Training Under City Ordinance No. 1128 —
Negosyo Serbisyo Caravan Sa Barangay

To provide necessary procedure on the implementation of livelihood training under
Ordinance 1128 or the Negosyo Serbisyo Caravan sa Barangay Program.

For participants:
e Personal materials as
needed

For implementing office:
e Resource Person
e Training materials
e  Certificate of Trainin

CMO - Local Economic Development and Investment

Promotions Office (LEDIPO)

Simple

G2C — Government to Citizen

All concerned party

1. To be provided by the requesting party

2. Local Economic Development and Investment Promotions

Office (LEDIPO)

. Attend/participat | 1.1 Implement None (Depending on | DTI Resource Person/
e in the livelihood skills the timeframe) | Development
livelihood skills training Management Officer 1V/
training Development

Management Officer 11/
Administrative Assistant IlI
(Computer Operator I1)

. Receive 2.1 Issue Certificate of | None 5 minutes Development
Certificate of Training Management Officer IV
Training

TOTAL NONE Varying time

END OF TRANSACTION
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8. Request For Application For Business Registration For The
Graduates Of Negosyo Serbisyo Caravan Sa Barangay Program

To provide necessary procedure on the application for business registration for the
graduates of Negosyo Serbisyo Caravan sa Barangay as part of their requirements in the application
of business permit.

CMO - Local Economic Development and Investment Promotions
Office (LEDIPO)

Simple

G2C — Government to Citizen

All concerned part

. Application for Registration 1. Local Economic Development and Investment Promotions Office
(LEDIPO)
2. Photocopy of Certificate of 2. Requesting party
Training
. Fill-out the 1.1 Review the submitted | None 2 minute Development Management
application form request form Officer II/
Administrative Assistant Il|
(Computer Operator 11)
1.2 Forward the None 2 minutes Development Management
application form to Officer IV
the Division Chief for Development Management
approval Officer I/ Administrative
Assistant Il (Computer
Operator 1)
1.3 Record/ log the None 2 minutes Administrative Assistant IlI
Application for (Computer Operator I1)
Registration
1.4 Release the None 2 minutes Administrative Assistant Il|
Application for (Computer Operator I1)
Registration
TOTAL NONE 8 minutes
END OF TRANSACTION
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9. Request For The Copies Of Certificate Of Registration For Tax
Incentive

To provide necessary procedure on the request for Certificate of Registration for Tax
Incentive for Ordinance 461,919 and 1084.

1. Request Form

1. Fill-out the
request form

2. Certificate of Registration

Office (LEDIPO)

CMO - Local Economic Development and Investment Promotions

Simple

G2B — Government to Business

All concerned part

(LEDIPO)

1.1 Review the submitted | None 2 minute
request form

Local Economic Development and Investment Promotions Office

Development Management
Officer I/

Administrative Assistant IlI
(Computer Operator 11)

1.2 Forward the request None 2 minutes
form to the Division
Chief for approval

Development Management
Officer IV/

Development Management
Officer Il/

Administrative Assistant llI

(Computer Operator Il)

1.3 Prepare the None 2 minutes
Certificate of
Registration for the
applicable tax
incentive

Development Management
Officer Il

1.4 Record/ log the None 2 minutes
prepared Certificate
of Registration

Administrative Assistant Ill
(Computer Operator I1)

1.5 Release the None 2 minutes
requested Certificate
of Registration

Administrative Assistant Ill
(Computer Operator Il)

TOTAL NONE 10 minutes

END OF TRANSACTION
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10.Request For Investment Promotions Data And Documents

To provide necessary procedure on the provision of investment promotions, collaterals,
copies of ordinances related to tax incentive and its amendments, copies of investment, tax
incentive related data and other similar forms and documents.

CMO - Local Economic Development and Investment Promotions
Office (LEDIPO)

Simple

G2G — Government to Government & G2C — Government to Citizen
All concerned part

Local Economic Development and Investment Promotions Office

Request Form

1. Signinthe 1.1 Give the logbook to None 1 minute Development Management
Client Logbook the client Officer I/
Administrative Assistant Il
(Computer Operator I1)
2. Fill-out Request | 1.2 Give the request form | None 2 minutes Development Management
Form to the client Officer II/
Administrative Assistant Il
(Computer Operator I1)
3. Submit the 3.1 Receive and None 1 minute Development Management
completely record/log Officer II/
filled-out accomplished Administrative Assistant Il|
request form Request Form (Computer Operator II)
3.2 Forward to the None 1 minute Development Management
Division Head for Officer II/
approval Administrative Assistant Il|
(Computer Operator 11)
3.3 Evaluate and approve | None 2 minutes Development Management
requested documents Officer IV
3.4 Prepare/reproduce None 5 minutes Development Management
requested Officer II/
data/documents Administrative Assistant IlI
(Computer Operator 11)
4. Wait for the 4.1 Log and release None 1 minute Development Management
approved requested Officer I/
requested data/documents Administrative Assistant Il|
documents (Computer Operator I1)
TOTAL NONE 13 minutes

END OF TRANSACTION
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OFFICE OF THE CITY MAYOR

(Business Permits and Licensing Division)

External Services
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1. Issuance of Mayor’s Permit for New Business Application
To provide necessary procedures in applying for and issuance of Mayor’'s
Permit for New Businesses in the City of Puerto Princesa

CMO - Permits and Licensing Division

Simple

G2C - Government to Citizen

PRE-REQUIREMENTS
Unified Application Form

=

2. Proof of Business Registration
- Single Propreitorship
- Corporation
- Cooperative

3. Contract of Lease (if business
owner is a lessee)

4. Occupancy Permit

POST REQUIREMENTS
Sanitary Permit/Health Card

=

2. CCTV Clearance

3. Real Property Tax Clearance

4. Fire Safety Inspection Certificate
(FSIC)

5. SSS Clearance

6. PhilHealth Clearance

7. PAG-IBIG Clearance

8. Other requirements based on

1. Submit L.1Verify
Necessary completeness of
Requirements | data and
and Provides requirements
Information  [.2Check if business
establishment is
included in
negative list
L.3Encode entries to
eTRACS

All Operating and New Businesses

1.

2.

=

NoOokowN

business cateiori

Business Permits and Licensing Office /download
online at puertoprincesa.ph

Proof of Registration

- Department of Trade and Industry (DTI)

- Securities and Exchange Commisssion (SEC)

- Cooperative Development Authority (CDA)

To be provided by the client

Office of the Building Official

City Health Office (Sanitary Division)- Second
Floor, Old City Hall Building

CCTV Office — 15t floor, Old City Hall Building
Land Tax Division- City Treasurer’s Office
Bureau of Fire Protection

Social Security System- San Pedro, PPC
PhilHealth Office — San Jose

PAG-IBIG Office — NCCC Mall

None 3 hours

Licensing Officer 11l
Licensing Officer Il
Licensing Officer |
Computer Operator
Il

License Inspector Il
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Princesa Series of 2016-Chapter 3-
Article A; Chapter 4-Article A, B

(Annex C)

L.4 Assess None 2 hours | Business Tax
corresponding Division — City
Fees and Treasurer’s Office
charges
. Pay 2.1 Receive Order Taxes, Fees and 3 hours | Cash Receipts
computed of Payment and Charges is Based in Division- City
Ordinance No. 794 ) .
Fees and Collect Payment or Revised Revenue Treasurer’s Office
Charges 2.2Issue Official Code of the City of
Receipt Puerto Princesa
Series of 2016
(Annex C)
. Claim a. Receive and None - Licensing Officer
Mayor’s check 11
Permit application form, 1 day - Licensing Officer
Official Receipt I
and other - LTOOI
requirements
b. Sign Mayor’s 1 day - Licensing Officer
Permit A\
c. Release - Administrative
approved Aide IV
Mayor’s Permit
Taxes, Fees and Charges is Based 3 days
in Ordinance No. 794 or Revised
TOTAL: Revenue Code of the City of Puerto

END OF TRANSACTION
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2. Issuance of Mayor’s Permit for Renewal of Business
To provide necessary procedures in applying for and issuance of Mayor’s
Permit for New Businesses in the City of Puerto Princesa

CMO - Permits and Licensing Division

Simple

G2C - Government to Citizen

All Operating and New Businesses

PRE-REQUIREMENTS

1. Unified Application Form 1. Business Permits and Licensing Office
/download online at puertoprincesa.ph
2. Basis for computing taxes, fees and 2. To be provided by the client

charg-/es (Income Tax Return, Audited
Financial Statements)

POST REQUIREMENTS

1. Sanitary Permit/Health Card 1. City Health Office- Second Floor, Old City
Hall Building

2. CCTV Clearance 2. CCTV Office — 1t floor, Old City Hall
Building

3. Real Property Tax Clearance 3. Land Tax Division- City Treasurer’s Office

4. Fire Safety Inspection Certificate (FSIC) | 4. Bureau of Fire Protection

5. SSS Clearance 5. Social Security System- San Pedro, PPC

6. PhiliHealth Clearance 6. PhilHealth Office — San Jose

7. PAG-IBIG Clearance 7. PAG-IBIG Office — NCCC Mall

8. Other requirements based on business

cateiori

1. Submit 1.1Verify completeness of None 3 hours + Licensing Officer IlI
Necessary data and requirements - Licensing Officer Il
Requiremen |.2Check if business - Licensing Officer |
ts and establishment is included - Computer
Provides in negative list Operator I
Information [1.3 Encode entries to - License Inspector

eTRACS Il
1.4 Assess corresponding None 2 hours Business Tax
Fees and charges Division — City
Treasurer’s Office
2. Pay 2.1 Receive Order of Taxes, 3 hours Cash Receipts
computed |Payment and Collect Fees and Division - City
Taxes, Payment Charges Treasurer’s Office
fees and 2.2Issue Official Receipt is Based
charges in Ord.
No. 794 or
Revised
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Revenue
Code of
the City of
Puerto
Princesa
Series of
2016
(Annex C)
3. Claim a. Receive and check None - Licensing Officer
Mayor’s application form, Official 11
Permit Receipt and other 1 day - Licensing Officer
requirements I
- LTOOI
- Licensing Officer
b. Sign Mayor’'s Permit \Y
1 day
- Administrative
c. Release approved Aide IV
Mayor’'s Permit
Taxes, Fees and Charges is Based in 3 days
Ordinance No. 794 or Revised
, Revenue Code of the City of Puerto
TOTAL: Princesa Series of 2016-Chapter 3-
Article A; Chapter 4-Article A, B
(Annex C)
END OF TRANSACTION
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3. Issuance of Motorized Tricycle Operator’s Permit (MTOP) Sticker
To provide necessary procedures in the issuance of Motorized Tricycle
Operator’'s Permit (MTOP) Sticker in the City of Puerto Princesa

CMO — Permits and Licensing Division
Simple
G2B — Government to Business
All Tricycle Franchise Holder
1. Application Form 1. Provided by the office
2. Community Tax Certificate 2. Barangay where applicant is residing or City
(cedula) Treasurer’s Office
3. Toda Certificate 3. TODA where applicant is member
4. City Traffic Clearance 4. City Traffic Management Office (CTMO)
5. TRIKE Clearance 5. Trike Fund Management Office
6. Certificate of Registration 6. Land Trasnsportation Office
7. Official Receipt 7. Land Transportation Office
8. Validated Tricycle Franchise 8. Tricycle Franchising Section — Office of the City
Vice Mayor
9. Inspection Slip 9. Tricycle Franchising Section — Office of the City
Vice Mayor
1.Submit 1.1 Verify None 2 hours  F Licensing Officer
Necessary completeness 1]
Requirements of data and - Licensing Officer Il
and Provides requirements - Licensing Officer |
Information 1.2 Encode entries - Computer
to eTRACS and Operator Il
issue Order of - License Inspector
Payment Il
2.Pay computed |2.1 Receive Order pMayor’s Permit 3 hours (Cashier City
fees and of Payment and Fee — 100.00 Treasurer’s Office)
charges Collect Payment eCertification Fee
2.21ssue Official | (Tricycle) — 100.00
Receipt eCertification Fee
(RPT) —100.00
eHealth Fee —
100.00
sFranchise Fee
(Tricycle) — 400.00
sSticker (Tricycle) —
68.00
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3.Claim Tricycle |1.1Receive and None - Licensing

Sticker check Officer Il
application 3 hours - Licensing
form, Official Officer |
Receipt and - LTOOI
other

requirements

- Licensing
1.2Sign Officer IV
Application
Form
- Administrative
1.3Release Aide IV
MTOP sticker
TOTAL: 868.00 1 day

END OF TRANSACTION
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4. Issuance of Mayor’s Permit Motorized Banca (New Application)
To provide necessary procedures in registering Motorized Fishing Boat and
issuance of Motorboat Operators License in the City of Puerto Princesa

CMO — Permits and Licensing Division

Simple

G2B — Government to Business

All Owners and Operators of Motorized Fishing Boat

check
application
form, Official
Receipt and
other
requirements

1. Community Tax Certificate 1. Barangay where applicant is residing or City
(cedula) Treasurer’s Office
2. BFARMC Clearance 2. Barangay where applicant is residing
3. Sertipiko ng Pagkakagawa 3. Bantay Dagat- Old City Hall Building
4. Certificate of Inspection 4. Bantay Dagat- Old City Hall Building
5. PNP Maritime Clearance 5. PNP Maritime- Old Citi Hall Buildini
1. Submit 1.1Verify None 2 hours
Necegsary completeness - Licensing Officer IlI
Requirements of data and . . .
. . - Licensing Officer Il
and Provides requirements : : )
: ) - Licensing Officer |
Information 1.2 Encode entries L Computer Operator I
to eTRACS omp P
. - License Inspector Il
and issue
Order of
Payment
2. Pay 2.1 Receive Order | Taxes, Fees 4 hours Revenue Collection
computed of Payment and and Charges Clerk - City Treasurer’s
fees and Collect Payment is Based in Office
charges 2.21ssue Official Sgd';‘gzcoer
Receipt Revised
Revenue
Code of the
City of Puerto
Princesa
Series of
2016 (Annex
)
3 Claim 3.1Print Motorized None 5 hours |- Computer Operator Il
Motorized Banca Mayor’s
Banca Permit
Mayor’s
Permit 3.2Receive and 3 hours |- Licensing Officer Il

- Licensing Officer |

- LTOO I
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3.3Sign Mayor’s
Permit

3.2 Release
Motorized
Banca
Mayor’s
Permit

2 hours

1 day

- Licensing Officer IV

- Administrative Aide IV

TOTAL:

Taxes, Fees and Charges is
Based in Ordinance No. 794 or
Revised Revenue Code of the
City of Puerto Princesa Series
of 2016 — Chapter 9-Article B

(Annex C)

3 days

END OF TRANSACTION
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5. Issuance of Mayor’s Permit Motorized Banca (Renewal)

To provide necessary procedures in registering Motorized Fishing Boat and
issuance of Motorboat Operators License in the City of Puerto Princesa.

CMO - Permits and Licensing Division

Simple

G2B — Government to Business

All Owners and Operators of Motorized Fishing Boat

1. Barangay Clearance 1. Barangay where applicant is residing
2. Community Tax Certificate 2. Barangay where applicant is residing or City
(cedula) Treasurer’s Office
3. BFARMC Clearance 3. Barangay where applicant is residing
4. Sertipiko ng Pagkakagawa 4. Bantay Dagat- Old City Hall Building
5. Certificate of Inspection 5. Bantay Dagat- Old City Hall Building
6. PNP Maritime Clearance 6. PNP Maritime- Old City Hall Building
7. Motor Boat Operator’s License 7. BPLO
(MBOL)
8. Certificate of Numer (CN) 8. BPLO
1. Submit 1.1 Verify None 2 hours
Nece_ssary completeness of  Licensing Officer Ill
Requirements data and i . .
\ . - Licensing Officer Il
and Provides requirements . . .
: . - Licensing Officer |
Information 1.2Encode entries . Computer Operator I
to eTRACS and omp P
. - License Inspector Il
issue Order of
Payment
2. Pay 2.1 Receive Order of | Taxes, Fees 4 hours Revenue Collection
computed Payment and Collect | and Charges Clerk - City
fees and Payment is Based in Treasurer’s Office
charges 5.21ssue Official Sgd';‘gzcoer
Receipt Revised
Revenue
Code of the
City of Puerto
Princesa
Series of
2016 (Annex
C)
3. Claim 3.1Print None 5 hours |- Computer Operator Il
Motorized Motorized
Banca Banca
Mayor’s Mayor’s
Permit Permit
3.2Receive and - Licensing Officer IlI
check 3 hours |- Licensing Officer |
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application - LTOO I
form, Official
Receipt and
other

requirements - Licensing Officer IV

3.3Sign Mayor’s - Administrative Aide
Permit 2 hours v

3.4Release
Motorized 1 day
Banca
Mayor’s
Permit

Taxes, Fees and Charges is
Based in Ordinance No. 794 or
Revised Revenue Code of the

City of Puerto Princesa Series of
2016 — Chapter 9-Article B
(Annex C)

TOTAL: 3 days

END OF TRANSACTION

6. Issuance of Occupational Permit (Profession)
To provide necessary procedures in applying and issuance of Occupational

Permit (Profession) in the City of Puerto Princesa

CMO - Permits and Licensing Division
Simple

G2C — Government to Citizen

All Professionals

Barangay Clearance

Community Tax Certificate (cedula)
Fiscal Clearance

Judge Clearance

Police Clearance

TESDA Certificate (if applicable)
Health Clearance

Mayor’s Clearance

Barangay where applicant is residing

City Treasurer’s Office

City Fiscal Office, Justice Hall

City Judge, Justice Hall

PNP Station, Old City Hall

TESDA, PPSAT Compound, Sta. Monica, PPC
City Health Office

City Mayor’s Office, New City Hall Bldg

ONoGhR®WNE

©ONoGA~wWNE

1. Present order of |1.1Check Order Taxes, Feesand | 10 minutes | (Cashier City

payment and Pay of payment, fnhgr%?ﬁgﬁciasid Treasurer's
corresponding collectamount | "So,  Revised Office)
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fees and charges

to be paid and

Revenue Code of

Puerto Princesa
Series of 2016-
Chapter 4-Atrticle B;
Chapter 5-Atrticle B-
C(Annex C)

issue official the City of Puerto]c
. Princesa Series 0
receipt 2016 (Annex C)
. Proceed to BPLO |2.1Verify None 10 minutes |- Licensing Officer
and present completeness 11
Official Receipt of data and - Licensing Officer
together with the requirements I
requirements - LTOO I
2.2encode data, - Admin Officer |
print permit
. Claim 3.1 Approve and None 2 minutes |-Licensing Office
Occupational sign \V
Permit Occupational
Permit
3.2Release of - Administrative
approved Aide IV
Occupational
permit
Taxes, Fees and
Charges is Based in
Ordinance No. 794
or Revised Revenue
TOTAL: Code ofthe City of | > inutes

END OF TRANSACTION

7. Issuance of Certification
To provide necessary procedures in the issuance of various type of
Certification. No Registered Business in the City, With Existing Mayor’s Permit, and

Mayor’s Permit is under Process, and Actual date of Cease Operation.

Letter request

CMO - Permits and Licensing Division

Simple

G2C - Government to Citizen

‘ All concerned party

To be provided by applicant/client
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. Submit
necessary
requirements
and Provides

a. Receive and
record letter
request

- Admin Officer
I

Information b. Issue Order of | None 5 minutes - Administrative
Payment Aide IV
. Pay computed |2.1 Receive
feels Order of
E;?g?;m' . Cashier- City
100.00 10 minutes Treasurer’s
amount to be i
. Office
paid and
Issue Official
Receipt
. Claim 3.1Sign 3 minutes - Licensing
Certification approved Office IV
Certification
None
3.2Release 2 minutes - Administrative
approved Aide IV
certification
TOTAL.: 100.00 20 minutes

END OF TRANSACTION

8. Issuance of Certified Xeroxed/True Copy of Mayor’s Permit,

Certificate of Number and Motorboat Operator’s License

To provide necessary procedures in the issuance of Certified Xeroxed/True
Copy of: Mayor's Permit, Certificate of Number, and Motorboat Operator's
License (MBOL) operating in the City of Puerto Princesa

CMO - Permits and Licensing Division
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1. Submit necessary |l.1Receive - Admin Officer I
requirements and and record
Provides letter
Information request Administrative
None 5 minutes Aide IV
1.2Issue Order
of Payment
2. Pay computed 2.1Receive
feels Order of
Payment,
collect Cashier- City
amount to 200.00 10 minutes Treasurer’s
be paid and Office
Issue
Official
Receipt
3. Claim Certified 3.1Sign - Licensing
True Copy Certified Office IV
True Copy
None 5 minutes - Administrative
3.2Release Aide IV
approved
Certified
True Copy
TOTAL: 200.00 20 minutes

END OF TRANSACTION

1. Submission

9. Issuance of Advertisement And Promotional Poles Permit
To provide necessary procedures in the issuance of Advertisement and
Promotional Poles Permit in the City of Puerto Princesa

CMO - Permits and Licensing Division
Simple

G2C — Government to Citizen
All interested to conduct caroling

Letter request To be provided by applicant/client

1.1 Receive 10 minutes |- Administrative Aide IV
request and issue

order of payment

of letter
request and
request for
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order of
payment
2. Payment . Receive order Taxes, 30 minutes | (Cashier City
of payment, Fees and Treasurer’s Office)
receive Charges
is Based
amount to be in
paid and issue | Ordinance
official receipt | No.1257
(Annex C)

3. Present 3.1 Review None 10 minutes |- Licensing Officer Il
Official completeness - Licensing Officer |
Receipt and of
requirements requirements

and print
permit

4. Claim Permit 4.1Review None 10 minutes |- Licensing Officer Il

completene - Licensing Officer |
ss of
requiremen
ts and print
permit
4.2Sign 3 minutes |- Licensing Office IV
Advertisem
ent and
Promotiona
| Poles
Permit
3 minutes - Administrative
4.3Release Aide IV
permit
Taxes,
Fees and
Charges
TOTAL: | B4 | 55 minutes

Ordinance

No. 1257

(Annex C)

END OF TRANSACTION
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OFFICE OF THE CITY MAYOR

(Community Affairs Division)

External Services
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1. Drafting of Appointments of Barangay Officials

To provide office procedures in assisting barangay officials coming from the
sixty-six (66) component barangays of Puerto Princesa City in the drafting of
appointment papers of appointed barangay officials

. Request Form

for the vacant

CMO — Community Affairs Division

Simple

G2G — Government to Government

. Barangay Resolution endorsing the
appointment of chosen constituent
position

Provided by office, accomplished by client
Provided by concerned barangay

1. Fill-up request 1. Receive the None 2 minutes Community
form request form Affairs Asst. Il

2. Present 2.1 Approve None 3 minutes Community
resolution the request Affairs Officer
endorsing the v
appointment

2.2 Prepare the None 10 minutes | (Personnel
appointment assigned to the
documents concerned

barangay)

3. Receive the 3. Record and None 2 minutes Community
requested release the Affairs Asst. II/
document documents Admin Aide I

TOTAL: NONE 17 minutes
END OF TRANSACTION
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2. Drafting of Barangay Resolutions/Ordinances
To provide office procedures in assisting barangay officials (elected and
appointed) coming from the sixty-six (66) component barangays of Puerto Princesa
City in the drafting of barangay resolutions and ordinances

CMO — Community Affairs Division
Complex
G2G - Government to Government

1. Request Form
2. Minutes of Meeting

Provided by office, accomplished by client
Provided by requesting client

1. Fill-up request 1. Receive the None 2 minutes Community
form request form Affairs Asst. Il
2. Present Minutes |2.1 Approve the None 3 minutes Community
of Meeting of the request Affairs Officer
barangay council \Y
2.2 Prepare/ None 3 days (Personnel
draft assigned to the
resolution concerned
or barangay)
ordinance
needed
3. Receive the draft | 3. Record and None 2 minutes Community
resolution or release the Affairs Asst. 11/
ordinance drafted Admin Aide Il
document
TOTAL: NONE | Sdaysé&
7 minutes
END OF TRANSACTION
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3. Drafting of Letter Request

To provide office procedures in assisting barangay officials (elected and
appointed) coming from the sixty-six (66) component barangays of Puerto Princesa

City in drafting/ preparing letters and other official correspondence

CMO — Community Affairs Division

Simple

G2G — Government to Government

‘ All barangay officials (elected and appointed)

Provided by office, accomplished by client

1. Fill-up request |1.1 Receive the None 2 minutes Community
form request form Affairs Asst. Il
1.2 Approve the None 3 minutes Community
request Affairs Officer
v
1.3 Prepare/draft None 10 minutes | (Personnel
necessary letter/ assigned to the
correspondence concerned
barangay)

2. Receive the 2. Record and None 2 minutes Community
draft letter/ release the draft Affairs Asst. I/
correspondence letter Admin Aide I

TOTAL: NONE 17 minutes
END OF TRANSACTION
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4. Issuance of Certificate of Appearance

To provide office procedures in the issuance of Certificate of Appearance for
visiting/ appearing barangay officials (elected and appointed) coming from the
sixty-six (66) component barangays of Puerto Princesa City

Travel Order

CMO — Community Affairs Division

Simple

G2G — Government to Government

All barangay officials (elected and appointed)

Concerned barangay of visiting official

1. Filllup request | 1. Receive the None 2 minutes Community
form request form Affairs Asst. Il
2. Log-in/present | 2.1Verify the None 5 minutes (Personnel
the logbook of logbook and assigned to the
the concerned prepare the concerned
official Certificate barangay)
2.2 Approve None 3 minutes Community
request and Affairs Officer
sign the \Y
Certificate
3. Receive the 3. Record and None 2 minutes Community
requested release the Affairs Asst. II/
Certificate Certificate Admin Aide Il
TOTAL: NONE 12 minutes

END OF TRANSACTION
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5. Preparation of City Aid Documents (Letter Request, Vouchers,
Obligation Requests)
To provide office procedures in assisting barangay officials coming from the
sixty-six (66) component barangays of Puerto Princesa City in the preparation of
all relating documents (letter request, disbursement vouchers and obligation
requests) to City Aid granted to barangays

CMO — Community Affairs Division

Provided by office, accomplished by client

. Fill-up request | 1.1Receive the None 2 minutes Community
form request form Affairs Asst. Il

1.2 Approve the None 3 minutes Community

request Affairs Officer
v

1.3Prepare all None 8 minutes (Personnel
necessary assigned to the
documents re: concerned
City Aid barangay)

. Receive the 2. Record and None 2 minutes Community
requested release the Affairs Asst. II/
document document Admin Aide I

TOTAL: NONE 15 minutes

END OF TRANSACTION
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H

2.

6. Preparation of Travel Order of Barangay Officials outside City

Jurisdiction

To provide office procedures in assisting barangay officials coming from the
sixty-six (66) component barangays of Puerto Princesa City in the preparation of
travel order of barangay officials outside the City jurisdiction.

. Request Form
Letter Invitation from local or

national government agency or
accredited private institution for
seminar, training or convention

CMO — Community Affairs Division

Simple

G2G — Government to Government

All barangay officials (elected and appointed)

Provided by office, accomplished by client
Provided by concerned barangay

1. Fill-up request | 1. Receive the None 2 minutes Community
form request form Affairs Asst. Il

2. Present the 2.1 Approve the None 3 minutes Community
letter-invitation request Affairs Officer

v
2.2Prepare the None 8 minutes (Personnel
travel order assigned to the
concerned
barangay)

3. Receive the 3. Record and None 2 minutes Community
requested release the Affairs Asst. II/
document document Admin Aide I

TOTAL: NONE 15 minutes
END OF TRANSACTION

Page | 53




OFFICE OF THE CITY MAYOR (Disaster Risk
Reduction and Management (DRRM) Division)

External Services
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1. Addressing Emergency Response Call

To provide necessary procedures in addressing all Emergency Response
Calls referred to the Disaster Risk Reduction and Management (DRRM) Division,
Office of the City Mayor, City of Puerto Princesa

CMO — DRRM Division

(calls validated by 911 Emergency
Call Center)

1. Make None 3 minutes Duty Personnel/
necessary Emergency
preparation Team
(vehicle,
donning of
PPE, and
equipment)

2. Dispatch None 2 minutes Duty Personnel/
Emergency Communication
Team Equipment

Operators
TOTAL: NONE 5 minutes
END OF TRANSACTION
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2. Provision of Emergency Response and Other Service for Disaster
Management
Establishing necessary procedures in providing Emergency Response and
Other Services (provision of food and non-food items) for Disaster Management
rendered by the Disaster Risk Reduction and Management (DRRM) Division, Office
of the City Mayor, City of Puerto Princesa

CMO — DRRM Division

Simple
G2G — Government to Government/
G2C - Government to Citizen

All

1. Incident Log 1. Issued by Office
2. Dispatch Slip 2. Issued by Office
3. Verified List of affected 3. City Social Welfare and Development

families or individuals Office
4. Mission Order 4. Issued by Office

1. Receive call and None 2 minutes Duty Personnel
collect pertinent
information

2. lIssue dispatch None 2 minutes Duty Personnel
order to the
responding team

3. Render None [Emergency CDRRMO
appropriate Response: Response Team
assistance immediate

Provision of Food
& NFI: upon
receipt of
validated list of
affected families
or individuals]

4. Gather None [immediate for Responder Team
documentation incidents or Leader, Rapid
(incident report, emergencies, Damage and
RDANA) right after the Need

calamity or when Assessment
safe for RDANA | (RDANA) Team
Team] Leader
TOTAL: NONE Varies
END OF TRANSACTION
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3. Request for DRRM Data
To provide necessary procedures in handling requests for Data catered by

the Disaster Risk Reduction and Management (DRRM) Division, Office of the City
Mayor, City of Puerto Princesa

CMO — DRRM Division

Simple/Complex

G2G — Government to Government/G
2C — Government to Citizen

All

1. Letter request indicative of the 1. To be provided by requesting party
purpose (academic/scientific
research, attachment to plans,
official documentation/report of
government agencies) and
timeframe

1. Submit letter 1.1Receive and None 5 minutes Duty Personnel/
request and other evaluate Receiving Clerk
necessary request and
requirements forward to

concerned
section

1.2Process None 1to 5 days LDRRM
requested Officer Il
data

2. Receive 2. Release None 5 minutes Duty Personnel/
requested data data Releasing

requested Personnel
1day &
TOTAL: NONE | 1Omins/S
days &
10mins
END OF TRANSACTION
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4. Request for HOAI/Hazard Safety Certification

To provide necessary procedures in requesting for HOAI/Hazard Safety
Certification being catered by the Disaster Risk Reduction and Management
(DRRM) Division, Office of the City Mayor, City of Puerto Princesa

1. Letter request
2. Subdivision Plan with vicinity map
3. Timeframe (community orientation)

CMO — DRRM Division

Complex

G2G — Government to Government/
G2C - Government to Citizen

All homeowners association/residence of Cit

To be provided by requesting party

1. Submit letter 1.1Receive and None 3 minutes Duty
request and evaluate Personnel/
other necessary request and Receiving
requirements forward to Clerk

Division Head

1.2 Assigned None 2 minutes LDRRM
personnel to Officer IV
conduct site
inspection

2. Assist DRRM 2.1 Conduct site None 1 day Planning
Personnel inspection and Section
during site mapping
inspection

2.2Generate [if 1 day Planning
necessary applicable] Section
hazard maps,
certification
with
recommend-
dations

3. Attend 3. Conduct None 1 day LDRRM
community community Officer 1l
orientation orientation

4. Receive 4. Issue None 5 minutes Duty
certification certification Personnel/

Releasing
Clerk
TOTAL: | Varies | cdaysé&
10 minutes

END OF TRANSACTION

Page | 58




5. Request for Training and Technical Assistance
To provide necessary procedures in requesting for training and technical
assistance being catered by the Disaster Risk Reduction and Management (DRRM)

Division, Office of the City Mayor, City of Puerto Princesa

CMO — DRRM Division

Simple

G2G - Government to Government/

G2C — Government to Citizen

All component barangays and other concerned
organization

For Training Assistance:

1. Letter request indicative of type of | To be provided by requesting party
activity, barangay name, total
number of participants, tentative
schedule of activity,
coordinating/assisting agencies or
partners, counterpart & other
requirements

For Technical Assistance:
2. Letter request indicating type of To be provided by requesting party
program/project/activity, location,
timeframe, coordinating/assisting
agencies or partners, counterpart

& other reiuirements

1. Submit letter 1.1 Receive and None 3 minutes | Duty Personnel/
request and other | evaluate request Receiving Clerk
necessary and forward to
requirements concerned section
1.2 Assigned None 2 minutes | LDRRM Officer
resource persons v

2. Undergo training | 2. Conduct training None (depending | LDRRM

or technical on the Officer Il
assistance timeframe)
3. Receive 3. Issue certificate None 5 minutes | Duty Personnel/
Certificate of of training Releasing Clerk
Training
TOTAL: None | (varying
time)

END OF TRANSACTION
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OFFICE OF THE CITY MAYOR (Public

Assistance and Welfare Office Division)

External Services
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1. Granting of Burial Assistance

To provide necessary procedures of the Public Assistance and Welfare
Office (PAWO), Office of the City Mayor, in the granting of Burial Assistance for
indigent residents of the City of Puerto Princesa

. Letter to the Mayor
. Death Certificate (certified

photocopy)

ko

CMO - Public Assistance and Welfare Office

G2C - Government to Citizen

Barangay certificate of indigence
Valid ID (photocopy)

Wb E

| All indigent residents of Puerto Princesa Cit

To be provided by client
City Civil Registrar
Concerned barangay of client
To be provided by client

1.1 Verify
1. Submit completeness . Executive Asst |
. None 3 minutes
requirements of data and
requirements
1.2 Forward
request to the . Executive Asst
None 3 minutes
Mayor for \Y
approval
1.3 Approve None 2 minutes City Mayor
request
1.4 Process Executive Asst
documents for None 1 day I\V/ Executive
assistance Asst |
. Executive Asst
2. Reqelve 2. Relgase None 5 minutes IV/ Executive
assistance assistance
Asst |
TOTAL: NONE 1day &
13 minutes
END OF TRANSACTION
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1
2
3.
4
5

2. Granting of Livelihood Assistance
To provide necessary procedures of the Public Assistance and Welfare
Office (PAWO), Office of the City Mayor, in the granting of Livelihood Assistance

for indigent residents of the City of Puerto Princesa

CMO - Public Assistance and Welfare Office

Simple

G2C - Government to Citizen

. Letter to the Mayor
. Business Proposal

Barangay Business Permit

. Barangay certificate of indigence
. Valid ID (photocopy)

All indigent residents of Puerto Princesa City

AR

To be provided by client
To be provided by client
Concerned barangay of client
Concerned barangay of client
To be provided by client

1. Submit 1.1 Verify None 3 minutes | Executive Asst |
requirements completeness of
data and
requirements
1.2 Forward request to None 3 minutes | Executive Asst
the Mayor for v
approval
1.3 Approve request None 2 minutes | City Mayor
1.4 Process None 1 day Executive Asst
documents for IV/ Executive
assistance Asst |
2. Receive 2. Release assistance None 5 minutes | Executive Asst
assistance IV/ Executive
Asst |
TOTAL: NONE 1 day &
13 minutes
END OF TRANSACTION
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3. Granting of Medical Assistance

To provide necessary procedures of the Public Assistance and Welfare
Office (PAWO), Office of the City Mayor, in the granting of Medical Assistance for
indigent residents of the City of Puerto Princesa.

CMO - Public Assistance and Welfare Office

Simple

G2C - Government to Citizen

Letter to the Mayor 1

Medical/Clinical Abstract (certified 2. Attending physician of client

photocopy)

Hospital Bill (certified photocopy) 3. Hospital of confinement

Certificate of Confinement (certified | 4. Hospital of confinement
hotoco

All indigent residents of Puerto Princesa City

. To be provided by client

of client
of client

1. Submit 1.1 Verify None 3 minutes Executive Asst |
requirements completeness of
data and
requirements
1.2 Forward request None 3 minutes Executive Asst
to the Mayor for AV
approval
1.3 Approve request None 2 minutes City Mayor
1.4 Process None 1 day Executive Asst
documents for IV/ Executive
assistance Asst |
2. Receive 2. Release None 5 minutes Executive Asst
assistance assistance IV/ Executive
Asst |
TOTAL: NONE 1day &
13 minutes
END OF TRANSACTION
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4. Granting of Transportation Assistance
To provide necessary procedures of the Public Assistance and Welfare
Office (PAWO), Office of the City Mayor, in the granting of Transportation
Assistance for indigent residents of the City of Puerto Princesa.

CMO - Public Assistance and Welfare Office

. To be provided by client
2. Concerned airline or shipping line
company
Concerned barangay of client
To be provided by client

1. Letter to the Mayor
2. Copy of Ticket

3. Barangay certificate of indigence
4. Valid ID (photocopy)

> w

1. Submit 1.1 Verify None 3 minutes Executive Asst |
requirements completeness
of data and
requirements
1.2 Forward None 3 minutes Executive Asst
request to the \Y
Mayor for
approval
1.3 Approve None 2 minutes City Mayor
request
1.4 Process None 1 day Executive Asst
documents IV/ Executive
for assistance Asst |
2. Receive 2. Release None 5 minutes Executive Asst
assistance assistance IV/ Executive
Asst |
) 1lday &
TOTAL: NONE 13 minutes
END OF TRANSACTION
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OFFICE OF THE CITY MAYOR

(Public Employment Services Division)

External Services
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1. Implementation of Tulong Panghanapbuhay para sa mga
Disadvantaged and Displaced Workers (TUPAD)
To provide, in coordination with the DOLE, a work-assistance program for

3. Valid ID

1. Data Information Sheet
2. Acknowledgment Receipt of PPE

disadvantaged and displaced workers in the City of Puerto Princesa

CMO — Employment Services Division

Simple

G2C - Government to Citizen

All disadvantaged and displaced workers

1. Provided by office, accomplished by applicant
2. Provided by office, accomplished by applicant
3. To be submitted by applicant

1. Fill-out 1.1 Check the None 5 minutes
forms/Data completeness and
Information Sheet | accuracy of entry Senior Labor &

1.2 Submit to the | None 10 minutes | Employment Officer/

DOLE the List of Labor and Employment

Beneficiaries, Asst

Work Program,

Letter of Intent
2. Attend 2. Conduct None 2 hours Supervising Labor and
orientation and orientation and Employment Officer /
receive Personal | release PPE Senior Labor &
Protective Employment Officer/
Equipment (PPE) Labor and Employment

Asst

3. Render 10-day | 3. Monitor work None 8 hours
work done of Senior Labor &

beneficiaries Employment Officer/
4. Submit Daily | 4. Receive DTR | None 5 minutes Labor and Employment
Time Record and picture Asst
(DTR) and picture | documentatio n
documentation
5. Present ID and | 6. Release of None 3 minutes
Claim salary salary

10 hours
TOTAL NONE & 23
minutes

END OF TRANSACTION
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2. Jobstart Program Implementation — Internship of Jobstarters

To provide adequate skills training and other necessary assistance for

jobstarters in the City of Puerto Princesa.

CMO - Employment Services Division

Highly Technical

G2C - Government to Citizen

All (Jobstarters)

Internship Program

Employer of jobstarter

1. Submit 1. Check None 10 minutes Supervising
documentary submitted Labor and
requirements documents Employment
2. Undergo 2. Monitor the 3 months Officer / Senior
internship phase in | progress of Labor &
the employers internship Employment
3. Secure proof of 3. Issue None 30 minutes Officer/
completion of the certificate Labor and
internship Employment
Asst
TOTAL: NONE | 3months &
40 minutes

END OF TRANSACTION
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3. Jobstart Program Implementation — Life Skills Training (LST) and
Graduation
To provide adequate skills training and other necessary assistance for jobstarters
in the City of Puerto Princesa

CMO — Employment Services Division

Highly Technical

G2C - Government to Citizen
All (Jobstarters)

Birth Certificate (photocopy)
Bio-data

Barangay Certification

1 pc 2"x2” ID Picture

SRS Form

Philippine Statistics Authority

To be provided by applicant
Concerned barangay of applicant
To be provided by applicant
Provided by office, accomplished by
applicant

A
kbR

Submit 1.1 Receive and
documentary evaluate None 15 minutes
requirements submitted documents Manpower Dev't
Asst / Senior Labor

1.2 Checkthe & Employment

duly filled-up SRS None 15 minutes | Officer/

Form Labor and

2. Arrange Employment Asst/
2. Attend 10- day | preparations and None 10 days
LST Facilitate LST

TOTAL: NONE | 10days &
30mins
END OF TRANSACTION
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4. Jobstart Program Implementation — Online Registration
To provide adequate skills training and other necessary assistance for

jobstarters in the City of Puerto Princesa

CMO — Employment Services Division

Simple

G2C - Government to Citizen
All (Jobstarters)

. Birth Certificate (photocopy)
. Bio-data

1 1. Philippine Statistics Authority

2 2. To be provided by applicant

3. Barangay Certification 3. Concerned barangay of applicant
4. 1 pc 2’x2” ID Picture 4

5. SRS Form 5

. To be provided by applicant
. Provided by office, accomplished by
applicant

1. Submit 1. Receive and None 15 minutes Manpower Dev'’t
documentary evaluate Asst / Senior Labor
requirements submitted & Employment

documents Officer/
2. Fill-up SRS 2. Check the None 15 minutes Labor and
Form duly filled-up Employment Asst/

SRS Form

TOTAL: NONE 30 minutes
END OF TRANSACTION
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5. Jobstart Program Implementation — Orientation on Jobstart
To provide adequate skills training and other necessary assistance
for jobstarters in the City of Puerto Princesa

CMO — Employment Services Division

Simple

G2C - Government to Citizen
All (Jobstarters)

Birth Certificate (photocopy) Philippine Statistics Authority
Bio-data To be provided by applicant
Barangay Certification Concerned barangay of applicant
1 pc 2”’x2” ID Picture To be provided by applicant
SRS Form Provided by office, accomplished by
applicant
1. Submit 1.1 Receive None 15 minutes | Manpower Dev't
documentary and evaluate Asst / Senior Labor
requirements submitted & Employment
documents Officer/
1.2  Check the None 15 minutes | Labor and
duly filled-up SRS Employment Asst/
Form
2. Attend 2. Conduct None 15 minutes | Manpower Dev'’t
orientation orientation on Asst / Senior Labor
Jobstart & Employment
Officer/
Labor and
Employment Asst/
Supervising Labor
and
Employment Officer
TOTAL: NONE 45
minutes
END OF TRANSACTION
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6. Jobstart Program Implementation — Employers’ Interview of
Jobstarters
To provide adequate skills training and other necessary assistance
for jobstarters in the City of Puerto Princesa.

CMO — Employment Services Division

To be provided by applicant
To be provided by applicant

Choose Assist None 15 minutes Manpower
employers where jobstarters Dev't Asst /
they want to apply Senior Labor &
Employment
Officer/
Labor and
2. Bring 2. Organize job Employment
necessary fair None 1 day Asst/
documents Supervising
Labor and
Employment
Officer
TOTAL: NONE lday &
15mins
END OF TRANSACTION
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7. Jobstart Program Implementation — Matching/Referrals of
Jobstarters to Employers
To provide adequate skills training and other necessary assistance for
jobstarters in the City of Puerto Princesa

‘ CMO - Employment Services Division

Resume’
School Records

To be provided by applicant
To be provided by applicant

1. Submit 1.1 Evaluate Manpower
documentary qualifications of None 10 minutes Dev’t Asst /
requirements jobstarters Senior Labor &
1.2 Refer Employment
jobstarters to Officer/
employers for Labor and
interview/selec None | 15 minutes Employment
tion process Asst/
Supervising
Labor and
Employment
Officer
TOTAL: NONE 25 minutes
END OF TRANSACTION
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8. Jobstart Program Implementation — Technical Training of
Jobstarters in the Employers

To provide adequate skills training and other necessary assistance for
jobstarters in the City of Puerto Princesa

1. Approved Training Plan

CMO — Employment Services Division

Highly Technical

G2C - Government to Citizen

1. Employer of jobstarter

1. Submit 1. Check None 10 minutes Manpower
documentary submitted Dev't Asst /
requirements documents Senior Labor &
2. Undergo technical | 2. Monitor the | None 3 months Employment
training based progress of Officer/
on approved training | training Labor and
plan Employment
3. Secure proof of 3. Issue None 30 minutes Asst/
completion of the certificate Supervising
technical Labor and
training Employment
Officer
TOTAL: NONE | Smonths &
40 minutes
END OF TRANSACTION
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9. Manpower Enhancement Program
To provide, in coordination with TESDA and DOLE, a capability building and
enhancement program for job-seekers residents of the City of Puerto Princesa.

Trainee’s Profile

Duly accomplished SRS Form

CMO — Employment Services Division

Complex

G2C - Government to Citizen

‘ All Local Job-seekers

Provided by office, accomplished by applicant

Fill-up the 1.1 Evaluate None 5 days Supervising Labor and
Trainee’s Profile | submitted Employment Officer
and submit documents and
documents identify needed
training
1.2 Prepare None 1 day Supervising Labor and
training proposal Employment Officer /
Senior Labor &
Employment
Officer
1.3 Coordinate None 1 day Senior Labor &
with TESDA/ Employment Officer/
DOLE Labor and Employment
regarding training Asst
1.4 Disseminate | None 5 minutes | Manpower Dev’t Asst /
information re: Senior Labor &
proposed training Employment Officer/
Labor and Employment
Asst
2. Attend 2. Assist in the None (dependin | Senior Labor &
training training proper gonthe | Employment Officer/
number Labor and Employment
of days of | Asst
training)
TOTAL: NONE Varies
END OF TRANSACTION
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10.0Overseas Filipino Workers’ (OFWs’) Help Desk
To provide necessary help and assistance to OFWs and their families
in the City of Puerto Princesa.

CMO — Employment Services Division

Simple

G2C — Government to Citizen

All OFWs and their family members

1. Fill-out in the | 1. Check accuracy of | None 2 minutes
logbook entry in the logbook
2. Submit letter | 2.1 Receive the letter | None 2 minutes | Senior Labor &
in connection Employment Officer/
with the Labor and Employment
assistance Asst
being sought
2.2 Interview the None 20 Supervising Labor and
OFW or his/her family minutes Employment Officer /
member Senior Labor &
Employment
Officer/Labor and
Employment Asst
2.3 Refer the None 10 Senior Labor &
OFW!/family member minutes Employment Officer/
to appropriate Labor and Employment
agency, if needed. Asst
Provide referral letter
3. Provide 3.1 Call the agency None 10
feedback to the | where the client had minutes | Supervising Labor and
City PESO been referred Employment Officer /
results of Senior Labor &
referral Employment Officer/
3.2 Update the client | None 5 minutes | Labor and Employment
on the feedback of Asst
agency
concerned
TOTAL: NONE 49 minutes

END OF TRANSACTION
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11.Referral and Placement — Referral of Job Applicants for Job
Placement
To provide referral service to job seekers for job placement in several

business establishments situated and operating in the City of Puerto Princesa

1. Referral Slip

CMO — Employment Services Division

Simple

G2C - Government to Citizen

All

To be provided by the Office
(CMO — Employment Services Division)

CLIENT STEPS AGENCY FEES PROCESSIN | PERSON

ACTION TO BE G TIME RESPONSIBLE
PAID

1. Submit request | 1. Provide None 5 minutes Manpower

for referral slip referral slip to Dev't Asst /
job seeker and Senior Labor &
give final Employment
instructions Officer/

2. Proceed to the None Labor and

referred employer Employment

Asst
TOTAL: NONE 5 minutes

END OF TRANSACTION
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12.Referral and Placement — Jobs Fair
To provide opportunities to job-seekers in finding job, and assistance to
business companies and entities in recruiting necessary manpower in their
operation in the City of Puerto Princesa

CMO - Employment Services Division

Complex

G2C — Government to Citizen & G2B — Government to
Business
All

Certificate of Registration DTl or DOLE

TIN Bureau of Internal Revenue
Approved Job Orders To be submitted by business entities
Public Notice To be submitted by business entities
Flyers To be submitted by business entities
Job Vacancy Form To be submitted by business entities

1. Submit 1.1 Invite None 3 days Supervising Labor
documentary employers and Employment
requirements Officer
1.2 Disseminate | None (upon Manpower Dev't
information/ Line- organization to | Asst/ Senior Labor
up and screen Jobs Fair & Employment
applicants proper) Officer/
2. Join in the 2. Assist in None 1 day or as Labor and
Jobs Fair Jobs Fair requested Employment Asst
TOTAL.: NONE 7 days
END OF TRANSACTION
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13.Referral and Placement —Recruitment Activity (Local)

To provide registration mechanism to Placement Agencies operating in the
City of Puerto Princesa, and the necessary assistance during recruitment for
local employment

Letter Request
Employer’s Registratio
List of Vacancies
Terminal Report

Certificate of Registration
TIN

CMO — Employment Services Division

Highly Technical

G2B — Government to Business

n Form

Bureau of Internal Revenue
To be submitted by placement agency
Provided by office & accomplished by

agency

To be submitted by placement agency
To be submitted by placement agency

Placement Agencies for Local Employment

Submit letter Validate None | 1 hour Manpower Dev't
request, submitted Asst / Senior
requirements and documents Labor &
the company’s job Employment
vacancies and Officer/
qualification of their Labor and
manpower Employment Asst
requirements
2. Receive No 2.1 Issue No None | 1 hour Supervising
Objection Certificate | Objection Labor and
(NOC) Certificate Employment
Officer
2.2 Disseminate | None | (from date Manpower Dev’t
information/ Line- of NOC to Asst / Senior
up and screen date of Labor &
applicants recruitment) | Employment
3. Conduct 3. Assist in None |1dayoras | Officer/
Recruitment recruitment required Labor and
Employment Asst
4. Submit Terminal | 4. Certify None | 1 hour Supervising
Report Terminal Report Labor and
Employment
Officer
TOTAL: NONE | Bdays&
3 hrs

END OF TRANSACTION
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14.Referral and Placement — Special Recruitment Activity (Overseas)

To provide registration mechanism to Placement Agencies operating in the City
of Puerto Princesa, and the necessary assistance during recruitment for overseas
employment

Letter of Intent

CMO — Employment Services Division

Highly Technical

G2B — Government to Business

Certificate of Registration
TIN

Approved Job Orders & Vacancies
Approved SRA (upon receipt of NOC)
Terminal Report (upon recruitment)

DOLE

Bureau of Internal Revenue

To be submitted by placement agency
DOLE

POEA
To be submitted by placement agency

Placement Agencies for Overseas Employment

Submit letter of Validate None 1 day Manpower Dev'’t
intent and submitted Asst / Senior Labor
documentary documents &
requirements Employment Officer
2. Receive No 2. Issue No None 1 hour Supervising Labor
Objection Certificate | Objection and Employment
(NOC) Certificate Officer
3. Apply for Special | 3.1 Disse- None 1 week or
Recruitment minate as required | Manpower Dev't
Authority with information Asst / Senior Labor
POEA & Employment

3.2 Line-up and | None (from date Officer/

screen of NOC to Labor and

applicants date of Employment Asst

recruitment)
4. Conduct 4. Assist in None 1 day or as
Recruitment recruitment required
5. Submit Terminal | 5. Certify None 1 hour Supervising Labor
Report Terminal Report and Employment
Officer
TOTAL: NONE 9days & 2 hrs

END OF TRANSACTION
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15.Labor Market Information — Registration of Job Vacancies (Local)

To assist Local Employers in the advertisement of job opportunities and
vacancies in their business establishment(s) situated and operating in the City
of Puerto Princesa

1. Duly accomplished Employer’s
Registration Form (ERF)

CMO - Employment Services Division

Simple

G2B — Government to Business

Local Businesses/Employers

Provided by the Office (CMO — Employment
Services Division) and filled-up by the
Employer

1. Fill-up ERF to 1.1 Check the None 3 minutes Manpower Dev't
register the data on ERF Asst / Senior
company’s job Labor &
vacancies and Employment
qualifications of Officer/
their manpower Labor and
requirements Employment
Asst
1.2 Approve the | None 1 minute Supervising
registration Labor and
Employment
Officer
1.3 Prepare job | None 10 minutes | Manpower Dev’t
vacancy for Asst / Senior
posting to job Labor &
vacancy corner Employment
Officer/
Labor and
Employment
Asst
TOTAL: NONE 14 minutes

END OF TRANSACTION
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16.Special Credit Assistance for OFWs
To provide a lending program mechanism for departing Overseas Filipino
Workers (OFWs) residing in the City of Puerto Princesa

CMO —Employment Services Division

Complex

G2C - Government to Citizen

Departing Overseas Filipino Workers (OFWSs)

1. SCAO Form 1. Provided by Office, accomplished by applicant

2. Bio-data B 2. Provided by applicant

3. Barangay Certificate 3. Concerned barangay of applicant

4. CSWD Certificate 4. CSWD Office, Puerto Princesa City

o Medical Certificate 5. CHO, PPC or any accredited doctor

6. Job Order .

7. Passport 6. Employer of the appllcant _

8. Residence Certificate 7. Department of Foreign Affairs

9. NBI Clearance 8. Treasurer, Puerto Princesa City

10. Sketch of Residence 9. National Bureau of Investigation

11. Certificate of Employment 10.Provided by applicant

12. Pay Slip 11.Employer of applicant

13. Form 2316 12.Employer of applicant

14. Special Power of Attorney 13.Provided by office

15. Loan Documents 14.Provided by applicant

16. Proof of Deployment 15. (to be executed upon approval of the loan)

17 g\el(retgfsi’s:tse Employment 16. (to be provided by applicant upon loan release)

18. POEA Official Receipt 17.(to be prov!ded by appl!cant upon loan release)

19. Passport with Visa 18.(to be prov!ded by appl!cant upon loan release)

20. Employment Contract 19. (to be provided by applicant upon loan release)

21. Air Ticket 20. (to be provided by applicant upon loan release)
21.(to be provided by applicant upon loan release)

File application Evaluate and None 1 day Senior Labor &

and submit verify submitted Employment

documentary documents Officer/

requirements Labor and
Employment

2. Undergo, Conduct None 1 day Asst

together with co- | interview/credit

maker, interview | investigation

and

briefing
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Approve the 3% of loan | 1 hour Supervising
loan approved Labor and
Employment
Officer
Prepare/process | None 3 days Senior Labor &
the DV for the Employment
loan Officer/
3. Claim loan Monitor loan None 1 hour Labor and
proceeds processing and Employment
releasing Asst
4. Pay loan Collect None 8 minutes
payments and
provide OR
thereof
Issue notice to 1% 10 minutes
delinquent penalty/
borrower month
Collect monthly | None 1 hour
payments
Remit collection | None 1 hour
TOTAL.: 3% (loan) | 5days & 4hrs
END OF TRANSACTION
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17.Special Program for Employment of Students (SPES)

To provide an special employment mechanism for underprivileged students (15
to 30 years old) residing in the City of Puerto Princesa

Bio-data/BC

N =

average

CMO —Employment Services Division

Complex

G2C - Government to Citizen

School Certificate with general

3. Barangay Certificate of Indigence.
For OSY, include in the certificate
that applicant is Out-of-School

youth

4. Residence Certificate

5. SRS Form

6. SPES Form 2 & 2-B

Underprivileged Students (15 years old and above)

1. Provided by applicant

2. Current school of applicant

3. Concerned barangay of applicant

4. Treasurer, Puerto Princesa City

5. Provided by office
6. Provided by office

1. Submit Bio-data | Receive Bio- None 1 minute Manpower Dev’t
data Asst / Senior Labor
2. Report for Interview and None 5 minutes & Employment
Interview screen applicant Officer/
Selection and None 5 minutes Labor and
notify qualified Employment Asst
applicants
3. Submit other Evaluate None 10 minutes
requirements, if documents
qualified
4. Sign SPES Form | Prepare and None 5 minutes
2 Form 2-B Issue
Assignment
Order
5. Report to place Monitor None 1 day
of assignment assigned SPES
Check DTR None 2 minutes
Prepare Job None 5 minutes Senior Labor &
Order Contract Employment
Prepare SPES | None 5 minutes Officer/
IDs Labor and
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Final checking None 20 minutes Employment Asst
of submitted
documents
Sign as witness | None 1 minute Supervising Labor
on SPES Form and Employment
2-B Officer
Prepare payroll | None 5 days Manpower Dev’t
— 60% of SPES Asst / Senior Labor
salary & Employment
Officer/
Labor and
Employment Asst
Prepare None 30 minutes | Supervising Labor
transmittal & and Employment
submit to DOLE Officer / Senior
for 40% salary Labor &
counterpart Employment
Officer/
Labor and
Employment Asst
6. Claim salary Make None 5 minutes Manpower Dev't
announcement Asst / Senior Labor
re: schedule of & Employment
payment of Officer/
salary from the Labor and
City (60%) & Employment Asst
from the DOLE
(40%)
TOTAL NONE 6days &
2hrs

END OF TRANSACTION
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OFFICE OF THE CITY MAYOR

(Administrative Division)

Internal Services
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1. Approval of Application for Leave

To provide necessary procedures in the approval of Application for Leave by

regular employees of the City Government of Puerto Princesa

Application

. Duly accomplished Leave

CMO — Administrative Division

G2G - Government to Government

2. Other requirements depending on
the type of leave application

2. Provided by employee

| All Regular Plantilla Personnel of the CGPP

1. Provided by employee

1. Accomplish Receive None 2 minutes (Human
leave application and Resource
application and | certify leave Management
submit to balances Office)
HRMO
Forward leave None 5 minutes (Human
application to the Resource
Office of the Management
Mayor Office)
Receive leave None 2 minutes (Office of the
application and Mayor thru Office
verify supporting of the City
documents Administrator)
Approve leave None 20 minutes | (City
application, if Administrator or
application is less Assistant City
than 30 days Administrator)
Approve leave None | (20 minutes) | City Mayor
application, if
application is
more than 30
days
Transmit back to None 5 minutes (Office of the
the HRMO City
approved Administrator)
application
2. Receive duly Release duly None 2 minutes (employee-
approved leave | approved leave applicant/HRMO)
application application
TOTAL: NONE | 36 minutes
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END OF TRANSACTION

OFFICE OF THE CITY MAYOR
(City Public Market)

External Services
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1. Issuance of Market Clearance

For the purpose of promoting proper management and to provide our clients
with orderly, efficient and organize in securing Market Clearance, the CMO- Public
Market had set a standard to follow in delivery of these Front line Services, as well
as to govern the levy or imposition of fees and charges in securing Business
Permits.

1. Old Mayor’s Permit

PUBLIC MARKET

SIMPLE

G2B- GOVERNMENT TO BUSINESS ENTITY

Registered/ Transient Vendors

1. Registered Vendors of old Public Market

2. Clearance from Samahan

3. Office of the Samahan, Public Market

3. Xerox of Valid Identification
Card

1. Fillup 1. Give the request 1 minutes Assessments
. None
request form form to the client Clerk
2. Submit 2. Receive and check
complete the required .
1 minutes Assessments
documents documents and None
: Clerk
check its
completeness
3..Give the 3. Verify/check the
complete list of registered
. . Records
documents to vendors for encoding | None 2 minutes -
the Section/Clerk
encoder
4. Wait for 4. Conduct actual
inspection of the | inspection on the
stall stated stall area and .
. None 5 minutes Inspector
the documents will be
signed by the
inspector
5. Wait for the 5. Verify the
venflcathn of outstanding None 2 minutes Admin Aide Il
Outstanding accounts for payment
Accounts
6. Pay the 6. Assist the client for
corresponding payment ,at thfe 100 3 minutes Treasurer’s
fees at treasurer’s office Personnel
treasurer’s
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office

7. Wait for the
documents to

7. Approve and affix
signature on the

None

2 minutes

Acting Market

be signed Market Clearance Superintendent
8. Receive the 8. Release the
documents d_ocuments and affix None 1 minutes Admin Aide Il
signature of the
claimant
) 17
TOTAL: | P100 .
minutes

END OF TRANSACTION

2. Request for Job Order
To provide our clients an orderly and organized in performing basic services. A
client may request Job Order before any repair/constructions be made and shall
pay corresponding fees.

PUBLIC MARKET

1. Fill up 1. Give the request None 2 minutes Assessments
request form form to the client Clerk

2. Wait for the | 2. Conduct actual None 8 minutes Admin. Aide I
inspection of inspection on the stall

the stall to be repaired

3. Pay the 3. Payment for Job 200 3 minutes Treasurer’s
corresponding | Order fee Personnel
fees at

treasurer’s

office

4. Wait for the H#. affix signature None 1 minutes Admin. Aide VI
approval of

request
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5. Receive the
document

5. Release the
document

None

1 minute

Assessments
Clerk

TOTAL:

P 200

15 minutes

END OF TRANSACTION

3. Request for Re-connection of Electric Connection
In case of non- payment of Electric Bills, clients are responsible to pay past
due accounts and Re- connection fee.

Request Form

PUBLIC MARKET

SIMPLE

G2B- GOVERNMENT TO BUSINESS ENTITY

Registered/ Transient Vendors

Public Market Office

1. Fillup 1. Give the request None 3 minutes Assessments
request form form to the client Clerk
2. Wait for 2. Verify the None 3 minutes Admin Aide I
verification of outstanding
an outstanding account
Account
3. Pay the 3. Payment for the 100.00 | 3 minutes Treasurer’s
corresponding Past due accounts Personnel
fees at and re-connection
treasurer’'s fee
office
4. Wait for the | 4. Affix signature for None 2 minutes Admin. Aide VI
approval of approval
request
5. Receive the | 5. Release the None 1 minute Clerk
approved approved document
document

TOTAL: | P 100 | 12 minutes

END OF TRANSACTION
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4. |Issuance of Certification

Each client may request for the issuance of certification proving their identity
and as Registered/Transient Vendor based on the records of CMO-Public Market
Office

Request Form

PUBLIC MARKET

SIMPLE

G2B- GOVERNMENT TO BUSINESS ENTITY

Registered/ Transient Vendors

Public Market Office

1. Fill up 1. Give the request None 2 minutes Assessments

request form to the client Clerk
form
2. Wait for 2. Encode the None 2 minutes Clerk
encoding necessary

Certification as
requested

3.Pay the 3. Assist the client for 200 3 minutes Treasurer’s
corresponding payment at the Personnel
fees at treasurer’s office
treasurer’s
office
4. Wait for the | 4. Affix signature for None 2 minutes Admin. Aide VI

approval of approval

request
5. Receive the | 5. Release the None 1 minutes Assessments

Approved approved document Clerk

document

TOTAL: | P 200 | 10 minutes
END OF TRANSACTION
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5. Request for filling of Complaints in regards to the vendors

Filling complaints between the vendors are necessary to maintain peace and
order in the market premises and to ensure the good relationships between the
vendors and to implement rules and regulations in the Public market.

PUBLIC MARKET

SIMPLE
G2B- GOVERNMENT TO BUSINESS ENTITY

Registered/ Transient Vendors

Request Form Public Market Office

1. Fill up 1. Listin the None 3 minutes
complaint form | logbook the complaint Clerk

and persons involved
2. Beready for | 2. Assessments on None 3 minutes Admin. Aide IV
interview in the Presented
relations to the | complaints
presented
complaints
3. Wait for the | 3. Schedule the time None 2 minute Clerk
schedule of and date of hearing
Settlement
Hearing the Complainant and the None 10 min. Admin. Aide IV
Respondent

TOTAL: | NONE | 18 minutes
END OF TRANSACTION
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6. Request for Issuance of Vendor’s Identification Card

For identification purposes of the registered/Transients vendors in the Old public
market with their registered helpers, are encouraged to secure their ID.

Request Form

PUBLIC MARKET

SIMPLE

G2B- GOVERNMENT TO BUSINESS ENTITY

Registered/ Transient Vendors

| CHECKLIST OF REQUREMENTS |
RequestForm

s

Public Market Office

1. Fill up 1. Give the request | None 2 minutes

request forms | form to the client Admin. Aide I
2. Wait for the | 2. Prepare the None 5 minutes Admin. Aide 1lI
request Identification Card

requested
3. Receive the | 3. Fix the Signature None 3 minute Acting Market
Approved ID and release the Superintendent
document
TOTAL: 10 min.

END OF TRANSACTION
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7. Request for Issuance of Monthly Billing
The Registered and Transient vendors are requesting their monthly bills on their
occupied stall for payment in Treasurer’s Office.

PUBLIC MARKET

SIMPLE
G2B- GOVERNMENT TO BUSINESS ENTITY

Registered/ Transient Vendors

Request Form Public Market Office

1. Fill up 1. Verify the None 2 minutes
request form existing Account Admin. Aide I
2. Wait for the | 2. Print the actual bill None 2 minutes Admin. Aide Il
request
3. Receive the | 3. Release the None 1 minute Admin. Aide Il
Printed billings Document

TOTAL: | None 5 minutes

END OF TRANSACTION
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OFFICE OF THE CITY MAYOR
(City Urban Development & Housing Office)

External Services
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1. Contract Signing
To provide necessary procedures in the signing of Contract (Bilihan na may
Pasubaling Kasunduan) for all beneficiaries of all the Housing Projects of the
City of Puerto Princesa.

1.HDD Form 11 (Bilihan
Pasubaling Kasunduan)

CMO-City Urban Development & Housing Office

Simple

G2C-Government to Citizen

All beneficiaries of the City Housing Projects

na may | 1.Provided and accomplished by Office, to be
signed by client

2. Valid IDs of the client(s)

2.To be provided by client

1.Appear before | 1.Check client’s Housing &
the office, if name in the Data Homesite
married both Base None 3 minutes Regulation
spouses must Assistant
appear.
2.Present valid | 2.Prepare the Housing &
ID(s) of client(s). | Contract (HDD . Homesite
None 10 minutes .
Form 11) Regulation
Assistant
3.Sign the 3.Assist in the Housing &
contract signing of . Homesite
None 5 minutes .
Contract Regulation
Assistant
4. Proceed to 4.Subject
Legal Office Contract for None 2 hours (City Legal Office)
notarization
5 Proceed back | 5.Sort notarized Housing &
to City Housing | Contract. Homesite
Office & present None 5 minutes Regulation
notarized Assistant
Contract
6.Receive the 6.Provide client Housing &
client’s copy of | copy of the . Homesite
the Contract. Contract None 2 minutes Regulation
Assistant
TOTAL NONE | 2fours &
25 minutes

END OF TRANSACTION
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2. Issuance of Housing Certification

To provide necessary procedures in the issuance of Certification for utility line
connection (electric and water) and for other purposes relating to all Housing Projects
of the City of Puerto Princesa and to include those securing Certification for No
Landholding.

CMO-City Urban Development & Housing Office

Simple

G2C-Government to Citizen

All

1.HDD Form 05 (Client Information Sheet)

1.Provided by Office, accomplished by client

2.HDD Form 08 (Inspection of Structure)

2.Provided by Office, accomplished by client

3.0Official Receipts (payments of

certification feei

3. City Treasurer’s Office

1.Submit request 1. Receive request None 3 minutes | Admin Assistant |
for Certification

Check client’'s name None 1 minute | Admin Assistant |

in the Data Base
2.Accomplished 2.Assists in None 1 hour Dratsman
HDD Form 05 and | accomplishing the [lI/Housing and
HDD Form 08 HDD Homesite

Regulation
Assistant
3.Present Official 3.Record Official (varying) | 10 minutes | (Cashier, City
Receipts or update | Receipt or direct amount Treasurer’'s Office)
amortization client to update
payment payment
Proceed to Cashier, | 4.Receive payment
City Treasurer’s and issue Official 100.00 | 10 minutes | Cashier, City
Office and tender Receipt Treasurer’'s Office
fee for certification
5 Present Official 5.Prepare the Admin Assistant |
Receipts,(certificati | certification none 10 minutes
on fee) to the City
Housing Office
6.Receive and sign | 6.Release the None 5 minutes | Admin Assistant |
the duplicate copy | requested
of certification certification.
issued.
Total: | Varying 1 hour & 41 minutes/
Amount 2hours & 31 minutes

END OF TRANSACTION
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OFFICE OF THE CITY MAYOR
(Office of the City Library)

External Services
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1. Issuance of city library card
To provide necessary procedure in the issuance of City Library Card.

CMO - Library Services Division

Simple

G2C - Government to Citizen
All

1. Two (2) ID picture (1x1) To be provided by applicant/client
2.0ne (1) Valid ID

__pemeyema

1. Submit 2 1. Checks the completeness None 1 minute Admin. Aide IV
pcs. 1x1 ID and validity of the / Admin. Aide IlI
picture requirements; instructs the

client to proceed to the LC
Issuance Counter

2.Fills up the | 2. Checks the completeness None 1 minute Admin. Aide IV
application of data. / Admin. Aide IlI
form

3. Wait for the | 3. Records information, None 2 minutes | Admin. Aide IV
release of assigns Library card / Admin. Aide IlI
Library number.

Card

4.Signs and | 4. Prepares the Library Card. None 4 minutes | Admin. Aide IV
receives / Admin. Aide 1lI
the Library
Card

5. Laminates and Releases None 4 minutes | Admin. Aide IV
the Library Card; informs / Admin. Aide Il
client to renew Library
Card after a year.

12

TOTAL: NONE .
minutes

END OF TRANSACTION
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2. Lending out pocketbooks
To provide necessary procedure in the lending out pocketbooks.

CMO - Library Services Division

Simple

G2C - Government to Citizen

All

1. Library Card To be acquired at the City Library
1. Selects 2 1. Writes the due None 2 minutes Librarian I /
pocketbooks to date on the book Administrative
be borrowed and card and date due Assistant I
presents to the slip
staff assigned at
the Circulation
Section Counter
2. Writes his/her 2. Attaches book None 2 minutes Librarian Il /
Library Card card to client’s Administrative
number and Library Card; gives Assistant Il
affixes signature client book pass
on the book card
1. Takes out the 3. Files the client’s None 1 minute Admin. Aide IV
pocketbook and Library Card with
leaves book pass the book card
at the Baggage attached to it.
Counter
4. Gets book pass None 1 minute Admin. Aide IV
and allows client to
take out the
pocketbook.
. 6
TOTAL: NONE .
minutes

END OF TRANSACTION
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3. Lending out of books for photocopying

To provide necessary procedure in the lending out of books for photocopying.

1. Library Card

CMO - Library Services Division

Simple

G2C - Government to Citizen

All

To be acquired at the City Library

\

Gets 2 books for 1. Instruct the client None 1 minute Librarian I /
photocopy, presents to fill-out the book Administrative
to the staff assigned card Assistant I
at the Circulation

Section Counter

. Writes the date, 2. Gives book pass None 2 minutes Librarian Il /
his/her Library Card to client, Administrative
number and affixes indicates in a slip Assistant Il
signature on the book the exact time
(1 min.) book was taken

out and attaches
it to the book
card and client’s
Library Card

(2 min.)

. Takes out the book 3. Gets book pass None 1 minute Admin. Aide IV
and leaves book pass and allows client
to the staff at the to take out the
Baggage Counter book for
(Imin.) photocopy

(Imin.)

. Returns the book to 4. Gives to client None 1 minute Librarian 11 /
the staff at the his/her Library Administrative
Circulation Counter Card, returns Assistant Il
not later than 30 book to the shelf
minutes after book (2 min.)
was taken out

TOTAL: NONE | . °
' minutes

END OF TRANSACTION
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4. Internet/Wi-fi service
To provide necessary procedure in the internet/wi-fi service.

CMO - Library Services Division

Simple

G2C - Government to Citizen
All

1. Library Card To be acquired at the City Library
1. Approaches to 1. Turns onthe None 1 minute Librarian Il /
internet room and computer Administrative
requests for internet Assistant Il
use
2. Fills-out and writes 2. Instructs client to None 1 minute Librarian I/
the time in the fill-out the Administrative
attendance form attendance form Assistant Il
time in
3. Writes the time out in | 3. Reminds the client None 1 minute Librarian I/
the attendance form to write the time Administrative
and affixes out in the Assistant Il
signature. attendance form
and affix signature
) 3
TOTAL: NONE .
minutes

END OF TRANSACTION
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5. Library assistance to clients
To provide library assistance to clients.

1. Library Card

CMO - Library Services Division

Simple

G2C - Government to Citizen

All

To be acquired at the City Library

\

Present LC or any 1. Asksclient to None 1 minute | Admin. Aide IV/
valid ID for first timer present LC or any Admin. Aide llI
at the Baggage valid ID for first
Counter timer
Waits for verification |2. Checks the validity None 2 minutes | Admin. Aide IV/
of LC validity of LC Admin. Aide IlI
Deposits things 3. Instructs client to None 2 minutes | Admin. Aide IV/
except valuable deposit things; Admin. Aide IlI
materials; gets LC attaches claim tag
with claim tag to client’s LC and
attached to it gives it to client
Fill-out attendance 4. Instructs clients to None 2 minutes | Admin. Aide IV/
form fill-out the Admin. Aide Il

attendance form;

let client enters the

reading room
Deposit LC at the 5. Staff assigned at None 1 minute Librarian Il
reading room counter the reading room

counter ask client

to deposit LC at

the counter; allows

client to research
Approaches any staff |6. Assist client who None 6 minutes Librarian 11 /
for research needs research Administrative
assistance assistance Assistant Il
After research, put 7. Re-shelves books None 6 minutes Librarian 11 /
books used at the used Admin. Asst. Il /
assigned table; gets Admin. Aide IV/
LC at the counter Admin. Aide Il
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8. Presents claimtag at |8.
the Baggage Counter;
leaves the library

Gets claim tag None
from the client and
gives back his/her
things.

1 minute

Admin. Aide IV/
Admin. Aide Il

TOTAL:

NONE

21
minutes

END OF TRANSACTION
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OFFICE OF THE CITY MAYOR
(Office of the City Library)

Internal Services
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1. Approval of Application for Leave
To provide necessary procedures in the approval of Application for Leave by
regular employees of the City Government of Puerto Princesa.

CMO - Library Services Division

Simple

G2G — Government to Government

All Regular Plantilla Personnel of the CMO- Library
Services Division

1. Duly accomplish leave request form
2. Other requirements depending on
the type of leave application

1. Provided by employee
2. Provided by employee

3. Accomplish 1. Receive duly None 2 minutes Administrative
leave request accomplish leave Assistant Il
form and submit | request form
to
Administrative
Section

1.2. Files leave None 3 minutes Administrative
application at Assistant Il
HRIS portal

2. Checks and 2. Prints leave None 2 minutes Administrative

Signs the leave | application and Assistant Il

application form | hand it over to the
employee for
signature

2.2 Forward leave | None 5 minutes Librarian IV
application to the
City Librarian for
signature

2.3 Forward
leave application None 1lhour (City Mayor/
to the Office of the HRMO)
City Mayor and/or
HRMO

2.4 Receive leave
application and None 5 minutes (Office of the City
verify supporting Administrator)

documents

2.4  Approve
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leave application,

(Office of the City

if application is None 5 minutes Administrator)

less than 30 days

2.5 Transmit

back to the HRMO | None 5 minutes (Office of the City

approved Administrator)

application

3. Receive duly 3. Release duly None 1 hour (employee-
approved leave | approved leave applicant/ HRMO)
application application
TOTAL: NONE | 2hours 27
minutes

END OF TRANSACTION
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2. Processing of Communication
Act on various communications and requests received by the Office.

1. Submit the
documents/
communi-
cations

CMO- Library Services Division

SIMPLE

G2G (Government To Government); G2C (Government To
Client); G2B (Government To Business Entity)

1. Receives the
documents/
communications,
check
completeness of
attachments if any

Issuing company, agency, institution or
individual

None

Any Person, Any Employee of Government Agencies, Local
Government Units, Companies Or Institutions

Original Copy of any written
communication of requesting part

3 minutes

Administrative
Assistant Il

2. Stamp the
documents
“RECEIVED”, affix
initial, date and
time and return the
file copy to the
client

None

3 minutes

Administrative
Assistant Il

3. Record the
documents in the
Logbook

None

3 minutes

Administrative
Assistant Il

4. Forward the
documents/
communications to
the City Librarian
for her action,
comments,
information and
instructions

None

3 minutes

Administrative
Assistant Il

5. Read the
documents/
communications for
action, comments,
information and
instructions

None

30 minutes

Librarian IV

6. Prepare response/

outgoing
communication, if
needed as per

None

15 minutes
per
document

Administrative
Assistant Il
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instructions on the
marginal note
2. Inquire/ 2. Attend to the client | None 3 minutes Administrative
Follow-up and inform of Assistant Il
letter or action taken
request
TOTAL NONE 1 hour
END OF TRANSACTION
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3. Disbursement Voucher — Travel Allowance
Preparation of Vouchers for Payment of Travel Allowance (Cash Advance
Liguidation or Reimbursement)

1. Plane Ticket

Completed

1. Submit required
documents to
assigned Admin
personnel for the
preparation of
Disbursement
Voucher.

CMO- Library Services Division

Complex

G2G - Government to Government

All Regular Plantilla Personnel of the CMO- Library Services

Division

TRAVEL ALLOWANCE (CASH
ADVANCE)
1. Plane Ticket

TRAVEL ALLOWANCE
(REIMBURSEMENT)

2. Appendix B — Certificate of Travel

1. Receive required
documents and
check for
completeness.

1.2 Encode / Input
all needed details
on Disbursement
Voucher and
Obligation Request
Templates.

1.3 Prepare Travel
Itinerary

1.4 Print Voucher,
Obligation Request
and Travel
Itinerary.

1.5 Record
Transaction at
Designated
Logbook

- Requester

- Requester

- Authorized Official (Travel Destination)

None

None

None

None

None

1 Minute

5 Minutes

15 Minutes

5 Minutes

2 Minutes

Administrative
Assistant Il

Administrative
Assistant Il

Administrative
Assistant Il

Administrative
Assistant Il

Administrative
Assistant Il
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1.6 Submit
Voucher, Obligation
Request and Travel
Itinerary for
Signature of Head
of Office

1.7 Signing of
Documents

1.8 Collect
Approved / Signed
Documents from
Department Head

1.9 Submit
Approved and
Required
Documents to City
Budget Office

1.10 Follow-up
status of Payment
Request from time
to time.

None

None

None

None

None

2 Minutes

1 Day

2 Minutes

5 Minutes

7 Days

Liaison Officer

(Department
Head)

Liaison Officer

Liaison Officer

Liaison Officer

TOTAL:

None

8 Days &
37 Minutes

END OF TRANSACTION
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4. Job Order Employment

Preparation of required documents for employment processing and approval of
Job Order Workers.

CMO- Library Services Division

Complex

G2G - Government to Government

Division Head

1. List of qualified workers for Job Order
as screened and endorsed by the Division
Head

(1 original copy)

- City Librarian’s Office

1. Submit 1.1 Receive documents None 5 Minutes Librarian Il
required and check for

documents to completeness.

assigned

personnel. 1.2. Preparation of Job None 2 Hours Librarian Il

Order Worker Proposed
Position Title &
Responsibilities,
Request for Hiring and
Request for
Employment.

1.3 Print prepared None 5 minutes Librarian Il
documents and forward
to the Division Head for

signature.
2. Return 2.1 Receive signed None 5 Minutes Librarian Il
signed documents and check
documents for | for completeness
processing.
2.2 Forward signed None 2 Minutes Liaison Officer

documents to CMO-
Employment Section for
checking

2.3 Receive signed

documents and forward None 10 Minutes (CMO-
to the Office of the City Employment
Personnel Officer and Section)

Office of the City
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Budget Officer.
2.4 Review, check and
sign as to correctness None 2 Hours (City Personnel
of position title. Officer)
Preparation of Job
Order Contract.
2.5 Review and certify
as to availability of None 1 Day (City Budget
appropriation. Officer)
2.6 Receive reviewed,
signed & certified None 5 Minutes (CMO-
documents and forward Employment
to the office of the City Section)
Mayor for approval.
a. Approval of the
City Mayor. None 2 Days (City Mayaor)
3. Receive 3. Receive and None 5 Minutes Administrative
copy of reproduce the approved Assistant ||
documents for | documents and forward
reference and | to concerned Division
filing. for their copy.
. 3 Days
TOTAL: | None 4 Hours & 37 Minutes

END OF TRANSACTION
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5. Employees Benefits
Preparation of Payroll for Employees Benefits

CMO- Library Services Division

G2G - Government to Government

1. Certification signed by Head of Office and HR
Head of Office (3 original copies

- Office of the Human Resource

Management

All Regular Plantilla Personnel of the CMO- Library
Services Division

1. Submit required | 1.1 Receive required | None 4 Hours Administrative
document document and check Assistant Il
for completeness,
compute and prepare
payroll
1.2 Review, finalize, | None 4 Hours Administrative
encode and print Assistant Il
payroll.
1.3 Signature/ None 15 Minutes Librarian 1V
approval of the
Division Head
1.5 Forward None 1 hour Liaison Officer
approved documents
to Budget Office for
funding.
2. Confirm 2. Log transaction None 2 Minutes Administrative
transaction by Assistant Il
signing designated
logbook
TOTAL: None 9 Hours & 17 Minutes
END OF TRANSACTION
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6. Job Order Labor Payroll
Preparation of Labor Payroll for Job Order Workers

1. Approved Job Order Contract
(1 certified true copy)

2. Approved Daily Time Record &

Log sheet
(1 original copy)

4. Signed Accomplishment Report

CMO- Library Services Division

Simple

G2G - Government to Government

All Regular Plantilla Personnel of the CMO- Library
Services Division

- Administrative & Records Division

- Employee concerned

- Employee concerned

1. Submit 1.1. Receive None 5 Minutes Librarian Il
required documents and
documents to check for
assigned completeness.
personnel.
1.2. Preparation None 2 Hours Librarian Il
of Labor General
Payroll &
Summary,
Certification and
Obligation
Request
3. Receive 2. Forward Labor None 1 Hour Librarian 1V
Labor General | General Payroll &
Payroll & Summary to
Summary, Division Head for
review, check & | review and
sign for signature.
verification.
3. Returned sign | 3.1 Receive None 5 Minutes Liaison Officer
documents for signed
processing. documents and
check for
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completeness.

3.2 Forward
signed
documents to
Supervising
Admin. Officer for
checking &
counter signing

3.3. Receive
signed
documents and
forward it,
together with the
rest of the
required
documents, to the
City Personnel
Officer, then to
City Budget
Officer which will
then be forwarded
to the City
Accountant, City
Treasurer and
City Administrator
for approval.

3.4. Review and
certify as to
availability of
appropriation.

3.5. Review &
signature of the
City Accountant.

3.6. Review and
signature of the
City Treasurer.

3.7 Approval of
the City Mayor
through the Office
of the City
Administrator.

None

None

None

None

None

None

None

1 hour

5 Minutes

1 Day

1 Day

1 Day

2 Days

5 Minutes

Liaison Officer

(City Personnel
Officer)

(City Budget
Officer)

(City
Accountant)

(City Treasurer)

(City Mayor)

(Supervising
Admin. Officer
Administrative &
Records
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3.8. Receive Division)

approved

documents. None 5 Minutes (Supervising

Produce copy for Admin. Officer

recording and Administrative &

filing Records

Division)

3.9. Forward

approved

documents to the

City Treasurer’s

Office for

Processing of

Payment.
4. Receive copy | 4. Release copy None 5 Minutes (Supervising
of approved of approved Admin. Officer
Payroll and Payroll and Administrative &
Obligation Obligation Records
Request for filing | Request to Division)
and recording. Project-In-Charge

for filing and

recording.

5 Days,
TOTAL: | None 3 Hours &
30 Minutes

END OF TRANSACTION
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7. Request for Office Order/Travel Order

CMO-Library Services Division

G2G - Government to Government

All Regular Plantilla Personnel of the CMO-Library
Services Division

1.Proceed to 1. Once the None | 10 minutes Administrative
Administrative Section form is filled per office Assistant Il
and fill up the request up, prepare order
form. the Office
Order/Travel
Order through
the HRIS,
encode and
print. Affix it
with initial by
the Immediate
Supervisor and
signed by the
City Librarian.
Forward to
City Admin.
For approval.

TOTAL: None 10 minutes

END OF TRANSACTION
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8. Processing of Monthly Daily Time Record
Preparation of Daily Time Records of CMO-Library Services Division

CMO-Library Services Division

Simple

G2G - Government to Government

All Regular Plantilla Personnel of the CMO-Library Services
Division

1.Request Form from Administrative

Section Administrative Section

2.Logbook of Regular Employees

1. Submit 1.1 Upon receipt of None 2 minutes Administrative
required the request, DTR Assistant Il
documents to will be downloaded
assigned Admin. | from the Biometric
Machine.
1.2. Email the Bio None 10 minutes Administrative
logs to the HRMO Assistant Il

for uploading.
Inform the HRMO
personnel.

1.3. Fixed the DTR None 5 minutes per | Administrative

at HRIS Portal DTR Assistant Il
1.4 Check then None 2 minutes per | Administrative
Print Daily Time DTR Assistant Il
Records

1.5 Record DTR at None 1 minutes Administrative
designated Assistant Il
Logbook
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2.Recieve printed
DTR, sign DTR
and return DTR
for Immediate
Supervisor’s
Signature

2.1 Release DTR
to the employee for
his/her signature.

2.2 Receive signed
DTR and forward
to Immediate
Supervisor

2.3 Receive
approved DTRs
from Immediate
Supervisor

2.4 Collate and
sort signed and
approved DTRs.
Attach approved
Leave Applications
(if applicable)

2.5 Prepare
transmittal and
submit DTR’s to
the HRMO for
payroll preparation
and to the HRMO
for file and
reference

None

None

None

None

None

5 Minutes

2 Minutes

10 minutes

15 minutes

1 hour

Administrative
Assistant Il

Administrative
Assistant Il

Administrative
Assistant Il

Administrative
Assistant Il

Administrative
Assistant Il

Liaison Officer

TOTAL:

None

1 hour and 52
minutes

END OF TRANSACTION
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OFFICE OF THE CITY MAYOR
(City Urban Poor Affairs Program)

External Services
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1. Request for certified photocopy of transmittal to DENR

To provide necessary procedures of the CMO-City Urban Poor Affairs
Program (CUPAOQ), in the issuance of certified photocopy of Transmittal to
DENR for qualified awardee/beneficiary of 4 Presidential Proclamations within
Puerto Princesa.

CMO-CITY URBAN POOR AFFAIRS PROGRAM

Simple

G2C-Government to Client

Request slip from the Association

All qualified residents of Puerto Princesa

e Association secretary/records
keeper

Fill-out client request slip form

e Urban Poor Affairs office

Latest certification from the association

¢ Association certification signed by
the President or
Officer of the day

Valid Identification Card (As proof of

identity)

e Client/Personal file

Special Power of Attorney (SPA) if the
requested person assigned by the

beneficiary

¢ Notary Public Office

Fill-out CSM Form

e Urban Poor Affairs office

1. Register in 1. Accommodate/entertain | none 2 minutes Admin. Aide |
visitor’s and attend to client’s
logbook. need
2. submit a copy | 2. Record the request slip | None 1 minute Admin. Aide |
of request form in the logbook
slip form from
the
association
signed by the
President or
by the Officer
in Charge
3. Client’s may 3. Verify/review in the none 10 minutes | Program
fill-out a record if the Manager
request slip requester/person is the
form for the awardee/beneficiary of
issuance of Proclamations.
copy of
certified
photocopy of | 3.a If clients/applicant’s
transmittal to | already passed the
DENR. Beneficiary Selection
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Arbitration & Awards
Committee (BSAAC).

3.b If clients/applicants
after checking on alpha
list and no problem/issue
encounter is legible for the
issuance of certified
photocopy of transmittal.

3.c Approved the request
certified photocopy and
signed by the Program
Manager or by the records
keeper (In the absence of

PM)
4. Received and | 4. Logout in the outgoing none 1 minutes Admin. Aide |
signed the record book for release of
certify transmittal.
photocopy of
transmittal to
DENR and
sign to
outgoing
logbook.
5. Fill-out the 5. Compile the form for none 2 minute Admin. Aide |
Clients record & safekeeping.
Satisfaction
Measurement
Survey form.
TOTAL FEES & PROCESSING TIME: | NONE 16 minutes

END OF TRANSACTION
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2. Request For Issuance/Copy Of Local-Inter Agency Committee
(LIAC) & BSAAC Certification
To provide necessary procedures of the CMO-City Urban Poor Affairs
Program (CUPAOQ), in the issuance of Request for issuance/copy of Local Inter-Agency
Committee (LIAC) & BSAAC Certification for qualified awardee/beneficiary of 4
Presidential Proclamations within Puerto Princesa.

CMO-CITY URBAN POOR AFFAIRS PROGRAM
Simple
G2C-Government to Clients

All qualified residents of Puerto Princesa

e Latest Certification from association e Association certification signed by the
indicating status of lot allocation President or
Officer of the day
e Fill-out client information sheet e Urban Poor Affairs office
e Valid Identification Card (As proof of e Client/Personal file
identity)
e Fill-out CSM form e Urban Poor Affairs office

1. Register in 1. Accommodate/entertain none 2 minutes Admin. Aide |
visitor's and attend to client’s
logbook. need.

2. Client’s may 2. Verify/review in the alpha none 7 minutes Program
fill-out client’s | list if the requester/person is Manager
information the awardee/beneficiary of 4
sheet Presidential Proclamations.

2.a If clients/applicant’s
already passed the
Beneficiary Selection
Arbitration & Awards
Committee (BSAAC) for 4
Presidential Proclamations
upon checking in the record
is entitled for the reissuance
of LIAC & BSAAC
Certification.

2.b If clients/applicants after
checking and no record
found is not qualified to avalil
the said certification.

2.c If no problem
encounter/issue, client can
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avail the request documents
duly signed by the Program
Manager or by the records
keeper (In the absence of
PM) indicating the lot
allocation of the requested
person.

. Receive and 3. Person responsible may none 2 minutes Admin. Aide |
sign a receiving | enter into a Logout record
copy of book for release of the
certification. documents.
. Fill-out the 4. Compile the form for none 2 minute Admin. Aide |
Clients record & safekeeping.
satisfaction
Measurement
Survey form.
TOTAL FEES & PROCESSING TIME: | NONE | 13 minutes

END OF TRANSACTION
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3. Receiving Of Documentary Requirements For BSAAC Screening

To provide necessary procedures of the CMO-City Urban Poor Affairs Program
(CUPAOQO), in the RECEIVING OF DOCUMENTARY REQUIREMENTS FOR BSAAC
SCREENING for qualified awardee/beneficiary of 4 Presidential Proclamations within
Puerto Princesa.

CMO-CITY URBAN POOR AFFAIRS PROGRAM
Simple

G2C-Government to Clients

All qualified residents of Puerto Princesa

¢ Indorsement letter from the association e Concern association signed by the
association President

e Folders of applicant From different agencies

¢ Valid Identification Card (As proof of e Client
identit

1. Register in 1. Accommodate/entertain | none 2 minutes Admin. Aide |
visitor’s logbook. and attend to client’s
2. need.
2. Submit folders 2. Receive the attached none 2 minutes Program
for checking the letter of indorsement as Manager
validity of supporting to submitted
certification from folders of the applicants.
different agencies
3.
4. Fill-out the 3. Compile the form for none 2 minutes Admin. Aide |
Clients record & safekeeping.
Satisfaction
Measurement
Survey form.
TOTAL FEES & PROCESSING TIME: | NONE 6 minutes
END OF TRANSACTION
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4. Pre-Screening On Submitted Doc. Requirements

To provide necessary procedures of the City Urban Poor Affairs Program (CUPAO),

Office of the City Mayor, in Pre-screening on submitted doc. requirements of qualified
awardee/beneficiary of 4 Presidential Proclamations within Puerto Princesa.

applicants:

ANANIN

AN N N N N NN

e Documentary Requirements of the

-Validity within 6 months period of each
certification from different agencies :

v Application form from
association with 2x2 ID picture
Cedula (Xerox)

Certification from the association
Clearance certification from
assn.

Barangay clearance

NHA certification

City Housing certification
DENR certification

DAR certification

City Assessor’s certification
Proof of income

Married certification (if married)
Birth Certification (if single)

CMO-CITY URBAN POOR AFFAIRS PROGRAM

Simple

G2C-Government to Citizen

AN

<

SANANENENENENENEN

All qualified residents of Puerto Princesa

Association

Barangay Hall/City Hall

Association
Association

Barangay Hall
NHA office

City Housing office

NENR office
DAR office

City Assessor’s office

Barangay hall/Notary public

Registrar office
Registrar office

requirements
as compliance
for BSAAC
Screening

submitted documentary
requirements.

3.
2.a If the submitted
documentary requirements
is complete after the review
and ready for encoding.
2.b if the submitted
documentary requirement is

1. Register in 1. Accommodate/entertain none 1 minute Admin. Aide |
visitor’s and attend to client’s need.
logbook.
2. Submit 2. Review/Check the none 5 minutes Program
documentary completeness of the Manager
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incomplete, the person
responsible may defer the
folder and return back to
the client who submit the
folder to comply the lacking
requirements.

3.Fill-out the 3. Compile the form for none 2 minutes Admin. Aide |
Clients record & safekeeping.

Satisfaction

Measurement

Survey form.

TOTAL FEES & PROCESSING TIME: | NONE 8 minutes
END OF TRANSACTION

5. Client’s queries & complaints
To provide necessary procedures of the City Urban Poor Affairs Program (CUPAO),
Office of the City Mayor, in CLIENT’S INQUIRY & COMPLAINTS for qualified residents

of the city of Puerto Princesa.

CMO-CITY URBAN POOR AFFAIRS PROGRAM
Simple

G2C-Government to Client

All qualified residents of Puerto Princesa

e Request slip form e Sign by the President or OIC of the
association
e Valid Identification card e Any agencies
e Indorsement/letter of complaint e Personal file
1. Register in 1. Accommodate/entertain | none 1 minutes Admin. Aide |
visitor’s logbook. | and attend to client’s need.
1.a If there is a problem none 15 minutes Program
issue, client’s be refer to Manager
Program Manager.
2.Fill-out the 2. Compile the form for none 2 minutes Admin. Aide |
Clients record & safekeeping.
Satisfaction
Measurement
Survey form.
TOTAL FEES & PROCESSING TIME: | NONE | 18 minutes
END OF TRANSACTION
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6. Entertain Walk-In Clients Identified As Out-During Census (ODC)
From Different Project/Coastal Barangays
To provide necessary procedures of the City Urban Poor Affairs Program
(CUPAP), Office of the City Mayor, to ENTERTAIN WALK-IN CLIENTS IDENTIFIED
AS OUT-DURING CENSUS (ODC) FROM DIFFERENT PROJECT/COASTAL
BARANGAYS of the city of Puerto Princesa.

CMO-CITY URBAN POOR AFFAIRS PROGRAM
Simple

G2C-Government to Client

All qualified residents of Puerto Princesa

e Barangay certification as proof of e Barangay Officials
residency

e ValidID e Client/Personal file

e Fill-out CSM Form e Urban Poor Affairs office
1.Reqister in 1. Accommodate/entertain none 2 minutes Admin. Aide |
visitor’s logbook. | and attend to client’s need.
2.Give proper 2. Conduct interview to none 8 minutes Program
information. identified actual occupants Manager or

who are out during census Admin. Aide |

(ODC) and take picture for
record profiling.

3.Fill-out the 3. Compile the form for none 2 minutes Admin. Aide |
Clients record & safekeeping.

Satisfaction

Measurement

Survey form.
TOTAL FEES & PROCESSING TIME: | NONE 12 minutes

END OF TRANSACTION
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7. Preparation for LIAC/BSAAC meeting
To provide necessary procedures of the City Urban Poor Affairs Program
(CUPAP), Office of the City Mayor, to PREPARATION FOR LIAC/BSAAC
MEETING of the city of Puerto Princesa.

CMO-CITY URBAN POOR AFFAIRS PROGRAM
Simple

G2C-Government to Client

All qualified residents of Puerto Princesa

e Notice of meeting ¢ Sign by the Local Inter-Agency
Committee/Beneficiary Selection Arbitration &
Awards Committee Chairperson

e Urban Poor Affairs office

e Receiving copy

1.received record in the incoming none 1 minutes Admin. Aide |
notice of logbook for filing
meeting send
via e-mail or
hardcopy of
said documents
2.Deliver notice | Hand in/deliver notice of none 30 minutes | Admin. Aide |
of meeting to all | meeting
Local Inter- Hand in-3 minutes
Agency Deliver outside premises-30
Committee mins.
/Beneficiary
Selection
Arbitration &
Awards
Committee
members
3.Record/enter | Compile the notice for none 1 minute Program
in the outgoing | record & safekeeping Manager or
logbook Admin. Aide |
TOTAL FEES & PROCESSING TIME: | none 32 minutes
END OF TRANSACTION
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OFFICE OF THE CITY VICE MAYOR

External Services
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1. Facilitation of Financial Assistance/ Aid to Individual/Families in
Crisis Situation

The City Vice-Mayor's Office aims to facilitate in accessing benefits and
privileges and provision of limited assistance to individuals/families of the City of
Puerto Princesa who are hampered to function normally because of socio-economic
difficulties.

=R A\

1. Submit the
documents to
the City Vice-
Mayor’s Office

2. Wait for action

CITY VICE-MAYOR’S OFFICE

SIMPLE

G2C (GOVERNMENT TO CLIENT)

1. Letter request addressed to the City
Mayor
2. Valid ID (original and 1 photocopy)
3. Barangay Certification for Indigency
4. Cedula (original and 1 photocopy)

Additional requirements:
For Medical Assistance
Medical Certificate
Clinical Abstract
Statement of Account/Hospital Bill
Doctor’s Prescription/Request

For Burial Assistance

1. Death Certificate Civil Reiistrar

1. Receive the
documents/
communication
s, check the
completeness

2.Stamp the
documents
“RECEIVED?”,
affix initial, date
and time and
return the file
copy to the
client

3. Record the
documents in
the Logbook

4. Evaluate and

Residents of Puerto Princesa Cit

None

None

None

None

Clients
Concerned agencies

Barangay
Barangay

Hospital/Doctor
Hospital
Hospital

Doctor

3 minutes

3 minutes

3 minutes

30 minutes

Administrative
Aide I/ Security
Agent |

Administrative
Aide I/ Agent |

Administrative
Aide I/ Security
Agent |

Executive
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validate the Secretary Ill/
submitted Administrative
requirements Officer IV
3. Write complete | o o ooco of None 5 minutes Executive
name and sign f ial Assistant
in the logbook inancia [lI/Administrati
. assistance 'ministrativ
and receive the e Officer IV
financial aid
TOTAL: None 44 MINUTES

END OF TRANSACTION
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2. Motorized Tricycle Operator’s Permit (MTOP) Payment of Annual
Regulatory Fees
Issuance of MTOP annually is based on existing law and city ordinance to
authorize individuals to render public transport in the City of Puerto Princesa.

CITY VICE-MAYOR'S OFFICE — FRANCHISING SECTION

COMPLEX

G2C (GOVERNMENT TO CLIENT)

All MTOP Holders

1. Letter address to the City Vice- 1. Client
Mayor
2. Duly notarized Application form for 2. Franchising Section
Franchise 3. Client
3. Latest2x2ID O
4. Picture of Tricycle Unit 4. Client : ,
5. Land Transportation Office

5. Updated Official Receipt (OR)
(original with 1 photocopy)

6. Certificate of Registration (CR)
(original with 1 photocopy)

7. Barangay Certification (1 original)

8. Updated Residence
Certificate/Cedula (original with 1
photocopy)

6. Land Transportation Office

7. Barangay
8. Barangay

9. Certificate of Membership (TODA) 9. TODA
Additional requirement for Non-
owner:
Special quer of Attorney Legal Office
1 copy-original
1. Secure 1. Provide None 3 minutes | Administrative
Application application form Aide IV/ Process
Form from the with Server/
Franchising requirements Administrative
Section Officer IV/
Administrative
Assistant I/
Administrative
Aide IV
2. Fill out the 2. Check None 5 minutes | Administrative
Application completeness of Aide IV/ Process
Form and have submitted Server/
it duly notarized documents Administrative
and submit all Officer IV/
required Administrative
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documents

3. Proceed to the

for the
inspection of
unit and bring
the
requirements

4. Proceed to the

designated area

3. Record
documents in
the logbook

4. Submission to
the City Tricycle
Franchising and
Regulatory
Board (CTFRB)
for approval of
applications

5. Approval of
applications

6. Inspect the
tricycle units and
make necessary
action

7. Record and file
data through
encoding in the
master list of
applicants

8. Submission to
the
Sangguniang
Panlungsod for
the approval of
applications

9. Approval of
applications

10. Assess fees,
review and
approve MTOP

None

None

None

None

None

None

None

None

3 minutes

3 days

2 hours

20 minutes

3 minutes

1 week

2 hours

10 minutes

Aide IV/ Process
Server/

Administrative
Aide IV/ Process
Server/
Administrative
Officer IV/
Administrative
Aide IV/ Process
Server/

Administrative
Officer IV

CTFRB

Administrative
Assistant I/
Administrative
Aide IV/
Administrative
Officer IV

Administrative
Officer IV

Sangguniang
Panlungsod

BPLO Staff
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Business assessment
Permits and
Licensing
Division for the | 11. Accept
assessment of payment and Certificati | 5 minutes | CTO staff
fees issue official on Fee:
receipt P150.00
. Payment at the Franchis
City Treasurer e Fee:P
Office 400.00
12. Releasing of None 3 minutes | Administrative
. Request for certifications Aide IV/Process
issuance of Server/
certifications for Administrative
LTO (Tricycle Officer IV
for Hire)
13. Printing of the | None 3 minutes | Administrative
Certificate of Aide IV/Process
Franchise Server/
Administrative
14. Signing of the | None 5 minutes | Officer IV
Certificate of
Franchise
Administrative
15. Record and None 5 minutes | Officer IV
. Go back to the release the
Franchising Certificate of
Section to Franchise to City Vice-Mayor&
receive the holder or to his Administrative
Certificate of authorized Officer IV
Franchise. Write representative
complete name, with Special Administrative
date and time of Power of Aide IV/Process
receipt in the Attorney with Server /
logbook and complete Administrative
affix your name, date and Officer IV
signature time of receipt
in the logbook
and affix
signature
TOTAL: P 550.00 10 DAYS, 5HOURS & 5

MINUTES

END OF TRANSACTION
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3. Renewal of Franchise- Every 3 Years

Renewal of franchise every three (3) years is based on existing law and city
ordinance to authorize individuals to render public transport in the City of Puerto
Princesa.

CITY VICE-MAYOR'’S OFFICE- FRANCHISING SECTION
HIGHLY TECHNICAL
G2C (GOVERNMENT TO CLIENT)

Franchise Holder

1. Duly accomplished Application form for 1
Renewal 2. Client
3

. Franchising Division

. Latest2x 21D

2 . Land Transportation Office
3. Updated Official Receipt (OR) (original with 1

photocopy) 4. Land Transportation Office
4. Certificate of Registration (CR) (original with 1
photocopy) 5. City Treasurer’s Office

5. Receipt of payment of supervision fee
(original with 1 photocopy) 6. Client
. Original copy of the Certificate of Franchise 7. Barangay
8

6
7. Barangay Certification (1 original copy) . Barangay
8. Updated Residence Certificate/Cedula
(original with 1 photocopy) 9. TODA
9. Certificate of Membership (TODA) 10. City Traffic Office
10.CTMO Clearance (City Traffic) 11.City Treasurer’s Office
11. Official Receipt for prescribed fees 12.Franchising Division
12.Validation/Inspection (original with 1 13. TRIKE Office
photocopy)

13. TRIKE Clearance (original with 1 photocopy)

Additional requirement for Non-owner:
Special Power of Attorney (1 copy-original

Legal Office

1. Secure 1. Provide None 3 minutes Administrative
application application Aide IV /
form from form with Process Server
the requirement / Administrative
Franchising S Officer IV/
Section Administrative
Assistant I/
Administrative
Aide IV
2. Fill out the 2. Check None 5 minutes Administrative
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Application
Form and
submit all
required
documents

3. Go backto

completenes
s of
submitted
documents

3. Record
documents
in the
logbook

4. Submission
to the City
Tricycle
Franchising
and
Regulatory
Board
(CTFRB) for
the approval
of
applications

5. Approval of
applications

6. Printing of
the
Certificate of
Franchise

7. Signing of
the
Certificate of
Franchise

8. Record and

None

None

None

None

None

None

3 minutes

2 weeks

2 hours

3 minutes

5 minutes

5 minutes

Aide IV /
Process Server/
Administrative
Officer IV/
Administrative
Assistant I/
Administrative
Aide IV

Administrative
Aide IV/
Process Server/
Administrative
Officer IV

Administrative
Officer IV

CTFRB

Administrative
Officer

City Vice-
Mayor&Administ
rative Officer IV

Administrative
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the release the Aide IV /

Franchising | Certificate of Process Server/
Section to Franchise to Administrative
receive the holder or to his Officer IV
Certificate of | authorized

Franchise. representative

Write with Special

complete Power of

name, date | Attorney and
and time of | ask the
receipt in the | claimant to
logbook and | write complete

affix your name, date

signature and time of
receipt in the
logbook and

affix signature

2 WEEKS, 2 HOURS & 23

TOTAL: NONE MINUTES

END OF TRANSACTION
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4. Service Re-Issuance of Franchise
A copy of the original franchise maybe availed by securing a certified transcript
from the Tricycle Franchising Division.

CITY VICE-MAYOR'’S OFFICE- FRANCHISING
SECTION

HIGHLY TECHNICAL
G2C (GOVERNMENT TO CLIENT)
Franchise Holder

1. Duly accomplished Application 1. Franchising Section
form for Re-Issuance

2. Latest2x2ID 2. Client

3. Updated Official Receipt (OR) 3. Land Transportation Office
(original with photocopy)

4. Certificate of Registration (CR) 4. Land Transportation Office

(original with photocopy)

5. Receipt of payment of supervision |5. City Treasurer’s Office
fee (original with photocopy)

6. Affidavit of Loss 6. Lawyer

7. Barangay Certification 7. Barangay

8. Updated Residence 8. Barangay
Certificate/Cedula 9. TODA

9. Certificate of Membership (TODA) | 10.City Traffic Office

10. CTMO Clearance (City Traffic) 11.City Treasurer’s Office

11. Official Receipt for prescribed fees | 12.Franchising Division
12. Validation/Inspection (original with

photocopy) 13. TRIKE Office
13. TRIKE Clearance

Additional requirement for Non-
owner:
Special Power of Attorney Legal Office
1 copy-original

1. Secure 1. Provide None 3 minutes Administrative Aide
Application application IV/Process Server /
Form from form with Administrative
the requirements Officer 1V/
Franchising Administrative
Section Assistant I/

Administrative Aide
\Y
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. Fill out the 2. Check None 5 minutes Administrative Aide
Application completenes IV/Process Server /
Form and s of Administrative
submit all submitted Officer IV/
required documents Administrative
documents Assistant I/

Administrative Aide
v
3. Record
documents in | None 3 minutes Administrative Aide
the logbook IV / Process Server
4, Submission
to the City None 2 weeks Administrative
Tricycle Officer IV
Franchising
and
Regulatory
Board
(CTFRB)for
approval
5. Approval of None 2 hours CTFRB
applications
6. Printing of None 3 minutes Administrative
the Officer IV
Certificate of
Franchise
7. Signing of the | None 5 minutes City Vice-Mayor &

. Go back to Certificate of Administrative
the Franchise Officer IV
Franchising
Section to
receive the
Certificate
of
Franchise.

Write
complete
name, date
and time of
receipt in
the logbook
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and affix
your 8. Record and
signature release the
Certificate of
Franchise to
holder or to his
authorized
representative
with Special
Power of
Attorney and
ask the claimant
to write
complete name,
date and time of
receipt in the
logbook and
affix signature

None

5 minutes Administrative Aide
IV / Process Server
[ Administrative
Officer IV

TOTAL:

None

2 WEEKS, 2 HOURS & 25
MINUTES

END OF TRANSACTION
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5. Application for Substitution of Motorcycle
Application for substitution of unit is granted to operator/s who may change unit
and continue to render public transport.

CITY VICE-MAYOR’S OFFICE- FRANCHISING SECTION

HIGHLY TECHNICAL

G2C (GOVERNMENT TO CLIENT)

All Franchise Holders

1. Duly accomplished Application 1. Franchising Division
form for Substitution

Client
Land Transportation Office

2. Latest2x2ID

3. Updated Official Receipt (OR) and
Certificate of Registration of Old
Motorcycle (original withl
photocopy) 4. Land Transportation Office

4. Updated Official Receipt (OR) and
Certificate of Registration of New

Motorcycle (original with 1 5. City Treasurer’s Office
photocopy)
5. Receipt of payment of supervision | 6. Client
fee (original with photocopy) 7. Barangay
6. Original copy of Franchise 8. TODA
Certificate 9. City Traffic Office
7. Barangay Certification 10.City Treasurer’s Office
8. Certificate of Membership (TODA) | 11.Franchising Division
9. CTMO Clearance (City Traffic)
10. Official Receipt for prescribed fees | 12. TRIKE Office
11. Validation/Inspection (original with

photocopy)
12. TRIKE Clearance

Additional requirement for Non-
owner:
Special Power of Attorney (1 copy- Legal Office
original

1. Secure 1. Provide None 3 minutes | Administrative
Application application form Aide IV /
Form from the | with requirements Process Server
Franchising /Administrative
Section Officer IV/
Administrative
Assistant I/
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2. Fill out the
Application
Form and
submit all
required
documents

3. Proceed to the
Business
Permits and
Licensing
Division for the
assessment of
fees

4. Payment at
the City
Treasurer’s
Office

5. Request for

2. Check all
submitted
documents

3. Record
documents in the
logbook

4. Submission to the
City Tricycle
Franchising and
Regulatory Board
(CTFRB) for
approval of
applications

5. Approval of
applications

6. Assess fees,
review and
approve MTOP
assessment

7. Accept payment
and issue official
receipt

8. Releasing of

None

None

None

None

None

Certificati
on Fee:
P100.00
Re-
Issuance
Fee:
P150.00

None

5 minutes

3 minutes

2 weeks

2 hours

10 minutes

5 minutes

3 minutes

Administrative
Aide IV

Administrative
Aide IV /
Process Server
/ Administrative
Officer IV/
Administrative
Assistant I/
Administrative
Aide IV

Administrative
Aide IV /
Process Server

Administrative
Officer IV

CTFRB

BPLO Staff

CTO Staff

Administrative
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issuance of | certifications Aide IV
certifications /Process
for LTO Server/
(Tricycle for Administrative
Hire) Assistant I/
Administrative
Aide IV
9. Printing of the None 3 minutes | Administrative
Certificate of Officer IV
Franchise
10. Signing of the None 5 minutes | City Vice-
Certificate of Mayor&

. Go back to the Franchise Administrative
Franchising Officer IV
Section to 11. Record and None 5 minutes
receive the release the Administrative
Certificate of Certificate of Aide IV
Franchise. Franchise to /Process Server
Write complete holder or to his / Administrative
name, date authorized Officer IV
and time of representative
receipt in the with Special
logbook and Power of
affix your Attorney and ask
signature the claimant to

write complete
name, date and
time of receipt in
the logbook and
affix signature
TOTAL: P250.00 2 WEEKS, 2 HOURS & 42

MINUTES

END OF TRANSACTION
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6. Application for Transfer of Ownership of Franchise
Application for transfer of ownership of franchise is granted to operator/s who
may wish to transfer ownership of their unit/s

8.
9

10.
11.

12.
13.

CITY VICE-MAYOR'’S OFFICE- FRANCHISING SECTION

HIGHLY TECHNICAL

G2C (GOVERNMENT TO CLIENT)

Duly accomplished Application form
for Transfer

Latest2x 2 ID

Updated Official Receipt (OR)
(original withl photocopy)

Official Receipt (OR) (original with 1
photocopy)

Receipt of payment of supervision fee
(original with photocopy)

Barangay Certification

Updated Residence
Certificate/Cedula (Original with one
photocopy)

Certificate of Membership (TODA)
CTMO Clearance (City Traffic)
Official Receipt for prescribed fees
Validation/Inspection (original with
photocopy)

TRIKE Clearance

Deed of Sale/Deed of Donation/Extra-
Judicial Partition

Additional requirement for Non-owner:
Special Power of Attorney (1 copy-original)

All Franchise Holders

1. Franchising Division

2. Client
3. Land Transportation Office

4. Land Transportation Office
5. City Treasurer’s Office

6. Barangay
7. Barangay

8. TODA

9. City Traffic Office
10.City Treasurer’s Office
11.Franchising Division

12. TRIKE Office
13. Attorney

Legal Office

1. Secure 1. Provide None 3 minutes Administrative
Application application Aide IV/Process
Form from the form with Server /
Franchising requirements Administrative
Section Officer

[V/Administrativ
e Assistant I/
Administrative
Aide IV
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2. Fill out the
Application
Form and
submit all
required
documents

3. Proceed to the
Business
Permits and
Licensing
Division for the
assessment of
fees

4. Payment at the
City
Treasurer’'s
Office

2. Check
completeness of
all submitted
documents

3. Record
documents in
the logbook

4. Submission to
the City
Tricycle
Franchising
and Regulatory
Board (CTFRB)
for the approval
of applications

5. Submission to
the
Sangguniang
Panlungsod for
the approval of
applications

6. Approval of
applicationfor
Transfer of
Ownership

7. Assess fees,
review and
approve MTOP
assessment

8. Accept
payment and
issue official
receipt

None

None

None

None

None

None

Certificati
on Fee:
P100.00
Transfer
Fee:

P

5 minutes

3 minutes

1 week

1 week

2 hours

10 minutes

5 minutes

Administrative
Aide IV/Process
Server /
Administrative
Officer IV/
Administrative
Assistant I/

Administrative
Aide IV
Administrative

Aide IV/Process
Server

Administrative
Officer IV

CTFRB

Sangguniang
Panlungsod

BPLO Staff

CTO Staff
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1,500.00

Donation
Fee:
P 400.00
5. Request for 9. Releasing of None 3 minutes | Administrative
issuance of certifications Aide IV/Process
certifications Server/
for LTO Administrative
(Tricycle for Officer IV
Hire)
9. Printing of the | None 3 minutes Administrative
Certificate of Officer IV
Franchise
10. Signing of the | None 5 minutes City Vice-Mayor
Certificate of Maria Nancy M.
Franchise Socrates &
Administrative
Go back to Officer IV
the Franchising 11. Record and
Section to release the None 5 minutes | Administrative
receive the Certificate of Aide IV
Certificate of Franchise to IProcess Server
Franchise. Write holder or to his / Administrative
complete name, authorized Officer IV
date and time of representative
receipt in the with Special
logbook and affix Power of
your signature Attorney and
ask the
claimant to
write complete
name, date and
time of receipt
in the logbook
and affix
signature
, Php 2 WEEKS, 2 HOURS & 42
TOTAL: 2,000.00 MINUTES

END OF TRANSACTION
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7. Processing of Communication

The Office of the City Vice-Mayor performs as the Head Office of the
Sangguniang Panlungsod of the City of Puerto Princesa. All pertinent documents and
funds under the Legislative Department are subject to the approval of the City Vice-
Mayor.

CITY VICE-MAYOR’S OFFICE

SIMPLE

G2G (GOVERNMENT TO GOVERNMENT); G2C
(GOVERNMENT TO CLIENT);

G2B (GOVERNMENT TO BUSINESS ENTITY)
Any Person, Any Employee Of Government Agencies,
Local Government Units, Companies Or Institutions

Original Copy of any written
communication of requesting party

Issuing company, agency, institution or
individual

3. Submit the | 7. Receive the None 3 minutes Administrative
documents documents/ Aide |
/ communications,
communic check completeness
ations of attachments if any
8. Stamp the
documents
“RECEIVED?”, affix None 3 minutes Administrative
initial, date and time Aide |

and return the file
copy to the client

9. Record the

documents in the None 3 minutes Administrative
Logbook Aide |

10. Forward the None 1 minute Administrative
documents/ Aide |

communications to
Administrative

Section

11. Forward the None 3 minutes Administrative
documents/ Officer IV/Private
communications to Secretary |

the City Vice Mayor
for her action,
comments,
information and
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instructions

12. Readthe None 30 minutes Administrative
documents/ Officer IV/Private
communications for Secretary |
action, comments,
information and
instructions

13.  Gather all None 5 minutes Executive
documents/ . per Assistant Ill/
communications as document Private Secretary
per instruction of the I/ Administrative
City Vice Mayor Officer

IV/Security Agent
Il /Security Agent
I/Administrative
Aide |

14. Prepare . None 5 minutes Executive
responsej outgoing per Assistant 111/
communication, if document Private Secretary
_needed. as per I/ Administrative
instructions on the Officer
marginal note IV/Security Agent

Il /Security Agent
I/Administrative
Aide |

15.  Attend to the None 5 minutes | Executive
client and inform of per Assistant 111/
action taken document | Private Secretary

I/ Administrative
Officer
IV/Security Agent
Il /Security Agent
4. Inquire/ I/Administrative

Follow up Aide |

letter or

request

TOTAL NONE | 58 minutes

END OF TRANSACTION
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OFFICE OF THE CITY VICE MAYOR

Internal Services
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1. Administrative Services To The Legislative Department

The Office of the City Vice-Mayor performs as the Head Office of the
Sangguniang Panlungsod of the City Government of Puerto Princesa. All pertinent
documents and funds under the Legislative Department are subject to the approval

of the City Vice-Mayor.

CITY VICE MAYOR'’S OFFICE

SIMPLE

G2G- GOVERNMENT TO GOVERNMENT

DEPARTMENT

1. Obligation request (3 copies- original,
duplicate, triplicate)

LIAISON OFFICERS UNDER THE LEGISLATIVE

1. SP Members Office/Secretariat
Office

2. Disbursement vouchers (3 copies-
original, duplicate, triplicate)

2. SP Members Office/Secretariat
Office

3. Purchase request (6 copies- original,
duplicate, triplicate, 4", 51" & 6%)

3. SP Members Office/Secretariat
Office

4. Payrolls (3 copies- original)

4. SP Members Office/Secretariat
Office

5. Cheques (1 copy)

5. City Treasurer’s Office

6. Job Order/Contract of service (2
copies- original)

6. SP Members Office

7. Travel Order (2 copies- original)

8. Leave Application (3 copies- original)

9. Biometrics Exemption (2 copies-
original)

10. Office Order (2 copies- original)

11.Memorandum Order (2 copies-
original)

12. Administrative Order (2 copies- original)

1. Submission of
complete

Receive the required
documents and

Security Agent II/
Administrative Aide

requirements to the | check the None | 3 minutes IV (Bookbinder I1)
CVMO Receiving completeness
Personnel Record documents Security Agent I/
to Logbook/ None | 3 minutes | Administrative Aide
Tracking v
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Forward documents
for City Vice-Mayor’s

(Bookbinder 11)/
Security Agent Il/,

signature to the None | 3 minutes | Administrative Aide
Secretary to the IV (Bookbinder I1)
Sangguniang
Panlungsod for initial
2. Signature of the Review documents Secretary to the
City Vice-Mayor and affix initial for ) Sangguniang
City Vice-Mayor's None | 5 minutes | Panlungsod
signature
Review received Administrative
document/s and - Officer IV/ Private
forward it to the City | ON€ | S MINUe | oo etary I
Vice- Mayor for her Security Agent Il
signature
Documents to be None | 5 minutes City Vice-Mayor Il
signed by the City
Vice-Mayor
3. Documents for Review signed . Administrative
release documents None | 5 minutes Officer IV/ Private
Secretary I/
Security Agent |l
Security Agent II/
Release reviewed Administrative Aide
) None | 3 minutes | IV (Bookbinder I1)/
signed documents Security Agent I/
Administrative Aide
[l (Utility Worker II)
TOTAL | None minsjtes

END OF TRANSACTION
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2. Administrative Services To The Executive Department
In the absence of the City Mayor, the City Vice-Mayor performs as the Head
Office of the Executive Department of the City Government of Puerto Princesa. All
pertinent documents under the Executive Department are subject to the approval of the
Acting City Mayor.

City Vice-Mayor’s Office
SIMPLE
G2G- GOVERNMENT TO GOVERMENT

EXECUTIVE DEPARTMENT

1. Obligation request (3 copies- original,
duplicate, triplicate)

1. Executive Department Offices

2. Disbursement vouchers (3 copies-

original, duplicate, triplicate) 2. Executive Department Offices
3. Payrolls (3 copies- original) 3. Executive Department Offices
4. Travel Order (2 copies- original) 4. Executive Department Offices
5. Leave Application (3 copies- original) 5. Executive Department Offices
6. Office Order (2 copies- original) 6. City Mayor’s Office
7. Memorandum Order (2 copies- original) | 7. City Mayor’s Office
8. Administrative Order (2 copies- 8. City Mayor's Office

original)

1. Submission Receive the required Security Agent
of complete documents and check the N : [I/Administrativ
. one 3 minutes .
requirements to | completeness e Aide IV
the CVMO (Bookbinder I1)/
Receiving Record documents to Security Agent
Personnel Logbook/ Tracking None 3 minutes | I/Aide IV
(Bookbinder I1)/
Forward documents for City Security Agent
Vice-Mayor’s signature to I/Administrative
the Secretary to the 3 minutes Aide IV
Sangguniang Panlungsod (Bookbinder 11)/
for initial Administrative
Aide Il (Utility
Worker 1)/
Review documents and _ Secretary to the
affix initial for City Vice- S minutes | sangguniang
Mayor’s signature Panlungsod
2. Signature of | Review received Administrative
the City Vice- document/s and forward it None 5 minutes | Officer IV/
Mayor to the City Vice- Mayor for Private
her signature Secretary I/
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Security Agent
Il

Documents to be signed None 5 minutes City Vice-Mayor
by the City Vice-Mayor Il
Administrative
Officer IV/
Private
Secretary I/
Security Agent
Il

Review signed documents None 3 minutes

3.Documents for | Release reviewed signed Security Agent
release documents I/Administrative
Aide IV

None 3 minutes | (Bookbinder II)/
Administrative
Aide Il (Utility
Worker 1)/

32

TOTAL | NONE ,
minutes

END OF TRANSACTION
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OFFICE OF THE SECRETARY TO THE
SANGGUNIANG PANLUNGSOD

External Services
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1. Endorsement for PCSD/DENR Clearance

Endorsement shall refer to the Sangguniang Panlungsod resolution favorably
endorsing the project or activity to be implemented within the City of Puerto
Princesa addressed to concerned offices/agencies such as the Palawan Council for
Sustainable Development (PCSD); the Department of Environment and Natural
Resources — Community Environment and Natural Resources Office (DENR-
CENRO), and TIEZA, among others.

Office Of The Secretary To The Sangguniang Panlungsod
Highly Technical

G2b- Government To Business Entity

Business entities with initiated projects or activities seeking for
endorsement

1. Letter Request Proponent

2. Project proposal

3. Sketch Map City Assessor’s Office

4. Barangay Resolution/Endorsement Barangay

5. Locational Clearance /PAMB | City Planning and Development
Resolution/DCEPC Resolution Coordinator’s Office/ PAMB/

DCEPC

6. Letter of Endorsement from the City ENRO City ENRO

7. Photocopy of Title LRA

8. Initial Environmental Examination (IEE)/ | DENR

Environmetal Initial Assessment
9. Inspection Report from the City ENRO City ENRO
10. Fire Endorsement/  Certification  (with | Bureau of Fire Protection
structure only; except quarries)
11. Free Prior and Informed Consent NCIP
12. For AUTHORIZED REPRESENTATIVE
» Natural Person — Special Power of
Attorney
» Juridical Person
1. Corporation
a. Avrticles of Incorporation;

b. By-laws;
c. Updated General Information Sheet;
and

d. Board Secretary’s Certificate.
2. Cooperative
a. Articles of Cooperation;
b. By-laws; and
c. Board Secretary’s Certificate.
3. Association
a. SEC Registration
b. By-laws
c. Board Resolution Authorizing the

Reiresentative
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Sign in the Client

1.1 Give the

logbook in the logbook to
SP Receiving the client
Counter
Submit letter of 2.1 Receive
Endorsement the required
from the City documents
ENRO with and check
complete its
documentary completene
requirements to | ss.
the Receiving 2.2 Submit
Officer. the
documents
to the

Secretary to
the
Sanggunian

g
Panlungsod

2.3 Approve
the inclusion
the item in
the agenda
of the next
regular
session

3. Wait for the
conduct of the
Regular Session

3.1 Conduct
of a regular
session

3.2 Endorse
the item in
its
respective
committee
for
committee
meeting/pub
lic hearing.

4 Wait for the
notice to attend
committee
meeting

4.1 Deliver
notice to the
proponent
to attend a
committee
meeting

a. Acetylene Plant/Oxygen
Refilling Station —
# 2,000.00

b. Almaciga Resin —
£ 1,000.00

c. Botanical Garden/
Butterfly Garden/Farm —
£ 1,000.00

d. Car Showroom and
Service Center —
£ 5,000.00

e. Collection of Stalagmite
for Study —
£ 5,000.00

f. Collection of Crystals
for Study —
£ 5,000.00

g. Construction of
Commercial Building/
Center/Convention
Center —
£ 5,000.00

h. Eco-Trail/Tourism
Project/Eco-Camp — #
3,000.00

i. Funeral/Internment
Parlor/ Memorial Parks

£ 5,000.00

j. Gasoline Stations —
£ 10,000.00

k. Hotel/Condotel —
£ 5,000.00

I. Housing
Project/Subdivision —
5,000.00

m.-Hydro Electric -Facility/
Renewable
-Energy/Power
Plant/Solar Power

- Generation

Facility/Waste-to-Energy

Facility-

£10,000.00

n. Ice/Cold Storage Plant
— £ 5,000.00

0. Installation of
Underground Fiber
Optic Cable —
£ 5,000.00

p. Mountain Quarry-

3 minutes

Administrative
Officer V
(Records Officer

1)

3 minutes

Administrative
Officer V
(Records Officer

1)

3 minutes

Administrative
Officer V
(Records Officer

1)

5 minutes

Secretary to the
Sangguniang
Panlungsod

7days

City Council

City Council

4days

Process Servers
Messengers
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5. Attend the 5.1 Conduct
committee committee
meeting/s. meeting
5.2 Prepare
Committee
Report for
approval of
the
Chairperson
5.3 Submit
report for
agenda on
the next
Regular
Session
6.Wait for 6.1
approval of the Approval of
item in the the item in
Regular session | the Regular
Session
7. Wait for the 7.1
finalization of Preparation
approved and
resolution. finalization
of approved
resolution.
8.Request for a 8.1 Issue
Statement of Statement
Assessment Form | of
Assessment

for payment
of

Endorseme
nt Fee
9.Fill out the 9.1 Indicate
Statement of the amount
Assessment to be paid in
Form the
assessment
form.
11. Present the 11.1 Verify
Official Receipt the Official
to the Releasing | Receipt

Officer.

Release the
Resolution

£ 15,000.00

g. Water Resort/Park and
Other Water/Coastal
Development —
£ 10,000.00

r. Pension
House/Lodge/Inn —
£ 3,000.00

s. Petroleum Depot —
£ 10,000.00

t. Poultry/Piggery —
£ 5,000.00

u. Processing
Plant/Center —
£ 3,000.00

v. Private Timber Land
Permit (PTLP) —
£ 5,000.00

w. Recreation
Facility/Race Track —#
3,000.00

X. Resort/Restobar/
Wellness/Town House

£ 5,000.00

y. Restaurants/Cotte-ges
—£2,000.00

z. Rice/Corn Mills —
£ 1,000.00

aa. River Quaries
15,000.00

bb.  Rock Crushing
Plant — £10,000.00

Ccc. SIFMA/FLAQT/Bath
ing
Establishment/Foreshor
e Lease Agreement —
£ 5,000.00

dd.  Super
Markets/Department
Store/Mall —
£ 10,000.00

ee. Telecommunication
(per application)-
£ 10,000.00

ff. Zipline/Canopy Walk —
# 2,000.00

gg. Others not
specified - herein
£ 1,000.00

1 day

*If necessary

Chairperson
Committee on
Environmental

another Protection and
committee Natural
meeting may Resources
be
conducted
Legislative Staff
Officer Il or the
2 hours Private Secretary
of the Committee
Chair
Chairperson
Committee on
5 davs Environmental
y Protection and
Natural
Resources
City Council
1 day
Board Secretary
v
10 days
Administrative
Officer V
(Records Officer
3 minutes i
Administrative
Officer V
3 minutes (Records Officer
1
3 minutes Administrative
Officer V
(Records Officer
11
3 minutes Administrative

Officer V
(Records Officer

1)
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TOTAL:

As specified above

Max of 90
days upon
receipt of
letter
request with
complete
documents

END OF TRANSACTION
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2. Approval of Exclusive Fishery Privilege

For purposes of promoting further the proper management, conservation,
development, protection and utilization of the city water and coastal resources, the City
Government shall regulate the catching of fish and gathering of other aquatic resources.
In the grant of fishery privileges to erect fish corrals, oyster, mussels or other aquatic
beds or bangus fry areas, the duly registered organization and cooperatives of marginal
fishermen shall have preferential rights. This shall govern the levy or imposition of all
charges and other fees for the catching of fish and other marine products in the City’'s
inland and offshore water, as well as the rules and regulations for the use of the city
water and coastal resources for fishing activities.

Office Of The Secretary To The Sangguniang Panlungsod
Highly Technical

G2B- Government To Business Entity

Business entities/individuals of legal age seeking approval of
their Exclusive Fishery Privilege

New applicant:

1. Application request Proponent
2. Sketch Plan Proponent
3. Project proposal Proponent
4. ECAN/ DCEPC Board Resolution City Planning
5. Locational Map City Planning
6. Barangay Resolution Barangay
7. Barangay Business Clearance Barangay
8. Community Tax Cert.(Cedula) Barangay Treasurer
9. Project Suitability/Project Feasibility Clearance | City Agriculture
from the City Agriculture Office
10. Certification from the City ENRO City ENRO (Bantay Dagat)
11.BFRAMC Clearance BFARMC (Barangay)
12.Free Prior and Informed Consent (if | NCIP
necessary)

13. For AUTHORIZED REPRESENTATIVE
» Natural Person — Special Power of

Attorney
» Juridical Person
Corporation
a. Articles of Incorporation
b. ;By-laws;
c. Updated General Information Sheet;
and
d. Board Secretary’s Certificate.
Cooperative

a. Articles of Cooperation;

b. By-laws; and

c. Board Secretary’s Certificate.
Association

a. SEC Registration

b. By-laws

c. Board Resolution Authorizing the
Representative

For renewal- Additional requirements:
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1. DTI Certificate

DTI

2. Mayor’s Permit

Office

Business Permits and Licensing

agenda on the next
Regular Session

1. Signinthe Give the logbook to None | 3minutes Administrative Officer
Client the client \%
logbook in (Records Officer III)
the SP
Receiving
Counter
2. Submit letter | 2.1 Receive the 3 minutes Administrative Officer
request with | required documents \%
complete and check its (Records Officer III)
documentary | completeness.
:scgrl:gements 2.2 Submit the 3 minutes Administrative Officer
Receiving documents to the \% _
Officer. Secretary to the (Records Officer III)
Sangguniang
Panlungsod
2.2 Approve the 5 minutes Secretary to the
inclusion the item in Sangguniang
the agenda of the Panlungsod
next regular session
3. Wait for the | 3.1 Conduct of a 7days City Council
conduct of the | regular session
Regular
Session 3.2 Endorse the item
in its respective
committee for
committee
meeting/public
hearing.
4 Wait for the 4.1 Deliver notice to 4days Process Servers
notice to attend | the proponent to
committee attend a committee Messengers
meeting meeting
5. Attend the 5.1Conducts 1 day Chairperson
committee committee meeting Committee on Food,
meeting/s. *If Agriculture &
necessary Fisheries
another
committee
meeting
may be
conducted
5.2 Prepare 2 hours Legislative Staff
Committee Report Officer 11l or the
for approval of the Private Secretary of
Chairperson the Committee Chair
5.3 Submit report for 5 days Chairperson

Committee on Food,
Agriculture &
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Fisheries

6.Wait for 6.1 Approval of the 1 day City Council
approval of the | item in the Regular
item in the Session
Regular
session
7. Wait for the 7.1 Preparation and 10 days Board Secretary IV
finalization of finalization of
approved approved resolution.
resolution
8.Request fora | 8.1 Issue Statement 3 minutes Administrative Officer
Statement of of Assessment for \%
Assessment payment of (Records Officer III)
Form Endorsement Fee
9.Fill in the 9.1 Indicate the Endorse | 3 minutes Administrative Officer
Statement of amount to be paid in | ment Fee \%
Assessment the assessment P (Records Officer III)
Form form. 5,000.00
10.Pay the 10.1 Wait for the As Cashier
corresponding | return of the client determined | City Treasurer’s Office
fee at the City by the City
Treasurers Treasurer’s
Office Office
11. Present the | 11.1 Verify the 3 minutes Administrative Officer
Official Receipt | Official Receipt \%
to the (Records Officer III)
Releasing
Officer.
12. Release the 3 minutes Administrative Officer
Resolution Vv
(Records Officer III)
P Max of 90 days upon receipt of
TOTAL.: 5.000.00 letter request with complete

documents

END OF TRANSACTION
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3. Reclassification of Land
The Local Government Code of 1991 mandates the Sangguniang Panlungsod
to enact ordinances for the general welfare of the city and its inhabitants, generate
and maximize the use of businesses and revenues for the development plans,
program objectives and priorities of the city with particular attention to agro-industrial
development and city-wide growth and progress, and relative thereto, shall reclassify
land within the jurisdiction of the City.

Office Of The Secretary To The Sangguniang Panlungsod
Highly Technical

G2B — Government to Public

Business entities/individuals of legal age seeking reclassification of
their land

1. Application letter Proponent

2. Picture of the property

3. Endorsement from the City Admin/Legal | City Admin/Legal
Office

4. Tax Declaration(Certified by the City | City Assessor
Assessor)

5. Subdivision Plan/Vicinity Map

6. Tax Clearance Business Tax

7. Technical Description City Assessor

8. Zoning clearance Zoning

9. Photocopy of the Title LRA

10.Bgy. Resolution of Indorsement Barangay

11. Free Prior and Informed Consent NCIP

12. For AUTHORIZED REPRESENTATIVE
» Natural Person — Special Power of

Attorney
» Juridical Person
Corporation
e. Articles of Incorporation
f. ;By-laws;
g. Updated General Information
Sheet; and
h. Board Secretary’s Certificate.
Cooperative
a. Articles of Cooperation;
b. By-laws; and
c. Board Secretary’s Certificate.
Association
a. SEC Registration
b. By-laws

c. Board Resolution Authorizing the
Representative

1. Signinthe 1.1 Give the 3 minutes Administrative
Client logbook logbook to the Officer V
in the SP client (Records Officer III)
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Receiving
Counter

of the item in the

item in the Regular

2. Submit letter 2.1Receive the 3 minutes Administrative
request with required Officer V
complete documents and (Records Officer III)
documentary check its
requirements to | completeness.
the Receiving 3 minutes Administrative
Officer. 2.2 Submit the Officer V

documents to the (Records Officer III)
Secretary to the
Sangguniang
Panlungsod
5 minutes Secretary to the
2.3 Approve the Sangguniang
inclusion the item Panlungsod
in the agenda of
the next regular
session
3.Wait for the 3.1 Conduct of a 7days City Council
conduct of the regular session
Regular Session
3.2 Endorse the
item in its
respective
committee for
committee
meeting/public
hearing.
4 Wait for the 4.1 Deliver notice 4 days Process Servers
notice to attend to the proponent to
committee meeting | attend a committee Messengers
meeting
5 Attend the 5.1Conduct 1 day Chairperson
committee committee meeting Committee on
meeting/s. *If Landed Estate &
necessary Urban
another Development
committee
meeting
may be
conducted
5.2 Prepare 2 hours Legislative Staff
Committee Report Officer 11l or the
for approval of the Private Secretary of
Chairperson the Committee
Chair
5.3 Submit report 5 days Chairperson
for agenda on the Committee on
next Regular Landed Estate &
Session Urban
Development
6.Wait for approval | 6.1 Approval of the 1 day City Council
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Regular session

Session

7. Wait for the 7. 1 Preparation 10 days Board Secretary IV
finalization of and finalization of
approved approved
ordinance. ordinance.
8.Waitl5 days 8.1 Publish the 15 days | Administrative
after the approved Officer IV
publication ordinance (Records Officer III)
ERMA P.LOPEZ
Administrative
Officer Il
(Records Officer II)
9.Request for a 9.1 Issue 3 minutes INDIRA B.
Statement of Statement of ALFARO
Assessment Form | Assessment for Administrative
payment of Officer V
Endorsement Fee (Records Officer III)
10.Fill out the 10.1 Indicate the Secretary’s | 3 minutes Administrative
Statement of amount to be paid Fee Officer V
Assessment Form | in the assessment £ 5,000.00 (Records Officer III)
form.
11.Pay the 11.1 Wait for the As Cashier
corresponding fee | return of the client determined City Treasurer’s
at the City by the City Office
Treasurers Office Treasurer’s
Office
12. Present the 12.1 Verify the 3 minutes Administrative
Official Receipt to | Official Receipt Officer V
the Releasing (Records Officer III)
Officer.
13. Release the 3 minutes Admir)istrative
Ordinance Officer V
(Records Officer III)
Max of 90
days upon
receipt of
letter
TOTAL: | 5,000.00 request
with
complete
document
S

END OF TRANSACTION
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4. NGOS/POS Accreditation

The Local Government Code of 1991 under Section 108 empowers the
Sangguniang Panlungsod to accredit People’s Organization (PO) and Non-
Governmental Organization (NGO) which are registered within their jurisdiction. The
Sangguniang Panlungsod would like to ensure that only legitimate organizations, which
are really dedicated to serve the interest and welfare of Puerto Princesa and its
constituents, are accredited.

Office Of The Secretary To The Sangguniang Panlungsod

Highly Technical

G2B- Government To Business Entity

People’s Organization (PO) and Non-Governmental Organization

Duly accomplished Application form SP Records

SEC/Coop Cert. of Registration SEC
Board Resolution Association/ Cooperative
List of current officers and members
Last year’'s Annual Accomplishment Report
Last year’s financial statement
Profile indicating purpose and objective of the
organization
Copy of the Minutes of Meeting
City Planning and Development Office | CPDO
Endorsement
10. For AUTHORIZED REPRESENTATIVE
» Natural Person — Special Power of Attorney
» Juridical Person
Corporation

i. Articles of Incorporation

j. ;By-laws;

k. Updated General Information Sheet; and

I. Board Secretary’s Certificate.
Cooperative

a. Articles of Cooperation;

b. By-laws; and

c. Board Secretary’s Certificate.

N|o G WIN

©|©

Association

a. SEC Registration

b. By-laws

c. Board Resolution Authorizing the
Representative
1. Sign in the 1.1 Give the 3 minutes Administrative Officer V
Client logbook in | logbook to the client (Records Officer IlI)
the SP Receiving
Counter
2. Submit letter 2.1Receive the 3 minutes Administrative Officer V
request with required documents (Records Officer I11)
complete and check its
documentary completeness.

Page | 167



requirements to
the Receiving
Officer.

2.2 Submit the
documents to the
Secretary to the
Sangguniang

3 minutes

Administrative Officer V
(Records Officer III)

Panlungsod
5 minutes Secretary to the
2.3 Approve the Sangguniang
inclusion the item in Panlungsod
the agenda of the
next regular session
3.Wait for the 3.1 Conduct of a 7days City Council
conduct of the regular session
Regular Session
3.2 Endorse the City Council
item in its
respective
committee for
committee
meeting/public
hearing.
4 Wait for the 4.1 Deliver notice to 4days Process Servers
notice to attend the proponent to Messengers
committee attend a committee
meeting meeting
5 Attend the | 5.1 Conduct 1 day Chairperson
committee committee meeting Committee on People’s
meeting/s. *If Organization & NGO
necessary Affairs
another
committee
meeting
may be
conducted
5.2 Prepare Legislative Staff Officer
Committee Report 2 hours Il or the Private
for approval of the Secretary of the
Chairperson Committee Chair
Chairperson
5.3 Submit report Committee on People’s
for agenda on the 5 days Organization & NGO
next regular session Affairs
6. Wait for 6.1 Approval of the 1 day City Council
approval of the item in the regular
item in the session
Regular session
7. Wait for the 7.1 Preparation and 10 days Board Secretary IV
finalization of finalization of
approved approved
resolution. resolution.
12. Deliver lday Process Servers
resolution to the
proponent Messengers
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Max of 90
days upon
receipt of
letter
request
with
complete
documents
END OF TRANSACTION

TOTAL: | NONE

5. Acceptance of Deed of Donation/Sale of Property
It shall be the policy of the City Government to exhaust all necessary efforts
and legal means to negotiate for the donation from land owners whose lands were
traversed by city roads.

Office Of The Secretary To The Sangguniang Panlungsod
Highly Technical

G2B- Government To Business Entity

G2C- Government To Public

Business entity or any individual of legal age who is donating
parcel of land to the City Government of Puerto Princesa

Endorsement City Legal Office

Draft Deed of Donation/Deed of Sale
Locational Map
Letter of Intent Proponent
Tax Declaration City Assessor’s Office
Photocopy of TCT/OCT LRA
For AUTHORIZED REPRESENTATIVE
» Natural Person — Special Power of
Attorney
» Juridical Person
Corporation
m. Articles of Incorporation
n. ;By-laws;
0. Updated General Information Sheet;
and
p. Board Secretary’s Certificate.
Cooperative
a. Articles of Cooperation;
b. By-laws; and
c. Board Secretary’s Certificate.

No O~ WINE

Association
a. SEC Registration
b. By-laws

c. Board Resolution Authorizing the
Representative
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1. Sign in the Client 1.1 Give the None | 3 minutes Administrative
logbook in the SP logbook to the Officer V
Receiving Counter client (Records Officer III)
2.Submit letter of 2.1 Receive the 3 minutes Administrative
Endorsement from the required Officer V
City Legal Office with documents and (Records Officer III)
complete documentary check its
requirements completeness.
3 minutes Administrative
2.2 Submit the Officer V
documents to (Records Officer III)
the Secretary to
the
Sangguniang
Panlungsod 5 minutes Secretary to the
Sangguniang
2.3 Approve the Panlungsod
inclusion the
item in the
agenda of the
next regular
session
3. Wait for the conduct of | 3.1 Conduct of a 7 days City Council
the Regular Session regular session
3.2 Endorse the
item in its
respective
committee for
committee
meeting/public
hearing.
4. Wait for the notice to 4.1 Deliver 4 days Process Servers
attend committee meeting | notice to the
proponent to Messengers
attend a
committee
meeting
5 Attend the committee | 5.1Conducts 1 day Chairperson
meeting/s. committee Committee on Legal
meeting *If Matters
necessary
another
committee
meeting
may be
conducted
5.2Prepare 2 hours Board Secretary lll
Committee Or Private Secretary
Report for of the Committee
approval of the Chair
Chairperson
5 days Chairperson
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5.3 Submit Committee on Legal
report for Matters
agenda on the
next Regular
Session
6.Wait for approval of the | 6.1 Approval of 1 day City Council
item in the regular the item in the
session regular Session
7. Wait for the finalization | 7.1 Preparation 10 days Board Secretary IV
of approved resolution. and finalization
of approved
resolution.
8. Deliver lday Process Servers
resolution to the
proponent Messengers
Max of 90 days upon receipt of
TOTAL: | NONE | letter request with complete
documents
END OF TRANSACTION

6. Application for E-Games/Bingo Games/E-Bingo/Bingo
Boutique/Table Games/Poker
It is the policy of the City Government of Puerto Princesa to protect the social
and moral welfare of the community by enacting legislative measure to prescribe
guidelines for the operation of games recognized by the Philippine Amusement and
Gaming Corporation (PAGCOR) within the territorial jurisdiction of Puerto Princesa.

Office Of The Secretary To The Sangguniang Panlungsod
Highly Technical

G2B — Government to Business entity

Owners of E-games/Bingo Games, E-Bingo/Bingo Boutique and
Table games/Poker

1. Letter addressed to the City Mayor

Proponent
Office of the City Mayor/City Admin

2. Endorsement from the
Mayor/City Admin

3. Barangay Resolution interposing no
objection

Locational Clearance

City

Barangay
City Zonin

1. Sign in the Client 1.1 Give the None 3minutes Administrative
logbook in the SP logbook to the Officer V
Receiving Counter client (Records Officer
1))
2.Submit letter of intent 2.1Receive the 3 minutes Administrative
addressed to the City required Officer V
Mayor and Endorsement | documents and (Records Officer
from the City Mayor/City | check its 1)}
Administrator, Barangay | completeness.
Resolution interposing
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No Objection & 2.2 Submit the 3 minutes
Locational Clearance documents to Administrative
the Secretary to Officer V
the (Records Officer
Sangguniang 1)}
Panlungsod
5 minutes Secretary to the
2.3 Approve the Sangguniang
inclusion the Panlungsod
item in the
agenda of the
next regular
session
3.Wait for the conduct of | 3.1 Conduct of 7 days City Council
the Regular Session a re