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MANDATE

For the years 2022 to 2025, the City Government
of Victorias shall, among others, focus on the
following Development Agenda:

v DIGNIFIED HUMAN
SETTLEMENTS

Adequate housing was recognized as part of the right to an adequate standard of living
in Article 25 of the 1948 Universal Declaration of Human Rights and in Article 11.1 of the
1966 International Covenant on Economic, Social and Cultural Rights.

For housing to be adequate, it must, at a minimum, meet the following criteria:
S Security of tenure D Habitability S Cultural adequancy
= | Availability of service D Accessibility

9 Affordability D Location

2 DISASTER-RESILIENT [P S cig *
COMMUNITIES W

The City's communities and households therein should be equipped and capacitated to
manage change, by maintaining or transforming living standards in the face of
adversities and calamities, both natural and manmade - such earthquakes, drought or
violent conflict - without compromising their long-term prospects.

Disaster-resilient communities should be able to absorb and recover from the effects of
hazards and calamities in a timely and efficient manner.
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DIVERSIFIED i . '
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The City's economy should shift towards a more varied structure away from a single
income source toward multiple sources from a growing range of sectors and markets
with the objective of increasing productivity, generating employment opportunities, and
providing the foundation for sustained poverty-reducing growth.
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v DYNAMIC
GOVERNANCE

The City Government shall cultivative professional, clean, efficient, and effective
departments and offices ready, able, and willing, to adapt to changes demanded by the
constituents it is mandated to serve. It shall enourage effective leadership, clear
delegation and delineation of duties, cooperation, ability to apply scientific and modern
methods, and continuous professional, personal, and community development.

INCLUSIVE
¥ EDUCATION

Pursuant to Republic Act No. 11650 (2022) and the duty of the State to protect and
promote the right of all citizens to quality education, the City Government shall ensure
that (a) education is available to all; and (b) all schools, whether public or private, provide
equitable access to quality education to every learner with disability.

Inclusive education means children in the same classrooms, in the same schools. Itis
the most effective way to give all children an equal opportunity and fair chance to learn

and develop their skills.
&se 2.8 @), .

UNIVERSAL @
- HEALTHCARE J /_\\Xgn\

The City Government shall endeavor to provide to every Vlctorlahanons the highest
possible quality of health care that is accessible, efficient, equitably distributed, and
adequately funded. It shall ensure that every Victoriahanons receive affordable and
quality health benefits.




FEEDBACK AND
COMPLAINTS MECHANISM

HOW TO SEND FEEDBACK:

Write your feedback or complaints and drop it at the designated drop box inside the City Hall
ground floor beside the stairs and at the entrance of the Victorias Commercial Center (VCC) near
the Land Bank ATM. You can also message in our official Facebook page “Mayor's Complaint
and Action Center. ”

HOW FEEDBACK IS PROCESSED:

Twice a week, the Mayor’s Complaint and Action Center opens the drop box and compiles and
records all complaints and suggestions submitted. All messages from Facebook are read and
processed every day. We forward all the complaints to proper Departments and they are required
to answer it as soon as possible. For inquiries and follow- ups, clients may contact the following
number : 399-3459.

HOW TO FILE A COMPLAINT:

Drop all the suggestions and complaints in our drop boxes. Complainant can also call or text
Mayor's Complaint and Action Center through hotline number: 09289353028 or message us in
our Official Facebook page - Mayor’s Complaint and Action Center. Make sure to provide the
following information: NAME/INCIDENT/EVIDENCE.

For inquiries and follow-ups, clients may contact the following number: 399-3459.

HOW COMPLAINTS ARE PROCESSED:

The Complaint Officer opens the complaint drop box twice a week and evaluates each
complaint. Upon evaluation, the Complaint Officer shall start the investigation and forward the
complaints to proper Departments. The Complaint Officer will create a report after the
investigation and will submit it to the City Mayor. The Complaint Officer will contact the
complainant for the result of investigation and what are the actions taken. Clients may contact
the following number: 399-3459.

CONTACT INFORMATION OF CCB, PCC, ARTA

ARTA: Complaints@arta.gov.ph Contact Information of CCB: 1-ARTA (2728)
PCC :8888

CCB :0908-881-6565 (SMS)

Email: email@contactcenterngbayan.gov.ph/

Web : http://contactcenterngbayan.gov.ph/

FB : http:/facebook.com/civilservicegovph/




LIST OF SERVICES

BUSINESS AND INVESTMENT SERVICES
External Services
Business
= Starting/Renewal of Business
= Securing Fire Safety Inspection Certificate (FSIC) for New Business Permit
with Valid FSIC issued during Occupancy Permit Stage
» Securing Fire Safety Inspection Certificate (FSIC) for New Business Permit
without Valid FSIC issued during Occupancy Permit Stage
» Renewal of FSIC for Business Permit without Valid FSIC or Expired FSIC /
With Existing Violation of the Fire Code / Included in the Negative List
= Securing Fire Safety Inspection Certificate (FSIC) for Renewal of Business
Permit
Securing Fire Safety Inspection Certificate (FSIC) for Occupancy Permit
Securing Fire Safety Evaluation Clearance (FSEC) for Building Permit
Securing Locational Clearance for Business Permit/License
Securing Building Inspection Clearance for Business Permit
Securing Health Card and Sanitation Clearance for Business Permit
Securing Certification for Business Retirement
Local/Foreign Investment/Investor’s Facilitation, Promotion, and Other Services
Business (MSMEs) Development (CapacityBuilding or Trainings, Research,
and Promotion)
Building
= Securing Locational Clearance for Building Permit
= Securing Zoning Certification/Land Use
= Securing a Building Permit
= Securing Other Building-Related Permits
= Securing an Occupancy Permit
Real Property Taxes
» Requesting for Transfer of Ownership - Land Title
» Requesting Copy for Tax Declaration
» Requesting Copy for Certification of Real Property, No Real Property,
No Existing Improvement, and Certificate of Land Holdings
Real Property Assessment
» Requesting the Exact Location, Boundary, Physical Change,
Actual Use and Area of the Property
» Requesting Assessment of Newly Constructed Building or
Acquired Machinery (Equipment)
= Schedule of Market Value of Real Properties
= Subdivision or Consolidation of Properties under the Comprehensive
Agrarian Reform Program (CARP) or Private Subdivision or Consolidation
» Information Drive on Real Property Tax

CIVIL REGISTRY SERVICES
External Services
» Requesting a Certified Copy of Birth, Marriage, Death and
Other Civil Registry Documents
» Registration of Birth Certificate (On-Time)
» Registration of Marriage Certificate (On-Time)
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Registration of Death Certificate (On-Time)

Registration of Administrative/Court Order/Decree

Registration of Legal Instrument

Supplemental Report for Birth, Death and Marriage

Annotation in the Civil Registry Document

Applying for Legitimation of Natural Child

Requesting Endorsement of Civil Registry records to the

Office of the Civil Registrar-General

Securing SECPA Copy of Birth/Marriage/Death/ CENOMAR thru BREQS
Delayed Registration of Registry Record

Applying for a Marriage License

Petition for Change of First Name (CFN) or Correction of

Clerical Error/s (CCE) under RA 9048 as amended by RA 10172
Registration of Foundling/Abandoned Child

Applying for Out-of-Town Reporting of Birth, Marriage and Death
Assisting in the Conduct of Civil Wedding Solemnization of the City Mayor
Conduct of Mobile Registration during the Civil Registration Month
Conduct of Forum / Information / Education Campaign on Civil Registration
Matters

Conduct of Mass Wedding

INTEGRATED HEALTH SERVICES
External Services

Health

Availing of Outpatient Services

Immunization Services

Maternity Services

A. Availing of Maternal Care Services

B. Pandemic Observance for Pregnant Women during Delivery & Admission
Anti-Rabies Treatment Services

Dental Services

Anti-Tetanus Treatment Services

TB Control Program Services

Leprosy Control Program Services

Provision of Medico-legal Services

Death Certificate Issuance Services

Securing a Health/Medical Certificate

Pre-marriage Counseling Services

Administration of DMPA Injection Services
Physical Medicine and Rehabilitation Services
Environmental Sanitation Services

Family Planning Services

Group Therapy for Special Children

Availing of Livelihood Training for Persons-with-Disability (PWDS)
Medical Laboratory Services

Ultrasound Services

Provision Radiologic Services

Electrocardiography (ECG) Services

Newborn Screening and Auditory Hearing Services
Ambulance Transport Service
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Community-based Mental Health Services

Live Birth Certification Services

Wound Care Management Services

Primary Eye Care Program Services

STI Prevention and Treatment Services

HIV AIDS Prevention, Treatment & Control Services
Pandemic Year - Quarantine Facilities Services
Non-Communicable Diseases Prevention & Control Program
Hemodialysis Services (Monday, Tuesday, Thursday, Friday)
Adolescent Health Services

Nutrition Program Services

Dengue Prevention and Control Program Services
Voluntary Blood Letting Program Services
Community-Based Drug Rehabilitation Services

Brief Tobacco Intervention Services

Free Availment of Counseling Services for Victoriasanons

DISASTER RISK REDUCTION MANAGEMENT SERVICES
External Services
» Disaster Response Operations Monitoring and Information (DROMIC),
Basic Occupational Safety and Health (BOSH), Earthquake Drrill, Swift, Water
and Flood Rescue Training Post Disaster Needs Assessment Workshop for
TEFS/ITCZ and Other Trainings and services related to DRRM
» Request for DRRM-related Date and/or Materials
» Request for Interview or Study Tour
» Review and Approval of the Barangay Disaster Risk Reduction and
Management Plan (BDRRMP)
Request for Emergency Medical Services (EMS) and Search and Rescue (SAR)
Request for Ambulance Transfer / Stand By
Request for CCTV Footages
Request for Ambulance Conduction Transfer
Request for Inspection of Hazard and Non-Hazard Areas

AGRICULTURAL SERVICES
External Services
» Accessing Technical Assistance on Agri-Fishery Technologies
» Availing of Farm Input Assistance
» Availing of the Animal Dispersal
» Availing Services of Provision of Agricultural Production, Post-Harvest
and Processing Facilities under the Regular Program

VETERINARY SERVICES
External Services
= Accessing Veterinary Services
= Securing Poultry and Livestock Shipping Permit/Health & Death Certificates

MARKET AND ABBATTOIR SERVICES

External Services
» Availing of Vacant Space/Block at the Victorias Commercial Center (VCC)
= Payment of Market Rental
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Renewal of Market Lease Contract
Issuance of Market Clearance for the Renewal of Business License

Issuance of Certification as Registered Stallholder

Payment of Fines by Apprehended Market Violators and

Releasing of Confiscated Goods

Calibration of Weighing Scale

Slaughtering of Livestock and Issuance of Meat Inspection Certificate

EXECUTIVE SERVICES
External Services

Availment of Mayor’s Clearance and Certificate of Good Moral Character

= Availment of Free Medicine

» Availment of Solicitation (Small Amount)

= Availment of City Venues, Transportation and Services

= Securing Permit to Conduct Motorcade, Parade or Procession
EDUCATION

External Services

Information and Reading Services at the City Library

Processing of Scholarship Application

Application for College Scholarship (Various Courses)

Application for Agriculture and Agri-Related College Scholarship
Application for Information Technology (IT) College Scholarship for Government
Employee

Application for Technical-Vocational Scholarship

Application for Best of Victorias Scholarship

Application for Graduate, Post Graduate and Second Tertiary
Course Scholarship

Application for Research / Project Paper / Thesis Assistance
(College / Tertiary)

Application for Thesis / Dissertation Assistance (Graduate Studies
/ Post Graduate)

Application for Board / Licensure Examination Review Assistance
Application for Special Educational Assistance (SIKAT-CAMI)

EMPLOYMENT SERVICES
External Services

Securing Local Employment Referrals (for Jobseekers)

Securing Local Employment Referrals (for Employers)

Availing of Special Program for Employment of Students (SPES)
Availing of Government Internship Program (GIP)

Availing of Augmented Youth Opportunities for Students (AYOS)
Assistance in the Conduct of Special Recruitment Activity (SRA) for
Local, Overseas, and Land-based Employment

Securing Permit to Join the Job Fair - for Local, Overseas, and
Land-based Employment

Availing of Tulong Panghanapbuhay sa Ating Displaced /
Disadvantaged Workers (TUPAD) Program

Referral of Applicants for DOLE Integrated Livelihood Program (DILP)
Availing of Training for Work Scholarship Program (TWSP)
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INFORMATION SERVICES
External Services

Requesting and Securing Certified True Copies of Official Records
and Documents of the City

Providing Public Assistance to the City Clientele

Assisting Provincial/National Government Agencies, Private Organization
and Non-Government Agencies in Displaying Printed Materials such as
Posters and Notices

Securing Copies of City Brochures, Flyers and Newsletter and other

City related IEC Materials

Requesting Information on Nutrition, Population, and Family Planning
Issuance of Certified True Copy of Sangguniang Panlungsod Documents
Accreditation of Civil Society Organizations (CSOs)

Administrative Complaints against Elective Barangay Officials

Securing Data from the City Planning and Development Office

Internal Services

Assist Various Department for Layout of Various Congratulatory,

Welcome and Activity Tarpaulins

Request for Documentation/Coverage of Various City Events from Various
Departments

Creating Audio/Visual Presentation of Public Address of the Local Chief
Executive and Other City Officials on Various Advisories

Updating of Various Public Advisories Pertaining to EOC/EOs

SOCIAL WELFARE SERVICES
External Services

Availing of Assistance in Crisis Situation

Securing a Social Case Summary Report (SCSR)

Availing of Services for Socially Disadvantaged Women/Children

Availing of Services for Children in Conflict with the Law (CICL)/

Children at Risk (CAR)

Registration and Issuance of Solo Parent |.D.

Registration and Issuance of Senior Citizen ID Card and Purchase Booklet
Provision of Assistive Device

Application to Avail Social Pension for Indigent Senior Citizen

Securing Membership in Senior Citizens Organization (FSCAP-Victorias)
Availing of Services for Victims or Affected by Disaster/Calamity

Securing a Certificate of Indigency

Securing a Membership with Pag-asa Youth Association of the Philippines
(PYAP)

Securing Services for Pre-Marriage Orientation and Counseling (PMOC)
Availing of Day Care Service

Availing of Supplementary Feeding Program to Daycare Children

Registration and Granting of Permit to Operate of Child Development Centers

Availing of Endorsement Certificate for Universal Health Care (PhilHealth)
Availing of ERPAT Membership

Availing of Additional Benefits to Senior Citizens (Age Longevity)

Minor Traveling Abroad Clearance

Securing Membership with PWD Organization (PWSN-VCC Inc.)
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» Registration and Issuance of Persons with Disability (PWDs) ID Card and 425
Purchase Booklet

LEGAL SERVICES

External Services 427
» Drafting, Notarization of Affidavits and other Legal Documents 428
» Availing of Free Legal Counseling 430
= Requesting a Written Legal Opinion 431

HUMAN RESOURCE SERVICES

External Services 433
= Applying for a Job with the City Government 434
= Issuance of Certified Copy of Documents 437
» [ssuance of Service Records 439
» [ssuance of Certificate of Employment 441
» Securing GSIS Clearance for Processing of Terminal Leave Benefits (TLB) 442
* Processing of Terminal Leave Benefits (TLB) Claim 444

Internal Services 446
» Preparation/Processing of Payroll for Casual Employees 447
» Preparation/Processing of Payroll for Job Order Workers 449
= Government Service Insurance System (GSIS) Loan Application 451
» Transmittal for Landbank of the Philippines (LBP) Loan Application of 453

City Employees
» Leave Administration 455
» Monetization of Leave Credits 457
» Processing of Request for Personal Data Correction of City Employees 460
with the Civil Service Commission (CSC)

» Processing of Application for the Grant of Eligibility by the Civil Service 462

Commission (CSC) for Skills Eligibility - Category Il (CSC MC 11,
s. 1996, as Amended by CSC MC No. 10, s. 2013)

* Processing of PhilHealth Membership 464
* Processing of Landbank of the Philippines (LBP) ATM ID for Newly- 465

Hired/Reemployed Employees

ACCOUNTING AND FINANCE SERVICES

External Services 467
» Issuance of Tax Certificates to Suppliers 468
» |ssuance of Liquidation Reports to National Agencies 469
= Issuance of Certification for National Agencies 470
» Pre-Audit and Processing of Financial Assistance 471
» Pre-Audit and Processing of Barangay Transactions 474
Internal Services 476
* Pre-Audit and Processing of Payment to Suppliers 477
» Issuance of PhilHealth Certification to Employees 480
» Issuance of Utilization Reports to Offices concerned 481
* Pre-Audit and Processing of Payrolls for Salaries, Personnel Benefits 482
and Employee Travel
» Recording of Disbursements 485
» Preparation of Accountant's Advice 487
» Preparation of Financial Statements 489
» Ensure Effective Resource Allocation and Fiscal Sustainability 492
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= Ensure Compliance on Budgeting Rules and Regulations

ENVIRONMENTAL SERVICES
External Services
= Acting upon Environment Reports or Complaints Lodged to the Victorias City
Environment and Natural Resources Office (VCENRO)
=  Securing SWM Orientation Clearance
» Securing VCENRO Verification/Inspection Report in the Cutting and/or
Transport of Trees
» Regular Garbage Collection Schedule

MAINTENANCE SERVICES
External Services
» Availing of Services for Repair and Maintenance of City Facilities

» Improvement/Replacement of Electrical Facilities and Water Facilities
for Local School Building and Different Barangays

= Street Cleaning

» Maintaining Drainage Systems and other Infrastructures

» Requesting the Preparation of Plans and Programs of Work

MAINTENANCE SERVICES
Internal Services
» Issuance of Purchase Request (PR) Number
Issuance of Acknowledgment Receipt for Equipment/Inventory Custodian Slip
Issuance of Purchase Order (PO) Number
Inspection of Deliveries
Acceptance and Inspection Report
Facilitate Parts & Materials for Repair and Replacement of Various
Government Motor Vehicles and Equipment as needed
» Issuance of Clearance for Retireable Employee

TRANSPORT AND TRAFFIC MANAGEMENT SERVICES
External Services
= Securing New Application/Renewing of Motorized Tricycles
Operator’s Permit (MTOP/Franchise)

TAXES AND ADMINISTRATIVE FEES
External Services

» Request for Computation and Payment of Real Property Tax

= Issuance of Certification of Real Property Tax Clearance

» Request for Computation and Payment of Tax on Transfer of
Real Property Ownership
Issuance and Payment of Community Tax Certificate (CEDULA)
Request for Computation of Business Tax and Regulatory Fees
Payment of Business Tax and Regulatory Fees
Payment of Mayor’s Clearance Fee
Payment of Various Fees and Charges
Request for Computation of Market Rental/Utility Charges
Payment of Market Rental/Utility Charges
Request for Certification of Payment
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Internal Services

Request for Certification of Net Pay

Request for Certification of Loan Application Form

Processing and Payment of Various Payrolls thru Cash Advance of Treasury
Disbursing Officers

Processing and Disbursement of Funds for Payment to Suppliers,
Contractors, and All Other Expenditures

TOURISM SERVICES
External Services

Tourist Information/Assistance
Issuance of Local Accreditation Certificate
Reservation and Bookings at Gawahon Ecological Park

HOUSING SERVICES
External Services

Application for Pag-IBIG-Facilitated Housing in City Housing Project
Validation and Verification of Socialized Housing Program Beneficiaries
Property Transfer Services for Socialized Housing Beneficiaries
Established by Previous Administrations (before or under former
Mayors Remedios Bantug and/or Severo Palanca)

Property Transfer Services for Socialized Housing Beneficiaries
Established by Previous Administrations

Processing for Water and Electrical Connection in Yolanda Housing
Project (Villa Victorias)

Housing Essential Queries and Concerns

Housing Dispute and Violation Resolution

SERVICES FOR VARIOUS GOVERNMENT ASSISTANCE
External Services

Processing of Burial Assistance

» Processing of Medical Assistance
* Processing of Construction Materials
* Provision of Canopy

OTHER SERVICES

External Services

Organizing and Registration of Cooperatives

Requesting for a Pre-Membership Education Seminar (PMES)
Use of Don Alejandro Acufia Yap Quifa Arts & Cultural Center
Rent/Use of the Victorias City Bus

Exhumation/Transfer of Cadaver

Availing of Recreational Facilities (Swimming Pool, Cottages
and Other Amenities)

Rental of Pavilions at the Victorias City Sports and Amusement
Complex (City Resort)

Rental of Rooms at the Victorias Hotel

Availing of Recreational Facilities at the Victorias Sports and Amusement
Complex (City Coliseum)

Internal Services
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= Accommodation of Requests of various Departments/Offices to Use the 616
Facilities/amenities of the Victorias Sports and Amusement Center (City Coliseum)
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BUSINESS AND INVESTMENT SERVICES
External Services

1
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1. Starting/Renewal of Business

ABOUT THE SERVICE

The Business Permits and Licensing Office (BPLO) is directly S
responsible for the issuance of Mayor’'s/Business Permit and for
regulating the operation of business within the territorial jurisdiction
of the City of Victorias. It ensures that every business has secured
Mayor’s/Business Permit. Any person doing business within the City

of Victorias can avail of this service.

MONTINOLA STREET

BPLO Office
VICTORIAS

CITY PUBLIC CITY HALL
PLAZA

OSMENA AVENUE

CULTURAL
CENTER

The Business permit must be renewed from Jan 1 to 20 every year. | rormore information, piease contact: Aty. Lindolf . De Castro,

OIC-BPLO

Penalties are imposed after the prescribed period. Payments can be | et o: (034 3992816

made annually, semi-annual or quarterly.

Office or Division: Permits and Licenses Office
Classification: Simple

Type of Transaction: G2C,G2B

Who may avalil: All

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

FOR NEW APPLICATION:

e Proof of Registration (depends on the line
of business) (1-original copy)
- ForIndividual Proprietor Ownership
- For Corporation /Incorporation
/Partnership/Foundation
For Individual Ownership
engaged in Financing or
Lending Activity
- Cooperative Registration
- For Pharmacy and Drugstore
- For School

- For Banks /Pawnshop/ Money
Remittance/Money Changer
- For Feeds Retailer / Wholesaler / Other
Veterinary Product)
e Police Clearance (1-original copy)
e Location plan or sketch of the location, clearly
showing where the business premises is
located (1-original copy)

Department of Trade & Industry (DTI)
Securities and Exchange Commission
(SEC)

Cooperative Development Authority (CDA)
Food and Drug Authority (FDA)
Department of Education (Dep-Ed) —
Registration

Bangko Sentral ng Pilipinas (BSP)
Registration

Bureau of Animal and Industry (BAI)
Registration

Philippine National Police — Police Station
Provided by the Taxpayer as per
requirement by City Planning and
Development Office (CPDO)

2
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Proof of Right of Applicant to use location
as business address, which may include of
the following:

i. if owned — Proof of Ownership Transfer
Certificate of Title or Tax Declaration (1-
photocopy)

ii. if not owned by applicant — Contract of
Lease, Memorandum of Agreement, or
written consent of owner

FSIC-Fire Safety Inspection Certificate off
Occupancy valid in the last 9 months (1-
original copy)

Duly signed Joint Inspection Team (J.1.T)
Report and Clearances (1-original copy)
Professional Tax Receipt (PTR),
establishment with PRC License
Employee, related to job employment (1-
photocopy)

Copy of Corporate Tax Certificate (1-
photocopy)

Owner of Property

Bureau of Fire and Protection (BFP)

Business Permits & Licensing Office
(BPLO)

City Treasurer’s Office/or any LGU

Owner/Company

3
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FOR RENEWAL:

e Proof of Registration (depends on the line e Owner

of business) (1-original copy)
- ForIndividual Proprietor Ownership
- For Corporation /Incorporation
/Partnership/Foundation
For Individual Ownership
engaged in Financing or
Lending Activity

¢ Proof of Right of Applicant to use location as
business address, which may include of the
following; (1-original copy)

i. if owned — Proof of Ownership Transfer
Certificate of Title or Tax Declaration (1-
photocopy)

ii. if not owned by the applicant — Contract of
Lease, Memorandum of Agreement, or
written consent of the owner (1-original
copy)

e Tax Declaration or Latest OR on Real
Property Tax (1-original copy)

¢ Latest Fire Safety Inspection Certificate
(FSIC) (1-original copy)

e Duly signed Joint Inspection Team (J.1.T)
Report and Clearances (1-original copy)

e Professional Tax Receipt (PTR),
establishment with PRC License Employee,
related to job employment (1-photocopy) (if
applicable)

e Audited Financial Statement or Notarized
Gross Declaration of the preceding calendar
year (1-original copy)

e Corporate Tax Certificate (1-photocopy)

4
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ADDITIONAL REQUIREMENTS FOR
SELECTED SECTORS (whichever is applicable)

Certificate of Compliance (COC)
For Pharmacy and Drugstore
For School

For Banks/Pawnshop/ Money Remittance/
Money Changer

Certification for Feeds Retailer / Wholesaler /
Other Veterinary Product — License to
Operate and Certificate of Product
Registration

Forwarders — Accreditation for Sea Freight
Forwarders

Funeral Home/Parlors — Training Certificate
and License of undertaker and embalmer
General/Specialty and Engineering
Contractor-Contractor’s License
Households/Urban Pesticides — License to
Operate and Certificate of Product
Registration

Lending Institution — Certificate of Authority
to Operate

LPG Dealer — Application to Supply Natural
Gas

Manpower Agencies w/ capital paid up of at
least 5,000,000.00 — License to Operate a
Private Recruitment and Placement Agency
Pest Control Services —Pest Control License
Processed Foods — License to Operate and
Certificate of Product Registration

Real Estate Broker — License

Rent a Car and Transportation Services —
Franchise/Certificate of Public Conveyance
Security Agencies — National License
Spa/Massage Clinic- Certificate of Training
of Therapist or Masseur/Masseuse; License
of Therapist Masseur/Masseuse
Telecommunications Firms — (License to
Operate)

Toys and Childcare Articles — (License to
Operate; Certificate of Product Registration)
Cell Sites / Passive Telecommunications
Tower Infrastructure (PTTI) — (Registration

and Certificate)

NATIONAL AGENCY - PiLipINeS]

Cooperative Development Authority (CDA)
Certification from FDA

School Profile, Annual Compliance with
DEPED

Certification from Bangko Sentral ng
Pilipinas and Certification from Anti Money
Laundering Act (AMLA)

Food and Drug Administration / City
Veterinary Office

Philippine Shippers Bureau
Department of Health / TESDA

Philippine Contractors Accreditation Board

Food and Drug Administration

Bangko Sentral ng Pilipinas
Department of Energy

DOLE Regional Office

Fertilizer and Pesticide Authority
Food and Drug Administration

DTI/PRC

Land Transportation Franchising and
Regulatory Board

PCSUCIA

Department of Health and TESDA

National Telecommunication Commissions
Food and Drug Administration
National Telecommunications Commission

(NTC) and Department of Information and
Communications Technology (DICT)
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FOR NEW BUSINESS

FEESTO BE |PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS PAID TIME RESPONSIBLE
ANALYN AGANG
Admin. Aide |
(Casual Laborer I)
Receive online Unified GIRLY DELA
Application Form, PENA
evaluate and verify . Admin. Asst. |
submitted documentary None 20 minutes (Bookbinder 1)
Submit online | requirements and tag as
Unified reviewed”. FLOSSIE GALIA
Application Revenue
Form and Collection Clerk IlI
complete - Detailed Officer
documentary (BPLO)
requirements, Based on
receive Tax Assess and prepare Barangay Tax 15 minutes JOSE(!I_rIr;I;r? Eg: III\ICO
Order of Barangay Clearance Ordinance (BF;LO)
Payment and (See ANNEX A)
pay necessary | Assess compliance with LEXIE GRACE
taxes, fees and | Sanitary Code and Php 80.00 SAMOS
charges and ]E)repare Sanitary Permit Sanitary Inspector |
receive ee
- Php 20.00
business P - 45 minutes CRISTINE JOY
permits and Health Card (Resident) CALIDA
other clearances Php 30.00 Admin. Aide IV

via email.

(Non-resident)

(Clerk 1)/ Sanitation
Inspector Designate
(CHO)

Sanitary Inspection Fee Php 60.00
Verify record/check ANDRA PALASOL
latest Official Receipt Php 30.00 45 minutes Revenue Collection
Issues Real Property Clerk |
Tax Clearance/RPT (CTO)
ENGR. FREDDIE

PORRAS

Annual Inspection Fee (None) Engineer |
10 minutes

Engineering Clearance Php 30.00 ENGR. MA. VICKY

JOY S. MADALAG
Engineer |

(CEO)
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Assess Compliance with
Environmental Code

Per City

Ordinance No. 46-

2023 known as
Schedule of Fees
and Charges of

MONTEBANO
Admin. Aide |
(Casual Laborer I)

Prepares Environmental the City of 20 minutes ROLLY JOHN
Clearance Clearances / Government DURANA
VCENRO Victorias, Negros Admin. Aide |
Occidental (Casual Laborer I)
(See ANNEX C)
JESSICA ONG
Assess Compliance with Revenue Collection
Market Code Clerkl
Prepares Rental Php 30.00 30 minutes ANNA GRACE
Clearance BAUTISTA
(Victorias Commercial Admin. Aide |
Center Tenants only) (Casual Laborer I)
(CTO-Market)
FELIX SEBASTIAN
Zoning Officer I
fasess complence wi |
: Php 30.00 10 minutes FREDERIC
Prepare Zoning
Clearances _ ORLINA
Project Development
Asst.
(CPDO)
Acquire data from WEB
and isoue consolidated. JENNIFER
assessment of all fees Refer to 2017 BANCAIREN
and charges due for . Loca.l Treagury
issuance of business Revised Operation Officer Il
permit, including Revenue Code
payment of community | (See ANNEX D) ARNEL LOBATON
tax, Brgy. Clearance fee Revenue
and fees due to BFP. 25 minutes Collection Clerk

Confirm validity of
electronic payment and
Issue separate
electronic official receipt
(eOR) or scanned
version of computerized
Official Receipts and
transmit electronically to

Document
Security Seal
- Php 50.00

RANDOLPH
PLUGIO
Admin. Aide |
(Laborer 1)

(CTO)
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the payee through
digital platform

Assess Compliance with
FIRE Code

Receives Notice of

Based on R.A.
9514 known as
the Fire Code of

Payment the Philippines 20 minutes BFP PERSONNEL
Prepares Fire Safety
Inspection Certificate (See ANNEX E)
(FSIC)
ANALYN AGANG
Admin. Aide |
(Casual Laborer I)
Release/lssue electronic GIRLY DELA
Business Permits with PENA
thenticat lectroni . i
authentica ed electronic 30 minutes Admin. Asst. |
signature and all (Bookbinder I1l)
collected ancillary
clearances via email FLOSSIE GALIA
Revenue
Collection Clerk 11l
- Detailed Officer
(BPLO)
Total 4 hours, 30
Total: Correlgggndlng mins.

8
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FOR BUSINESS RENEWAL

CLIENT STEPS AGENCY ACTIONS FEEF?A-I;S BE PRO_CI_:E/ISESING RE;)IESECS)III\IBLE
ANALYN AGANG
Admin. Aide |
(Casual Laborer I)
Receive online Unified <
Application Form, GIRL‘Jm%E;':‘SSIIENA
evaluate and verify . ' :
submitted documentary None 20 minutes (Bookbinder i)
; ; requirements and tag as
Submitontine |« eviewed". FLOSSIE GALIA
Unified Revenue
Application Collection Clerk Il
Form and - Detailed Officer
complete (BPLO)
docu_mentary Based on JOSELITO
requirements, | Assess and prepare Barangay Tax 15 minutes GUANCO
receive Tax Barangay Clearance Ordinance Admin. Aide I
Order of (See ANNEX A) (BPLO)
Paymentand  Fagsess compliance with
pay necessary | sanitary Code and Php 80.00 LEXIE GRACE
taxes, fees and | prepare Sanitary Permit SAMOS
charges and fee Sanitary Inspector |
receive
business Php 20.00 45 minutes CRISTINE JOY
permits and Resident CALIDA
other clearances| Health Card ( ) Admin. Aide IV
via email Php 30_'00 (Clerk 1)/ Sanitation
' (Non-resident) Inspector Designate
(CHO)
Sanitary Inspection Fee Php 60.00
Verify record/check ANDRA PALASOL
latest Official Receipt , Revenue Collection
Issues Real Property Php 30.00 45 minutes Clerk |
Tax Clearance/RPT (CTO)
ENGR. FREDDIE
PORRAS Engineer |
Annual Inspection Fee | (See ANNEX B)
10 minutes | ENGR. MA. VICKY

Engineering Clearance

Php 30.00

JOY S. MADALAG
Engineer |
(CEO)
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Assess Compliance with
Environmental Code

Per City
Ordinance No. 46-
2023 known as
Schedule of Fees
and Charges of

MONTEBANO
Admin. Aide |
(Casual Laborer I)

Prepares Environmental the City of 20 minutes
ROLLY JOHN
Clearance Clearances / Government
i DURANA
VCENRO Victorias, Negros Admin. Aide |
Occidental (Casual Laborer I)
(See ANNEX C)
JESSICA ONG
Assess Compliance with Revergle Ck<)|:||ect|on
Market Code er
Prepares Rental Php 30.00 30 minutes ANNA GRACE
Clearance BAUTISTA
(Victorias Commercial Admin. Aide |
Center Tenants only) (Casual Laborer I)
(CTO-Market)
FELIX SEBASTIAN
Assess compliance with Zoning Officer Il
Zoning Regulations
Prepare Zoning FELICITO
Clearances Php 30.00 10 minutes FREDERIC
ORLINA
Send Zoning Project Development
Clearances Asst.
(CPDO)
Assess gross sales and
issue consolidated
assessment of all fees JENNIFER
and charges due for BANCAIREN
issuance of business Refer to 2017 Local Treasury
permit, including Revised Operation Officer IlI
payment of community Revenue Code
tax, Brgy. Clearance fee (See ANNEX D) ARNEL LOBATON
and fees due to BFP. Revenue
1 hour Collection Clerk |

Confirm validity of
electronic payment and
issue separate
electronic official receipt
(eOR) or scanned
version of computerized
Official Receipts and
transmit electronically to
the payee through
digital platform

Document
Security Seal
- Php 50.00

RANDOLPH
PLUGIO
Admin. Aide |
(Laborer 1)

(CTO)
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Assess Compliance with
FIRE Code/ Check
previous FSIC

Receives Notice of

Based on R.A.
9514 known as
the Fire Code of

Payment the Philippines 20 minutes BFP PERSONNEL
Prepares Fire Safety (See ANNEX E)
Inspection Certificate
(FSIC)
ANALYN AGANG
Admin. Aide |
(Casual Laborer 1)
Send/Issue electronic
Business Permits with GIRLY DELA PENA
authenticated electronic Admin. Asst. |
signature and all 30 minutes (Bookbinder I11)
collected ancillary
clearances, through FLOSSIE GALIA
digital platform. Revenue
Collection Clerk 111
- Detailed Officer
(BPLO)
Total: Corr%g(é[(gl\ding ° h%T;SS o5
11
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BARANGAY CLEARANCE FEE

No. BARANGAY BRGY. ORDINANCE AMOUNT
NO.

1 | No. 01-2024 New —500.00
Renewal — 300.00
2 [l No. 02-2023 100.00
3 [l No. 01-2023 100.00
4 v No. 01-2024 100.00
5 V No. 01-2024 20.00
6 VI No. 02-2024 New —300.00
Renewal — 200.00
7 VI-A No. 01-2023 100.00
8 VIl No. 03-2023 20.00
9 VI No. 01-2024 No Collection
10 IX No. 03-2024 Below 50,000-100.00
Above 50,000-500.00
11 X No. 01-2024 New — 250.00
Renewal — 300.00
12 Xl No. 02-2024 150.00
13 Xl No. 01-2024 No Collection
14 Xl No. 01-2024 New —500.00
Renewal — 200.00
15 XV No. 02-2024 100.00
16 XV No. 01-2024 No Collection
17 XV-A No. 01-2023 No Collection
18 XVI No. 01-2024 No Collection
19 XVI-A No. 01-2024 No Collection
20 XVII No. 12-2024 20.00
21 XVIII No. 01-2024 No Collection
22 XVIII-A No. 03-2024 100.00
23 XIX No. 01-2024 No Collection
24 XIX-A No. 01-2024 20.00
25 XX No. 01-2024 No Collection
26 XXI No. 01-2023 No Collection

12
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Annex B

ANNUAL INSPECTION FEE
(CITY ENGINEERING OFFICE)

ELECTRICAL FEES

a. Total Connected Load (kVA)
i. 5kVA orless 200.00
ii. Over 5kVA to 50 kVA 200.00 + P 20.00/kVA
iii. Over 50 kVA to 300 kVA 1,100.00 + P 10.00/kVA
iv. Over 300 kVA to 1,500 kVA 3,600.00 + P 5.00/kVA
v. Over 1,500 kVA to 6,000 kVA 9,600.00 + P2.50/kVA
vi. Over 6,000 kVA 20,850.00 + 1.25/kVA

NOTE: Total Connected Load as shown in the load schedule.

b. Total Transformer/Uninterrupted Power Supply (UPS)/Generator Capacity (kVA)

i. 5kVA orless 40.00
ii. Over 5 kVA to 50 kVA 40.00 + P 4.00/kVA
iii. Over 50 kVA to 300 kVA 220.00 + P 2.00/kVA
iv. Over 300 kVA to 1,500 kVA 720.00 + P 1.00/kVA
v. Over 1,500 kVA to 6,000 kVA 1,920.00 + P 0.50/kVA
vi. Over 6,000 kVA 4,1700.00 + P 0.25/kVA

NOTE: Total Transformer/UPS/Generator Capacity shall include all
transformer, UPS and generators which are owned/installed by the
owner/applicant as shown in the electrical plans and specifications.

c. Pole/ Attachment Location Plan Permit
i. Power Supply Pole Location 30.00/pole
ii. Guying Attachment 30.00/ attachment
This applies to designs/installations within the premises.

c. Miscellaneous Fees: Electric Meter for union separation, alteration, reconnection or
relocation and issuance of Wiring Permit:

Use or Character of Occupancy Electric Meter =~ Wiring Permit Issuance
Residential 15.00 15.00
Commercial /Industrial 60.00 36.00
Institutional 30.00 12.00
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Annual Inspection Fees

a. Divisions A-1 and A-2:
i. Single detached dwelling units and duplexes are not subject to annual inspections.
ii. If the owner request inspections, the fee for each of the services

enumerated below is 120.00
Land Use Conformity Sanitary and Health Requirements
Architectural Presentability Fire-Resistive Requirements
Structural Stability

b. Divisions B-1/D-1, 2, 3/E-1, 2, 3/F-1/G-1,2,3,4,5/ H-1,2,3,4/
and I-1, Commercial, Industrial Institutional buildings and appendages
shall be assessed area as follows:

i. Appendage of up to 3.00 cu. meters/unit 150.00
ii. Floor area to 100.00 sq. meters 120.00
iii Above 100.00 sq. meters up to 200.00 sq. meters 240.00
iv. Above 200.00 sq. meters up to 350.00 sq. meters 80.00
v. Above three hundred 350.00 sq. meters up to 500.00 sqm. 720.00
vi. Above 500.00 sq. meters up to 750.00 sq. meters 960.00
vii. Above 750.00 sq. meters up to 1,000.00 sq. meters 1,200.00
viii. Every 1,000.00 sq. meters or its portion in excess of

1,000.00 sq. meters 1,200.00

c. Divisions C-1, 2, Amusement Houses, Gymnasia and the like:

i. First class cinematographs or theatres 1,200.00
ii. Second class cinematographs or theaters 720.00
iii. Third class cinematographs or theaters 520.00
iv. Grandstands/Bleachers, Gymnasia and the like 720.00
d. Annual plumbing inspection fees, each plumbing unit 60.00

e. Electrical Inspection Fees:

i. A one-time electrical inspection fee equivalent to 10% of Total
Electrical Permit Fees shall be charged to cover all inspection trips
during construction.

ii. Annual Inspection Fees are the same as in Sec. 4.e.

f. Annual Mechanical Inspection Fees:

i. Refrigeration and Ice Plant, per ton:

a. Up to 100 tons capacity 25.00
b. Above 100 tons up to 150 tons 20.00
c. Above 150 tons up to 300 tons 15.00
d. Above 300 tons up to 500 tons 10.00
e. Every ton or fraction thereof above 500 tons 5.00
ii. Air Conditioning Systems:
Window type air conditioners, per unit 40.00
14
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iii. Packaged or centralized air conditioning systems:
a. First 100 tons, per ton
b. Above 100 tons, up to 150 tons per ton
c. Every ton or fraction thereof above 500 tons
iv. Mechanical Ventilation, per unit, per kW:
a. UptolkW
b. Above 1 kW to 7.5 kW
c. Every kW above 7.5 kW
v. Escalators and Moving Walks; Funiculars and the like:
a. Escalator and Moving Walks, per unit
b. Funiculars, per kW or fraction thereof
c. Per lineal meter or fraction thereof of travel
d. Cable Car, per kW or fraction thereof
e. Per lineal meter of travel
vi. Elevators, per unit:
a. Passenger elevators
b. Freight elevators
c. Motor driven dumbwaiters
d. Construction elevators for materials
e. Car elevators
f. Every landing above first five (5) landings for all the above
elevators
vii. Boilers, per unit:
a. Upto 7.5 kW
b.7.5 kW up to 22 kW
c. 22 kW up to 37 kW
d.37 kW up to 52 kW
e. 52 kW up to 67 kW
f. 67 kW up to 74 kW
g. Every kW or fraction thereof above 74 kW
viii. Pressurized Water Heaters, per unit
ix. Automatic Fire Extinguishers, per sprinkler head
x. Water, Sump and Sewage pumps for buildings /structures
for commercial/industrial purposes, per kW:
a. Up to5 kW
b. Above 5 kW to 10 kW
c. Every kW or fraction thereof above 10 kW
xi. Diesel/Gasoline Internal Combustion Engine, Gas
Turbine/Engine, Hydro, Nuclear or Solar Generating
Units and the like, per kW:
a. Per kW, up to 50 kW
b. Above 50 kW up to 100 kW
c. Every kW or fraction thereof above 100 kW
xii. Compressed air, vacuum, commercial /institutional /
industrial gases, per outlet.
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50.00

400.00
550.00
600.00
650.00
800.00
900.00

4.00
120.00

2.00

55.00
90.00
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10.00
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xiii. Power piping for gas/steam/etc., per lineal meter or
fraction thereof or per cu. meter or fraction thereof,
whichever is higher

xiv. Other Internal Combustion Engines, including Cranes,

Forklifts, Loaders, Mixers, Compressors and the like,
a) Per unit, up to 10 kW
b)Every kW above 10 kW

xv. Other machineries and/or equipment for commercial/
industrial /institutional use not elsewhere specified,
per unit:

a. Up to 2 kW

b. Above 2 kW up to 1 kW

c. Above 1 kW up to 3 kW

d. Above 3 kW up to 5 kW

e. Above 5 kW up to 10 kW

f. Every kW above 10 kW or fraction thereof

xvi. Pressure Vessels, per cubic meter or fraction thereof

xvii. Pneumatic tubes, Conveyors, Monorails for materials

handling, per lineal meter or fraction thereof

xviii. Weighing Scale Structure, per ton or fraction thereof

xix. Testing/Calibration of pressure gauge, per unit

Each Gas Meter, tested, proved and sealed, per gas meter
xx. Every mechanical ride inspection, etc., used in amusement
centers of fairs, such as Ferris wheel, and the like, per unit
g. Annual inspection fees on telecommunication companies and
additional P50.00 per linear ft. of facilities

Permit fee to operate telecommunication and cable facilities

Permit fee for the construction of radio transmitting tower and
communication and similar structure

ELECTRONICS FEES

a.

Central Office switching, remote switching units, concentrators,
PBAX/PBX’s, cordless/wireless telephone and communications
systems, intercommunication system and other types of
switching/routing/distribution equipment used for voice, data
image text, facsimile, internet service, cellular, paging and other
types/forms or wired or wireless communications.

Broadcast station for radio and TV for both commercial and training
purposes, CATV headed, transmitting /receiving/relay radio and
broadcasting communications stations, communications centers,
switching centers, control center, operation and/or maintenance
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8.00
23.00
39.00
55.00
80.00

4.00
40.00
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30.00
24.00
30.00
30.00

3,500.00

2,400.00

12.00/linear

2.400 per port

1,0000.00
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centers, call centers, cell sites, equipment silos/shelters and other
similar location/structures used for electronics and communications
services, including those used for navigational aids, radar,
telemetry, tests and measurements, global positioning and
personnel/ vehicle transaction

Automated teller machines, ticketing, vending and other types of
electronic dispensing machines, telephone booths, pay phones, coin
changers, location or direction-finding systems, navigational
equipment used for land, aeronautical or maritime applications,
photography and reproduction machines x-ray, scanners,
ultrasound and other apparatus/equipment used for medical,
biomedical, laboratory and testing purposes and other similar
electronic or electronically-controlled apparatus or devices, whether
located indoors or outdoors

Electronics and communications outlets used for connection and
termination of voice data, computer (including workstations,
servers, routers, etc.) audio, video, or any form or electronics and
communications services, irrespective of whether a user terminal is
connected

Station/terminal/control point /port/central or remote panels/
outlets for security and alarm systems (including watchman system,
burglar alarms, intrusion detection system lighting controls,
monitoring and surveillance system, sensors, detector, parking
management system, barrier, controls, signal lights, etc.) electronics,
fire alarm (including early detection systems, smoke detectors, etc.),
sound-reinforcement/  background, music/paging/conference
system and the like, CATV/MATV/CCTV and off-air television,
electronically-controlled conveyance systems, building automation,
managements systems and similar types of electronic or
electronically-controlled installations whether a user terminal is
connected

Studios, auditoriums, theaters, and similar structures for radio and
TV broadcast, recording, audio/video reproduction /simulation
and similar activities

Antenna towers/masts or other structures for installation of any
electronic and/or communications/ transmission / reception
Electronic or electronically-controlled indoor and outdoor signage
and display systems, including TV monitors, multimedia signs, etc.
Poles and attachment:

i.Per Pole (to be paid by pole owner)

ii.Per attachment (to be paid by any entity who attaches to the pole
of others)

Other types of electronics or electronically-controlled device,
apparatus, equipment, instrument or units not specifically identified
above
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Schedule of Fees and Charges of the City Government of Victorias

(Ordinance No. 46-2023)

COMMERCIAL 1,600.00
(Business, Trade and Occupational Establishments)
a. Manufacturer
1. Any kind of articles made of metal 900.00
2. Bricks, hollow blocks, ceramics, tiles 900.00
3. Candles 900.00
4. Furniture/Carpentry Shop 900.00
5. Ice Drop and other similar products 1,600.00
6. Iron work and other related activities 1,675.00
7. Lumber and sawmills 1,600.00
8. Pants/RTW 1,600.00
9. Sauce, sausage, baloney, hotdogs and the like 1,350.00
10. Homemade/small scale industries food 1,600.00
11. All other manufacturers not specifically mentioned 1,350.00
12. Above and non-food items, other similar products 1,600.00
b. Wholesaler/Retailer
1. Supermarkets, superettes, groceries and the like with
an aggregate area of:
e 500 sgm. to 1,000 sqm 4,000.00
o 300 sqm. or more but less than 500 sqm. 3,000.00
o 200 sqm. or more but less than 300 sqm. 2,000.00
o 100 sqm. or more but less than 200 sqm. 1,000.00
o Less than 100 sqm. 600.00
2. Sari-sari Stores
o Located at street corner and along main road 600.00
o Located along secondary and minor road 300.00
3. Bakeries
With more than 5 ovens 1,200.00
o With 3 to 5 ovens 900.00
o With 2 ovens or less 600.00
4. Stores, bazaars, boutiques, gift shops, novelty, shops,
dry goods, variety stores, shoe stores and the like
e 200 sqm. or more 1,600.00
o 100 sqm. or more but less than 200 sqm. 1,000.00
e Less than 100 sqm. 600.00
5. Jewelry stores and shops 900.00

Hardware, gravel and sand

18
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f. ¢ %0 o su] m

o More than 200 sqm. 1,600,808
« 100 to 200 sqm. 1,200.00
e Below 100 sqm 900.00
7. Furniture, glass and aluminum supply 1,600.00
8. Electrical supply 900.00
9. Book Stores, art, office and school supplied 900.00
10. Photo supply and related material 900.00
11. Drugstore with an aggregate area of:
o More than 400 sqm. 1,800.00
e 200 to 400 sqm. 1,200.00
e Less than 200 sqm 900.00
12. Gasoline Station 2,400.00
13. Dealer of Motor vehicles, spare part and accessories, auto supply 1,600.00
14. Scarp/junk materials
e Dealer 900.00
e Retailers 600.00
15. Rice and other grain dealers/retailers 1,200.00
16. Restaurants, panciteras, cafeterias, refreshment, parlors,
canteens, carinderias, snack houses, or any other places with
an aggregate area of
e More than 300 sqm 2,400.00
e 151 to 300 sqgm 1,600.00
e 75t0150 sqm 900.00
e Below 75sqm 600.00
17. Food Caterers / contractors 900.00
18. Food, barbeque, fruit and vegetables stands and the like 600.00
19. Night clubs, disco houses, cocktail lounges, beer,
gardens, bars and similar establishments with an
aggregate
e More than 300 sqm 2,400.00
e 151 to 300 sqgm 1,600.00
e 75t0150 sqm 900.00
e Below 75sqm 600.00
20. Dormitories, lodging houses, boarding house
e More than 400 sqm 3,200.00
e 300 to 400 sqgm 2,400.00
e Less than 300 sqm 1,200.00
21. Private Schools (College, Secondary, Vocational, Nursery)
e More than 1,000 sqm 3,600.00
e 501 to 1,000.00 sqgm 2,400.00
e 300 to 500 sqm 1,600.00
e Less than 300 sqm 900.00
22. Private Hospitals, clinics, maternity clinics
e  With more than 15 bed capacity 3,500.00
e With 11 to 15 bed capacity 2,500.00
e With 6 to 10 bed capacity 1,500.00
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e With 5 or less bed capacity 1,000,688
23. Dress Tailoring and embroidery shops ~
e With 5 or more machines 1,200.00
e With less than 5 machines 600.00
24. Beauty Parlors, barber shop, and the likes
e With 5 or more operators/chairs 1,200.00
e With less than 5 operators/chars 600.00
25. Funeral Parlors 3,200.00
26. Cockpit and boxing arena 2,400.00
27. Billiard and pool
e With 5 tables or more 900.00
e With less than 5 tables 600.00
28. Video Sales, rental shops, piso net 600.00
29. Blueprinting, photocopying and other related business 600.00
30. Photoshop, wood lamination, and other related business 600.00
31. Paint, advertising, art shop, tarpaulin printing 900.00
32. Repair of motor vehicles and bodies of motor vehicles
including vulcanizing and welding shops
e More than 300 sqm 2,400.00
e 150 to 300 sqm 1,200.00
e Less than 150 sqm 600.00
33. Repair shops for motorcycle and tricycle
e More than 200 sqm 1,600.00
e 200 sqm and below 900.00
34. Repair of office equipment, radios, electric fans, tv, audio
devices, refrigerators, aircon, and the like 600.00
35. Machine shops for any other purpose including rewinding
shops
e More than 200 sqm 2,800.00
e 200 sqm and below 900.00
36. Upholstery and upholstery shops
e More than 300 sqm 1,200.00
e 200 to 300 sgm 900.00
e Less than 200 sqm 600.00
37. Inland resorts 3,000.00
38. Banks and other financial institutions
Banks, security dealers, investments companies, and large financial /
lending institutions 1,600.00
Pawnshops, money changer 1,440.00
Small financial institutions 900.00
39. Flower shops 600.00

20
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Not provided in the Environment Code

a. Amusement centers and establishments with coin operated
machines, appliances, amusement rides and shooting galleries, side 60.00 /
show booths and other similar establishments. contrivance
b. Bowling establishments 1,200.00
c. Casinos 1,800.00
d. Circus, carnival and the like 1,800.00
e. Golf links and/or ranges 1,800.00
f. Gymnasium 1,800.00
g. Sauna baths, spa and massage clinics 1,800.00
h. Theater or cinema houses 1,800.00
i. Pelota court, tennis court, and other similar structures 1,800.00
j. Delivery Trucks or vans 600.00
k. Electric fan and power companies
e Main office/plant 2,400.00
e For each branch or sub-office 1,200.00
. Film shooting 1,200.00
m. Liquified Petroleum Gas (LPG) dealers 1,200.00
n. Medical clinics for consultation 1,200.00
0. Media facilities like newspapers, books, magazine radio and TV
stations, cable TV 900.00
p. Telegraph, teletype, cable and wireless communication company
e Main office 1,200.00
e For each branch station 900.00
q. Telephone companies or other communication companies
(including structures and other communication structures) 1,200.00
r. Terminal garage for bus, taxi and other public utility vehicles except
for home garage 1,800.00
s. Peddlers, ambulant vendors except for delivery truck, van 600.00
t. Display offices, administration office, offices of professionals 1,200.00
u. Private Warehouse or Bodega 1,200.00
v. Exporters / Importers 1,200.00
w. Operators of common carriers:
e  With 25 or more Vehicles 1,200.00
e  With 11 to 25 Vehicles 1,000.00
e  With 6 to 10 Vehicles 800.00
e With 5 or less Vehicles 600.00
x. Operators of tricycle / trisikad:
e With 6 to 10 units 360.00
e With 3 to 5 units 240.00
e  With 1 to 2 units 120.00
y. Owners or operators rendering services not specified above 1,800.00
z. Any other business not specified above 1,800.00
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b. Highly Classified Commercial Establishment for Business and/or Amusement T

1. Malls, supermarkets, metro stores and the like, inclusive of parking
spaces, basement, ad other outdoor facilities with an aggregate area

of:
e 10,000 sgm or more 10,000.00
e 5,000 sqgm or more but less than 10,000 sqm 9,000.00
e 4,000 sqgm or more but less than 5,000 sqm 8,000.00
e 3,000 sqgm or more but less than 4,000 sqm 7,000.00
e 2,000 sgm or more but less than 3,000 sqm 6,000.00
e 1,000 sqgm or more but less than 2,000 sqm 5,500.00

2. Commercial centers, business zones/parks, and the like, inclusive
of parking spaces, basement, and other outdoor facilities with
aggregate area of

e 10,000 sgm or more 7,000.00
e 5,000 sgm or more but less than 10,000 sqm 6,500.00
e 4,000 sgm or more but less than 5,000 sqm 6,000.00
e 3,000 sqgm or more but less than 4,000 sqm 5,500.00
e 2,000 sgm or more but less than 3,000 sqm 5,000.00
e 1,000 sqgm or more but less than 2,000 sqm 4,500.00
e Less than 1,000 sqm 4,000.00

3. Amusement/theme parks, resort, gaming and the like inclusive of
parking spaces, basement and othe outdoor facilities with
aggregate area of:

e 10,000 sgm or more 8,000.00
e 5,000 sgm or more but less than 10,000 sqm 7,500.00
e 4,000 sgm or more but less than 5,000 sqm 7,000.00
e 3,000 sqgm or more but less than 4,000 sqm 6,500.00
e 2,000 sgm or more but less than 3,000 sqm 6,000.00
e 1,000 sqgm or more but less than 2,000 sqm 5,500.00
e Less than 1,000 sqm 5,000.00
INDUSTRIAL
Industrial companies with an aggregate area of:
e More than 50,000 sqgm 12,000.00
e 10,000 sqm to 50,000 sqm A288 9,600.00
e Less than 10,000 sqm 7,200.00
SERVICE FEE FOR CERTIFICATIONS
(Cutting and Transport of Trees, Special Waste Disposal, etc) 50.00
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VICTORIAS CITY TAXES
CITY ORDINANCE NO. 07-2015

a. On manufacturers, assemblers, repackers, processors, brewers, distillers, rectifiers, and
compounders or liquors, distilled spirits, and wines or manufacturers of any article of
commerce of whatever kind or nature. In accordance with the following schedule:

Amount of Gross Sales/Receipts for the Tax Per Annum
Preceding Calendar Year

Less than 100,000 1,815.00
100,000 or more but less than 150,000 2,420.00
150,000 or more but less than 200,000 3,025.00
200,000 or more but less than 300,000 4,235.00
300,000 or more but less than 500,000 6,050.00
500,000 or more but less than 750,000 8,800.00
750,000 or more but less than 1,000,000 11,000.00
1,000,000 or more but less than 2,000,000 14,300.00
2,000,000 or more but less than 3,000,000 17,600.00
3,000,000 or more but less than 4,000,000 21,780.00
4,000,000 or more but less than 5,000,000 25,410.00
5,000,000 or more but less than 6,500,000 26,812.50
6,500,000 or more At therate of 41 Vaof 1%

The preceding rates shall apply only to amount of domestic sales of manufacturers,
assemblers, repackers, processors, brewers, distillers, rectifiers and compounders of liquors,
distilled spirits, and wines or manufacturers of any article of commerce of whatever kind or
nature other than those enumerated under paragraph (c) of this Article.

b. On wholesalers, distributors, or dealers in any article of commerce of whatever kind or
nature in accordance with the following schedules:

Amount of Gross Sales/Receipts for the Tax Per Annum
Preceding Calendar Year

Less than 100,000 1,452.00
100,000 or more but less than 150,000 2,057.00
150,000 or more but less than 200,000 2,662.00
200,000 or more but less than 300,000 3,630.00
300,000 or more but less than 500,000 4,840.00
500,000 or more but less than 750,000 7,260.00
750,000 or more but less than 1,000,000 9,680.00
1,000,000 or more but less than 2,000,000 11,000.00
2,000,000 or more At the rate of 55% of 1%

The businesses enumerated in paragraph (a) above shall no longer be subject to the tax
on wholesalers, distributors, or dealers provided in this Article.
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dealers or retailers of essential commodities enumerated hereunder at a rate not
exceeding one-half (1/2) of the rates prescribed under subsections (a), (b), and (d) of this
Article;

1. Rice and Corn;

2. Wheat or cassava flour, meat, dairy products, locally manufactured,
processed or preserved food, sugar, salt and agricultural marine, and fresh water
products, whether in their original state or not;

3. Cooking oil and cooking gas;

4. Laundry soap, detergents, and medicine;

5. Agricultural implements, equipment and post-harvest facilities,
fertilizers, pesticides, insecticides, herbicides and other farm inputs;

6. Poultry feeds and other animal feeds;

7. School supplies; and

8. Cement

d. On retailers.

Amount of Gross Sales/Receipts for the Tax Per Annum
Preceding Calendar Year

More than 50,000 but not over 400,000 2.2%

Additional, in excess of 400,000 1.1%

However, barangays shall have the exclusive power to levy taxes on stores whose gross sales
or receipts of the preceding calendar year does not exceed Fifty Thousand Pesos (Php
50,000.00) subject to existing laws and regulations.

e. On contractors and other independent contractors, and business establishment principally
rendering or offering services such as, but not limited to those mentioned below:

Amount of Gross Sales/Receipts for the Tax Per Annum
Preceding Calendar Year
Less than 75,000 968.00
75,000 or more but less than 100,000 1,452.00
100,000 or more but less than 150,000 2,178.00
150,000 or more but less than 200,000 2,904.00
200,000 or more but less than 250,000 3,993.00
250,000 or more but less than 300,000 5,082.00
300,000 or more but less than 400,000 6,776.00
400,000 or more but less than 500,000 9,075.00
500,000 or more but less than 750,000 10,175.00
750,000 or more but less than 1,000,000 11,275.00
1,000,000 or more but less than 2,300,000 12,650.00
2,300,000 or more At the rate of 55% of 1%
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f.

On banks and other financial institutions, at the rate of seventy-five percent (75%) of one

percent (1%) of the gross receipts of the preceding calendar year derived from interest, commissions
and discounts from lending activities, income from financial leasing, dividends, rentals on
property, and profit from exchange or sale of property, insurance premium. All other income and
receipts not herein enumerated shall be excluded in the computation of the tax.

8-

On subdivision operators, per square meter 11% per annum

The computation of tax shall be based only on the total area of the remaining lots titled in
the name of the subdivision operator.

h.

On proprietors, operators, lessors and sublessors of real estate including accessories, such
as hotels, motels, inns, pension houses, apartels, apartments, townhouses,
condominiums, house of lease, and rooms and spaces for rent, shall be taxed at the rate
of 2.2% of the gross sales or receipts of the preceding calendar year.

On owners or operators of boarding houses and dormitories with accommodations for:

Tax Per Annum
Less than 10 boarders 220.00
With 10 to 19 boarders 330.00
With 20 to 39 boarders 440.00
With 40 to more boarders 550.00

On owners or operators of lodging houses or inns with accommodations for:

Tax Per Annum
Less than 15 lodgers 660.00
With 15 to 24 lodgers 990.00
With 25 to more lodgers 1,320.00

On owners or operators of privately-owned markets:

Tax Per Annum

50,000 or more but less than 100,000 2,200.00
100,000 or more but less than 200,000 4,400.00
200,000 or more but less than 300,000 6,600.00
300,000 or more but less than 400,000 8,800.00
more than 400,000 8,800 plus 1% in excess of

400,000
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I.  On owners or operators of private cemeteries and memorial parks with an area of:

Tax Per Annum
Less than 2 hectares 2,200.00
2 hectares to 5 hectares 5,500.00
More than 5 hectares 11,000.00

m. On Nursery, child care center, vocational and other schools not regulated by DECS
with students of:

Tax Per Annum
Less than 25 students 500.00
25 to 49 students 1,000.00
50 and above students 1,500.00

n. On owners or operators of commercial orchid, plant nurseries, gardens and the like:

| Tax Per Annum ‘ 550.00 ‘

0. On owners or operators of fishponds, or fish breeding grounds including those which were
granted fishery rights by the city per hectare or fraction thereof:

| Tax Per Annum ‘ 1.100.00 ‘

p- On owners or operators of dancing schools, driving schools, speech clinics and other similar
establishments:

| Tax Per Annum ’ 300.00 ‘

q- On owners or operators of computer schools:

| Tax Per Annum 1,100.00

r. On each magazine or newsstand:

| Tax Per Annum 110.00

S. On cold storage and refrigeration cases:

On refrigeration or cold storage unit Tax Per Annum
with total cold storage capacity of:
Less than 5 cu.m. 110.00
Over 5 to 15 cu.m. 165.00
Over 15 to 25 cu.m. 275.00
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Over 25 to 35 cum. 550.00
Over 35 to 50 cu.m. 825.00
Over 50 cu.m. 1,100.00

t. On lumberyards:

Tax Per Annum
500 sq.m. or less 440.00
over 500 to 1,000 sq.m. 550.00
over 1,000 to 1,500 sq.m. 660.00
over 1,500 to 2,000 sq.m. 880.00
over 2,000 sq.m. 1,100.00

u. On car exchange on consignment basis only:

Tax Per Annum
For an enclosure of 500 sqm. or less 165.00
For an enclosure of more than 500 220.00
sq.m.

If car exchanges are being operated on a buying and selling basis, they are covered by the
graduated business tax on retailers, independent wholesalers and distributors under Section 2A.02 of
this code.

v. On private detective and security agencies with:

Tax Per Annum
Less than 10 personnel 550.00
11 to 20 personnel 1,100.00
20 to more personnel 2,200.00

w. On amusement and other recreational places wherein the customers thereof participate without
making bets or wagers, at the rate of 2.2% of gross receipts of the preceding year but not less than
the amount indicated in the following schedule:

Tax Per Annum
Bath house, pools 660.00
Resorts 1,760.00
Skating rink 1,100.00
Steam bath, sauna 550.00
Billiard, pool hall 330.00
Bowling alley 1,650.00
Circus carnival 1,100.00
Day and night club 1,320.00
Cocktail lounge or bar 3,300.00
Cabaret or dance hall 2,200.00
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Videoke bar, KTV room, and the 550.00
like

x. On owners or operators of amusement devices:

Tax Per Annum
Each juke box machine 500.00
Each machine or apparatus for 1,000.00
visual entertainment including

entertainment computer machine

Each apparatus for weighing 100.00
persons

Each coin-operated amusement 500.00
machine

Each golf cart 750.00
Each amusement machine such as 550.00

merry-go-round, roller coaster,
ferries wheel, and other similar
rides

y. On restaurants and other eating establishments, such as, but not limited to cafes, cafeterias, ice
cream or refreshment parlors, carinderias, soda fountains, food caterers, fast food centers and
snack counters shall be taxed at the rate of 2.2% of the gross receipts of the preceding calendar
year, but not less than the amount indicated in the following schedule:

Tax Per Annum
Café and cafeteria 330.00
Ice cream and other refreshment 440.00
parlors
Carenderia 880.00
Restaurants 1,100.00
Fastfoods 1,650.00
Food caterers 1,980.00

z. On the following business at the rate of two percent (2.2%) of gross sales or receipts of
the preceding year but not less than the amount indicated in the following schedules:

1. On the business of dealers and retailers of fermented liquors, distilled spirits, wines and
tuba:

Tax Per Annum

Imported wines 2,200.00

Domestic wines 1,100.00

Fermented liquors/beers 1,100.00

Tuba and the like 330.00
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2. On tobacco dealers:

Retail leaf tobacco dealers 110.00
Wholesale leaf tobacco dealers 330.00
Retail manufactured tobacco 275.00
dealers (cigar & cigarettes)

3. On common carriers

Motorized tricycle, owner's use 110.00
Motorized tricycle, for hire 220.00
Motorized bancas, watercraft or 220.00
pumpboat

» On any other business not otherwise specified in the preceding paragraphs shall be imposed
a tax at the rate of two percent (2.2%) of its gross sales or receipts of the preceding year.

Section 2A.05. Exemption.

Business engaged in the following shall be exempted from city taxes imposed in this article:
a. Production, manufacture, refining, distribution or sale of gasoline, oil, LPG and other
petroleum products;
b. Local Water District;
c. Cooperatives duly registered under RA6938, otherwise known as the Cooperative Code
of the Philippines;
d. Non-stock and non-profit hospitals and educational institutions;
e. Business enterprises certified by the Board of Investment (BOI) as pioneer or non-
pioneer for a period of six (6) and four (4) years respectively, from the date of registration;
f. Business entity, association or cooperatives registered under RA 6810; and
g. Business and economic enterprises operating within export processing zones
administered by the Export Processing Zone Authority.
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RULE 12. FIRE CODE TAXES, FEES/CHARGES AND FINES

(FIRE SAFETY INSPECTION FEE -BUSINESS)

SECTION 12.0.0.2 - FIRE CODE REVENUES

A. The classification of Fire Code revenues and rates are prescribed in the following

schedule:

2. Fire Code Realty Tax. Tax prescribed in Section 12.0.0.1 (C) of this RIRR.

SECTION 12.0.0.1 (C) - SOURCES OF INCOME

“One-hundredth of one per centum (0.01%) of the assessed value of buildings or
structures annually payable upon payment of the real estate tax, except on
structures used as single-family dwellings; “

6. Fire Safety Inspection Fee. Fee charged for the conduct of Fire Safety Inspection

equivalent to fifteen percent (15%) of all fees charged by the Local Government
Unit or Philippine Economic Zone Authority (PEZA), but in no case shall be lower
than Five Hundred Pesos (PhP500.00).

7. Storage Clearance Fee. Fee derived from storage of flammable and combustible materials.
a. Flammable/Combustible Liquids

1. For flammable liquids having flashpoint of -6.67°C or below, such as gasoline, ether,

carbon bisolphide, naptha, benzol (benzene), collodion, aflodin and acetone.

STORAGE CAPACITY (in liters) ANNUAL FEES (in Php)
From 20 to 100 35.00
Over 100 to 200 42.00
Over 200 to 400 84.00
Over 400 to 2,000 168.00
Over 2,000 to 4,000 252.00
Over 4,000 to 6,000 350.00
Over 6,000 to 8,000 420.00
Over 8,000 to 10,000 504.00
Over 10,000 to 12,000 672.00
Over 12,000 to 14,000 839.00
Over 14,000 to 16,000 1,007.00
Over 16,000 to 32,000 1,259.00
Over 32,000 to 40,000 1,678.00
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Over 40,000 to 200,000 2,517.00
Over 200,000 to 800,000 3,775.00
Over 800,000 to 2,000,000 5,033.0
Over 2,000,000 to 6,000,000 6,711.00
Over 6,000,000 to 8,000,000 8,388.00
In excess of 8,000,000 4.00/400 liters

2. For flammable liquids having flashpoint of above -6.67°C and below 22.8 °C such as

alcohol, amyl, toluol, ethyl, acetate and like.

STORAGE CAPACITY (in liters) ANNUAL FEES (in Php)
From 20 to 100 32.00
Over 100 to 200 42.00
Over 200 to 400 63.00
Over 400 to 2,000 105.00
Over 2,000 to 4,000 168.00
Over 4,000 to 20,000 350.00
Over 20,000 to 100,000 839.00
Over 100,000 to 200,000 1,678.00
Over 200,000 2,097.00

3. For liquids having flashpoint of 22.8 °C to 93.3 °C, such as kerosene, turpentine, thinner,
prepared paints, varnish, diesel oil, fuel oil, kerosene, cleansing solvent, polishing

liquids and similar.

STORAGE CAPACITY (in liters) ANNUAL FEES (in Php)
From 20 to 100 18.00
Over 100 to 200 28.00
Over 200 to 400 42.00
Over 400 to 4,000 105.00
Over 4,000 to 20,000 315.00
Over 20,000 to 40,000 420.00
Over 40,000 to 200,000 630.00
Over 200,000 to 400,000 1,049.00
Over 400,000 to 2,000,000 1,678.00
Over 2,000,000 to 3,600,000 1,748.00
Over 3,600,000 2,098.00
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4. For combustible liquids having flash point greater than 93.3 °C that is subject to
spontaneous ignition or is artificially heated to a temperature equal to or higher than its
flash point, such as crude oil, petroleum oil and others.

STORAGE CAPACITY (in liters) ANNUAL FEES (in Php)
From 20 to 100 18.00
Over 100 to 200 28.00
Over 200 to 400 42.00
Over 400 to 2,000 84.00
Over 2,000 to 4,000 105.00
Over 4,000 to 80,000 315.00
Over 80,000 above 630.00

b. Flammable Gases

1. Liquefied Petroleum Gases (LPG) in liter water capacity
a) For Bulk Storage

STORAGE CAPACITY (in liters) ANNUAL FEES (in Php)
200 and below 70.00
Over 200 to 2,000 140.00
Over 2,000 to 8,000 280.00
Over 8,000 to 20,000 699.00
Over 20,000 to 200,000 1,398.00

Over 200,000 to 400,000 5,592.00
For every additional 4,000 liters or 35.00

fraction thereof, in excess of 400,000

b) For Other Bulk Storage

STORAGE CAPACITY (in liters) ANNUAL FEES (in Php)
60 and below 6.00
Over 60 to 100 7.00
Over 100 to 200 11.00
Over 200 to 400 14.00
Over 400 to 800 28.00
Over 800 to 1,200 42.00
Over 1,200 to 2,000 56.00

For every additional 400 liters water 4.00

capacity excess in 2,000

2. Other Flammable Gases

STORAGE CAPACITY (in liters) ANNUAL FEES (in Php)
From 20 to 100 21.00
Over 100 to 400 42.00
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Over 400 to 2,000 126.00
Over 2,000 to 8,000 252.00
Over 8,000 to 40,000 630.00
Over 40,000 to 200,000 1,259.00
Over 200,000 to 400,000 1,888.00
Over 400,000 3,146.00

B. ADMINISTRATIVE FINES
8. Failure to secure and submit documentary requirements such as, but not limited to

b. FSIC for the year of default;

1. Failure to renew FSIC 20% of t.he total amount
to be paid by the
for less than a year .
applicant;
100% of the total
2. Failure to renew FSIC amount to be paid by
for a year or more the applicant for each
year of default;
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2. Securing Fire Safety Inspection Certificate (FSIC) for New Business
Permit with Valid FSIC issued during Occupancy Permit Stage

ABOUT THE SERVICE

Fire Safety Inspection Certificate (FSIC) is a pre-requisite to the
issuance of the occupancy permit. This is to insure that fire safety
construction are in place, and fire protective and/ or warning system
are properly installed in accordance with the approved plans and
specification.

BUREAU OF
FIRE PROTECTION

/

Office or Division: Bureau of Fire Protection

Classification: Simple YAP QUIRA STREET

Type of Transaction: | G2C,G2B BUREAU OF FIRE PROTECTION
. BUI|d|ng OWI’leI’/Tenant/AUthorlzed For more information, please contact:

Who may avail: Representative Tel. No: (034) 399-2900

CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
o Certified true copy of valid occupancy permit e City Engineer’s Office
e Photo copy of FSIC for occupancy permit
e Assessment of business permit fee /tax e Business Permits and Licensing Office

assessment bill from BPLO

e Affidavit of undertaking that there was no
substantial changes made on building /
establishment

e Copy of fire insurance policy (if any)

FEESTO PROCESSING PERSON

CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE

1. Check
completeness of
application and
endorse to Fire Code
Assessor (FCA).

1. Apply for FSIC | Record to the Official
using the Log Book the name of Customer
Unified Form applicant and owner 10 minutes Relation Officer
with complete | of the establishment (CRO)
documentary | and the time, date of BFP
requirements. | application. In case of

lacking requirements,

CRO shall

immediately inform in

writing the applicant of
such finding. For
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invalid Occupancy
Permit, the Service
Standard for FSIC for
New Business Permit
Without Valid
Occupancy Permit
shall apply.

2. Wait forthe

release of 2. Assess Fire Code Fire Code
Order of Fees/Taxes and issue 10 minutes Assessor (FCA)
payment (OP) assessment and OP. BFP
10% of all fees
charged by
BPLO in
granting
business
3. Pay the permit. (other
' asgessed fees/taxes
3. Receive payment prescribed Fire Code
amount and from applicant and under RA 9514 Collecting Agent
submit copy of PP and its IRR not 10 minutes 979
receipt of complle copy of assessed and (FCCA)
ayment to receipt of payment collected during BFP
pay application
CRO. period will be
assessed and
collected after
regular fire
safety
inspection).
4. Check copy of
receipt of payment
and record to the
: : logbook the amount
4. Rsetﬁﬁlve Claim pald and Official Customer
’ Receipt Number and . Relation Officer
None 5 minutes
(FSIC shall be issued date of payment, and (CRO)
within the day.) issue Claim Stub. BFP
y Verify validity of
Occupancy Permit
and referto C, FSEU
forissuance of FSIC.
Review/ evaluate the Crge;, 't:'re
referral of CRO and 5 atety
recommend issuance None hours ILEJnf.(t)r((lzzeSné?)t
ni
of FSIC. BFP
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Approve and sign C/MFM or DFM
three (3) copies of . (In case of
FSIC for Business None 20 minutes Manila, QC and
Permit. similar cities)
Record in the Official
Logbook the FSIC
number, date
approved, validity, CRO, Records
name of . ;
. 10 minutes Custodian
applicant/owner and
BFP
name of
establishment, OR
number and amount
paid.
Release FSIC to
applicant through the
CRO. Provide
duplicate copy of
5. Owner/ FSIC to the BPLO. Customer
Authorized . .
. Note: The BFP shall . Relation Officer
representative i ) f 5 minutes CRO
resents be given a period o ( )
pres three (3) months from BFP
Claim Stub. )
the issuance of
Business Permit to
conductthe validation
inspection.
10% of all fees
charged by
BPLO in
granting
business
permit. (other
fees/taxes
prescribed
under RA 9514 :
Total: | andits IRRnot | Maximum of
assessed and 1 day
collected during
application
period will be
assessed and
collected after
regular fire
safety
inspection).
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3. Securing Fire Safety Inspection Certificate (FSIC) for New Business

Permit without Valid FSIC issued during Occupancy Permit Stage

ABOUT THE SERVICE

Fire Safety Inspection Certificate (FSIC) is a pre-requisite to the issuance of the occupancy permit.
This is to insure that fire safety construction are in place, and fire protective and/ or warning system
are properly installed in accordance with the approved plans and specification.

Office or Division:

Bureau of Fire Protection

Classification:

Simple

Type of Transaction:

G2C,G2B

Who may avalil:

Building Owner/Tenant/Authorized Representative

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

¢ Assessment of Business Permit Fee
e Tax assessment bill from BPLO
e Copy of Fire Insurance Policy (if any)

Business Permits and Licensing Office

CLIENT STEPS

AGENCY ACTIONS

FEESTO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Apply for FSIC
using the
Unified Form
with complete
documentary
requirements.

1. Check
completeness of
application and
endorse to Fire Code
Assessor (FCA).
Record to the Official
Log Book the name of
applicant and owner
of the establishment
and the time, date of
application. In case of
lacking requirements
or the Occupancy
Permit is not valid,
CRO shall
immediately inform in
writing the applicant of
such finding.

(Note: Occupancy

Permit is considered
valid for purposes of
application for FSIC

10 minutes

Customer
Relation Officer
(CRO)
BFP
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for Business Permit if
the Occupancy Permit
presented
corresponds to the
same types of
occupancy or nature
of operation, location
or specific area in a
building and address.
The applicant is
required to secure a
valid Fire Safety
Inspection Certificate
for Occupancy
Permit.)

2. Wait for the

release of 2. Assess Fire Code Fire Code
Order of Fees/Taxes and issue 10 minutes Assessor (FCA)
assessment and OP. BFP
payment (OP).
10% of all fees
charged by
BPLO in
granting
business
3 Pay the permit. (other
) assessed fees/taxes
3. Receive payment prescribed Fire Code
amount and : under RA 9514 -
) from applicant and . : Collecting Agent
submit copy of : and its IRR not 10 minutes
. compile copy of dand (FCCA)
rece|pt of ] assessed an
avment to receipt of payment collected during BFP
pay application
CRO. period will be
assessed and
collected after
regular fire
safety
inspection).
4. Receive Claim
Stub. 4. Check copy of
receipt of payment
(FSIC for Ogcupancy and record to the Customer
and for Business logbook the amount Relation Officer
Permit will be issued 9 ici None 5 minutes
within a maximum paid and Official (CRO)
Receipt Number and BFP

period of 3 days from
application if no
violation found during
inspection.)

date of payment, and
issue Claim Stub.
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Chief, Fire

Safety
Enforcement
Assign Fire Safety Ugi'tt (/I;/Isuihjz)l agld
Inspectorand Issue None 15 minutes Fi?le MarshF;I
Inspection Order.
(C/MFM) or
District Fire
Marshal (DFM)
BFP
Conduct Fire Safety
Inspection and submit
After Inspection
Report (AIR) and
supporting documents
to Chief, FSEU, with None 3 hours Fire Safety
appropriate findings Inspector (FSI)
and
recommendations,
such as issuance of
FSIC/NTC, as the
case may be.
Review/evaluate the
Findings of FSI and Chief, Fire
recommend to DFM 2 hours Safety
or C/MFM the Enforcement
issuance of FSIC/NTC Unit (FSEU)
as the case maybe.
Final review/
evaluation of the C, DFMor C/MFM
FSEU’s 2 hours as the case
recommendation for maybe
disposition.
";ppm(";) a“d.Signf DFM or C/MFM
three (3) copies o ,
ESIC or NTC as the 20 minutes as the Igase
case may be. maybe
Record in the Official
Logbook the
FSIC/NTC number, 10 minutes | CRO: Records

date approved,
validity, name of

Custodian
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applicant/owner and
name of
establishment, OR
number and amount
paid.

5. Release FSIC to
applicant through the

5. Owner/ CRO.
' . Serve copy of NTC to Customer
Authorized 4 . .
. the owner in case . Relation Officer
representative . . ) 5 minutes
there is a violation of (CRO)
presents .
) the Fire Code. BFP
Claim Stub. . ;
Provide duplicate
copy of FSIC/NTC to
the BPLO
10% of all fees
charged by
BPLO in
granting
business
permit. (other
fees/taxes
prescribed
under RA 9514 ;
Total: | andits IRR not Ma;qmum of
assessed and days

collected during
application
period will be
assessed and
collected after
regular fire
safety
inspection).
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4. Renewal of FSIC for Business Permit without Valid FSIC or Expired
FSIC / With Existing Violation of the Fire Code / Included in the Negative
List

ABOUT THE SERVICE

Fire Safety Inspection Certificate (FSIC) is a pre-requisite to the issuance of the occupancy permit.
This is to insure that fire safety construction are in place, and fire protective and/ or warning system
are properly installed in accordance with the approved plans and specification.

Office or Division: Bureau of Fire Protection
Classification: Simple
Type of Transaction: | G2C,G2B
Who may avalil: Building Owner/Tenant/Authorized Representative
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Photo copy of previous FSIC (if any) e c/o Client
e Assessment of business permit fee/tax or e Business Permits and Licensing Office

assessment bill from BPLO
e Copy of Fire Insurance Policy (if any)

FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Check
completeness of
application and
endorse to Fire Code
Assessor (FCA).
1. Apply for FSIC | Record to the Official
using the Log Book the name of Customer
Unified Form | applicant and owner 10 minutes Relation Officer
with complete | of the establishment (CRO)
documentary | and the time, date of BFP

requirements. | application. In case of
lacking requirements
CRO shall
immediately inform in
writing the applicant of

such finding.
2. Vr\é?gafgé tohfe 2. Assess Fire Code Fire Code
Order of Fees/Taxes and issue 10 minutes Assessor (FCA)
payment (OP) assessment and OP. BFP
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10% of all fees

charged by
BPLO in
granting
business
3 Pay the permit. (other
' assessed fees/taxes
3. Receive payment prescribed Fire Code
amount and : under RA 9514 :
: from applicant and . , Collecting Agent
submit copy of . and its IRR not 10 minutes
. compile copy of dand (FCCA)
rece|pt Of v assessed an
avment to receipt of payment collected during BFP
pay application
CRO. period will be
assessed and
collected after
regular fire
safety
inspection).
4. Receive Claim 4. Check copy of
Stub. .
receipt of payment
, . and record to the Customer
(FSIC will be issued ; .
within a maximum Iog_book the gr_nount None 5 minutes Relation Officer
, paid and Official (CRO)
period of 2 days from .
SR Receipt Number and BFP
application if no date of t and
violation foundduring | . ate oCﬁ)a_yméatn f:)an
inspection.) issue Claim Stub.
Chief, Fire
Safety
Enforcement
Assign Fire Safety Un.|t (FSEl_J).and
. City/Municipal
Inspectorand Issue None 15 minutes .
. Fire Marshal
Inspection Order. (C/MFM) or
District Fire
Marshal (DFM)
BFP
Conduct Fire Safety
Inspection and submit
After Inspection
Report (AIR) and
supporting documents .
to Chief, FSEU, with None 3 hours Fire Safety

appropriate findings
and
recommendations,
such as issuance of
FSIC/NTC, as the

Inspector (FSI)
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case may be.

Review/evaluate the

Findings of FSI and Chief, Fire
recommend to DFM 2 hours Safety
or C/MFM the Enforcement
issuance of FSIC/NTC Unit (FSEU)
as the case maybe.
Final review/
evaluation of the C, DFM or C/MFM
FSEU’s 2 hours as the case
recommendation for maybe
disposition.
ﬁpp“’(‘g’; a”d.Signf DFM or C/MFM
three (3) copies o .
ESICor NTC as the 20 minutes as the Ease
case may be. maybe
Record in the Official
Logbook the
FSIC/NTC number,
date approved,
validity, name of : CRO, Records
applicant/owner and 10 minutes Custodian
name of
establishment, OR
number and amount
paid.
5. Release FSIC to
applicant through the
CRO.
> gl‘j\;ﬂi:i/zed tSr;erve copy of NTC to - ICltJlstogfef.r
, € owner in case , elation Officer
Lerzgzs:tgtatlve there.is a violation of S minutes (CRO)
) the Fire Code. BFP
Claim Stub. . .
Provide duplicate
copy of FSIC/NTC to
the BPLO
. 10% of all fees Maximum of
Total: cré?jrﬁgdi:y 2 days
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granting
business
permit. (other
fees/taxes
prescribed
under RA 9514
and its IRR not
assessed and
collected during
application
period will be
assessed and
collected after
regular fire
safety
inspection).
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5. Securing Fire Safety Inspection Certificate (FSIC) for Renewal of

Business Permit

ABOUT THE SERVICE

Fire Safety Inspection Certificate (FSIC) is a pre-requisite to the issuance of the occupancy permit.
This is to insure that fire safety construction are in place, and fire protective and/ or warning system
are properly installed in accordance with the approved plans and specification.

Office or Division:

Bureau of Fire Protection

Classification:

Simple

Type of Transaction:

G2C,G2B

Who may avail:

Building Owner/Tenant/Authorized Representative

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

e Photo copy of valid FSIC (issued in the

immediately preceding year)

c/o Client

e Assessment of business permit fee/tax e Business Permits and Licensing Office
assessment bill from BPLO
e Copy of Fire Insurance Policy (if any)
FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
Check completeness
of application and
endorse to Fire Code
Assessor (FCA).
Record to the Official
1. Ap.ply for FSIC Log Book the name of
using the applicant and owner Cqstomer
dﬂg'ig;g{ge of the establishment 10 minutes Rela(tggc()))fﬁcer
documentary and _the_tlme, date of BFP
requirements application. In case of
" | lacking requirements,
CRO shall
immediately inform in
writing the applicant of
such finding.
2. Vr\é?gafgé t:fe 2. Assess Fire C_ode . Fire Code
Order of Fees/Taxes and issue 10 minutes Assessor (FCA)
payment (OP). assessment and OP. BFP
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10% of all fees

charged by
BPLO in
granting
business
3. Pay the permit. (other
assessed . fees/taxes .
3. Receive payment prescribed Fire Code
amount and : under RA 9514 .
: from applicant and . , Collecting Agent
submit copy of . and its IRR not 10 minutes
receipt of compile copy of assessed and (FCCA)
receipt of payment collected during BFP
payment to application
CRO. period will be
assessed and
collected after
regular fire
safety
inspection).
4. Verify if FSIC is still
valid or no existing
violation of the Fire
Code or if the
establishmentis notin
the negative list.
Check copy of receipt
of payment and
record to the logbook
the amount paid and
Official Receipt Customer
4. Receive Claim | Number and date of , Relation Officer
Stub. payment, and issue None 20 minutes (CRO)
Claim Stub. A BFP
validated FSIC will
serve as basis for the
BPLO to renew the
Business Permit.
(Note: The Claim Stub
shall be stamped:
“‘New FSIC will be
issued on the date of
the expiration of
existing FSIC.”)
Maximum of
1 day

INSPECTION PROCEDURE ONE (1) MONTH BEFORE THE EXPIRATION OF FSIC

Assign Fire Safety
Inspectorand Issue
Inspection Order.

15 minutes

Chief, FSEU and
C/MFM or DFM
(In case of

46

The Victorias City Citizen’s Charter - A GUIDEBOOK ON CITY GOVERNMENT SERVICES




Manila, QC and
similar cities)

Conduct Fire Safety
Inspection and submit
After Inspection
Report (AIR) and
supporting documents

to Chief, FSEU, with 3 hours Fire Safety
appropriate findings Inspector (FSI)
and
recommendations,
such as issuance of
FSIC/NTC, as the
case may be.
Review/evaluate the
Findings of FSI and
recommend to C/MFM 45 minutes Chief, FSEU
or DFM the issuance
of FSIC.
Final review/
evaluation of the C, DFMor C/MFM
FSEU’s 45 minutes as the case
recommendation for maybe
disposition
Approve and sign DFM or C/MFM
three (3) copies of 10 minutes as the case
FSICor NTC as the maybe
case may be.
Record in the Official
Logbook the
FSIC/NTC number, Customer
dat.e .approved, Relation Officer
Va“d.'ty’ name of 10 minutes (CRO), Records
applicant/owner and Custodian
name of BEP
establishment, OR
number and amount
paid
. Owner/ 5. Release FSICto
Authorized applicant through the
representative | CRO upon the Customer
presents expiration of FSIC. 5 minutes Relation Officer
Claim Stub. (A | Provide duplicate (CRO)
new FSIC will | copy of FSIC/NTC to BFP
be issued if the BPLO. Serve copy
there is no of NTC to the owner
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violation
during
inspection)

in case there is a
violation of the Fire
Code,

Total:

10% of all fees
charged by
BPLO in
granting
business
permit. (other
fees/taxes
prescribed
under RA 9514
and its IRR not
assessed and
collected during
application
period will be
assessed and
collected after
regular fire
safety
inspection).

Maximum of
1 day
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6. Securing Fire Safety Inspection Certificate (FSIC) for Occupancy

Permit

ABOUT THE SERVICE

Fire Safety Inspection Certificate (FSIC) is a pre-requisite to the issuance of the occupancy permit.
This is to ensure that fire safety construction is in place, and fire protective and/ or warning system
are properly installed in accordance with the approved plans and specification.

Office or Division: Bureau of Fire Protection
Classification: Simple
Type of Transaction: | G2C,G2B
Who may avail: Building Owner/Tenant/Authorized Representative
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Endorsement from BO/certificate of e City Engineer’s Office
completion
e Certified true copy of assessment fee for
securing occupancy permit from BO
FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Check
completeness of
application and
endorse to Fire Code
Assessor (FCA).
1. Apply for FSIC | Record to the Official
using the Log Book the name of Customer
Unified Form applicant and owner 10 minutes Relation Officer
with complete | of the establishment (CRO)
documentary | and the time, date of BFP
requirements. | application. In case of
lacking requirements,
CRO shall
immediately inform in
writing the applicant of
such finding.
2. Vr\é?gafgé t:fe 2. Assess Fire C_ode . Fire Code
Order of Fees/Taxes and issue 10 minutes Assessor (FCA)
payment (OP). assessment and OP. BFP
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10% of all fees

charged by
BPLO in
granting
business
3. Pay the permit. (other
assessed . feesftaxes .
amount and 3. Receive payment zfesélbggm Fire Code
submit copy of from applicant and ::deitrs IRR not 10 minutes Collecting Agent
. compile copy of dand (FCCA)
receipt of : assessed an
receipt of payment collected during BFP
(p:aFg/g entto application
. period will be
assessed and
collected after
regular fire
ins?oﬂc?t%n)
4. Receive Claim
(Sr\tllétt)e Fsic | 4 Check copy of
will be issued receipt of payment
within the and record to the
maximum Iog_book the _ar_nount
period of three paid and Official Cqstomer
(3) days from Receipt Number and None 5 minutes Relation Officer
application if fjate of pa_lyment, and (CRO)
no violation of ES?e %Ialm SIt.Ub't. BFP
: efer the application
he Fre 229¢ | to Chief, FSEU for the
has been issuance of Inspection
noted during Order.
inspection.)
Chief, FSEU and
Assign Fire Safety C/MFM or DFM
Inspectorand Issue 15 minutes (In case of
Inspection Order. Manila, QC and
similar cities)
Conduct Fire Safety
Inspection and submit
After Inspection
Report (AIR) and 1 % days
supporting documents maximum from Fire Safety
to Chief, FSEU, with the date of Inspector (FSI)
appropriate findings application

and
recommendations,

such as issuance of
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FSIC/NTC, as the
case may be.

Review/evaluate the
Findings of FSI and

recommend to C/MFM 2 hours C, FSEU
or DFM the issuance
of FSIC.
Final review/
evaluation of the C, DFM or C/MFM
FSEU’s 2 hours as the case
recommendation for maybe
disposition
Approve and.sign DFM or C/MEM
three (3) copies of 20 minutes as the case
FSICorNTC as the mavbe
case may be. y
Record in the Official
Logbook the
FSIC/NTC number, Customer
s:;[iili?pprrwc;\ﬁg’of Relation Officer
1, 10 minutes (CRO), Records
applicant/owner and Custodian
name of BFP
establishment, OR
number and amount
paid
. Owner/ 5. Release FSIC to
Authorized applicant through the
representative | CRO upon the
presents expiration of FSIC.
Claim Stub. (A | Provide duplicate Re%:i?)tr?g?ﬁrcer
new FSIC will | copy of FSIC/NTC to S minutes (CRO)
be issued if the BPLO. Serve copy BFP
there is no of NTC to the owner
violation in case there is a
during violation of the Fire
inspection) Code,
10% of all fees
charged by
BPLO in
rantin ;
Total: t?usinesgs Maximum of
permit. (other 3 days
fees/taxes
prescribed
under RA 9514
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and its IRR not
assessed and
collected during
application
period will be
assessed and
collected after
regular fire
safety
inspection).
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7. Securing Fire Safety Evaluation Clearance (FSEC) for Building Permit

ABOUT THE SERVICE

Fire Safety Evaluation Clearance (FSEC) is a pre-requisite for issuance of building permit thus, to
insure that the building or structure to be constructed is in accordance with the provision of RA 9514
otherwise known as Fire Code of the Philippines.

To insure that the design and specification is in accordance with the Fire Code of the Philippines
and its IRR (Implementing Rules and Regulations).

Office or Division: Bureau of Fire Protection
Classification: Simple
Type of Transaction: | G2C,G2B
Who may avail: Building Owner/Tenant/Authorized Representative
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Three (3) complete sets of building plans and e City Engineer’s Office
specifications

e Estimated cost of the building to be
constructed/renovated/modified as reflected
in the bill of materials including labor cost
signed by the designer/contractor

FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Check
completeness of
application and
endorse to Fire Code
Assessor (FCA).
1. Apply for_ Record to the Official
FSEC using
Log Book the name of Customer
the standard licant and Relation Officer
application appiicant and owner 10 minutes elatio ce
formincluding of the esFabllshment (CRO)
and the time, date of BFP

the required

attachments application. In case of

lacking requirements,
CRO shall
immediately inform in
writing the applicant of

such finding.
2. W?It forthfe 2. Assess Fire Code Fire Code
grggfifo Fees/Taxes and issue 10 minutes Assessor (FCA)
payment (OP) assessment and OP. BFP
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10% of all fees

charged by
BPLO in
granting
business
3. Pay the permit. (other
assessed . feesftaxes .
3. Receive payment prescribed Fire Code
amount and : under RA 9514 -
: from applicant and . , Collecting Agent
submit copy of . and its IRR not 10 minutes
receipt of compile copy of assessed and (FCCA)
avment to receipt of payment collected during BFP
pay application
CRO. period will be
assessed and
collected after
regular fire
safety
inspection).
4. Receive Claim
Stub.
(Note: FSEC 4. Check copy of
will be issued | receipt of payment
within the and record to the
maximum logbook the amount
period ofthree | paid and Official Customer
(3) days from | Receipt Number and Relation Officer
application if | date of payment, and None 5 minutes (CRO)
the plans issue Claim Stub. BFP
conformtothe | Referthe application
fire safety and | to Chief, FSEU for
life safety designation of
requirements | Building Plan
of the Fire Evaluator (BPE).
Code and its
IRR.)
Assign Building Plan
Evaluator (BPE) who
will review/evaluate 15 minutes Chief, FSEU
the plans and
specifications.
Review/evaluate the
Findings of FSI and
recommend to C/MFM 2 hours C,FSEU
or DFM the issuance
of FSIC.
Re_vie_w/EvaIuate 1_1/2 days Building Plan
Building Plans and maximum from Evaluator (BPE)
Accomplish Fire the date of
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Safety Checklist, and
make appropriate
recommendations/find
ings.

application.

Review/Evaluate the
recommendations/find
ings of BPE and
recommend to C/MFM
or DFM the issuance
of FSEC/NOD.

2 hours

C, FSEU

Final review/
evaluation of the C,
FSEU’s
recommendation for
disposition

2 hours

DFM or C/MFM
as the case
maybe

Approve and sign
three (3) copies of
FSEC/NOD as the
case may be

20 minutes

DFMor C/MFM
as the case
maybe

Record in the Official
Logbook the
FSEC/NOD number,
date approved, name
of applicant/owner
and name of
establishment, OR
number and amount
paid

10 minutes

Customer
Relation Officer
(CRO), Records

Custodian

BFP

. Owner/

Authorized
representative
Present Claim
Stub

5. Release FSEC to
applicant through the
CRO.

Serve copy of NOD to
the owner in case the
plans and
specification did not
conform to the fire
safety and life safety
requirement of the
Fire Code of the
Philippines of 2008
and its IRR. Endorse
1 set of plan to BO as
well as duplicate copy
of FSEC or NOD, as
the case may be.

5 minutes

Customer
Relation Officer
(CRO)
BFP

Total:

10% of all fees

Maximum of
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charged by 3 days
BPLO in

granting
business
permit. (other
fees/taxes
prescribed
under RA 9514
and its IRR not
assessed and
collected during
application
period will be
assessed and
collected after
regular fire
safety
inspection).
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8. Securing Locational Clearance for Business Permit/License

ABOUT THE SERVICE

Business enterprises are required to secure a Zoning Clearance

OSMENA AVENUE

CITY PUBLIC PLAZA I |

. . . . . ASCALON STREET
upon application for business permit to ensure that the enterprise .
DEVELOPMENT OFF{CE

is allowed in the chosen location as per approved City Land Use
Plan (CLUP) and other relevant zoning and land use ordinances.

")

133418 ¥3A0r

=
)
% o
SE =
- - — - - = 2 O 2/F_ADMINISTRATIVE BUILDING
Office or Division: City Planning & Development Office 5
e s n O CULTURAL CENTER
Classification: Simple =

CITY PLANNING AND

Type of Transaction: | G2C,G2B

DEVELOPNMENT OFFICE

Who may avail: All business owners/operators B o it B N,

Telefax: (034) 399-3443 / Email: cpdo_victorias_city@yahoo.com

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

FOR ALL APPLICANTS:
e DTI & SEC Registration

e Barangay Clearance for Business

o Filled-up Unified Business Application
Form

e Joint Inspection Team (JIT) Report

ADDITIONAL REQUIREMENTS FOR NEW
STRUCTURES:
e Lot Plan /Sketch Map of Business
Location
e Photocopy of Certificate of Title
¢ Iflotis not owned: (submit any of the
following)
- Contract of Lease
- Authority to operate business from
the owner
- Affidavit of consent from the owner
to use the lot

e Department of Trade and Industry (DTI)/
Securities and Exchange Commission (SEC)
e pBarangay concerned

} e Business Permits and Licensing Office

— o c/o Client
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CLIENT STEPS AGENCY ACTIONS FEEF?ATlg 5= PRO?EAS;'NG REgggﬁgl';LE
FELIX
SEBASTIAN,
1. Upon submission EnP
CPDO staff shall: Zoning Officer Il
1.1 Review TEACHIE
. completeness of
1. Submlt complete requ?rements 10 minutes GA\E(SI;I'IN,
requirements .
1.2 As_sess conformity Planning Officer Il
of business
establishments based FELICITO
on Zoning Ordinance FREDERIC
ORLINA
Project DeVv’t. Asst.
None FELIX
SEBASTIAN,
EnP
Zoning Officer IlI
2. CPDO staff
. prepares, approves TEACHIE
2. Getlocational and release of 15 minutes GAEO;_'N’
clearance locational clearance olanni noff' "
to client anning Officer
FELICITO
FREDERIC
ORLINA
Project Dev'’t. Asst.
Total: None 25 minutes
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9. Securing Building Inspection Clearance for Business Permit

ABOUT THE SERVICE

Business entities are obliged to secure Building Inspection
Approval from the City Engineer’s Office before start of business
operations and during the annual renewal of business permits.

Office or Division: City Engineer’s Office

Classification: Simple

Type of Transaction: | G2C, G2B

Who may avalil: All

OSMENA AVENUE

ADMINISTRATIVE BUILDING

Majaducon, City Engineer
Tel. No: (034) 399-3626

ASCALON STREET
CITY ENGINEERING

g OFFICE
=

)

2. B

=

Se|l8

o = 3

ERl

S

o

=

CULTURAL CENTER
[ = | W ENGINEER®>S
OFFICE

For more information, please contact: Engr. Mary Jean C.

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

e Business License Application/Assessment

Form

e Detailed information about the business and
sketch of location (for new enterprises)

e Business Permits & Licensing Office

e c/o Client

FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
For Renewal of Business
Pem?" . 1. Technical staff/
Application o
building inspectors
1. Assessment of N
. check application
Inspection Fee and )
Cl form and verify
earance
completeness of
Present the Business Permit docun_qents
L submitted. ,
or Application form to any . 15 minutes
i~ If complete:
member of the Building Staff
-assess for annual FREDDIE
for clearance and inspection fee N PORRAS, ME
assessment of the required P one =
building inspection fee Engineer |
: If incomplete:
Follow the usual procedure -retulr'n t(t)' thefcllent
for processing a business (application form)
license.
For New Enterprises 1. Technical staff/
building inspectors
1. Submit requirement verify compliance 15 minutes

Submit the necessary
requirements.

with the
requirements for new
business
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2. Technical
staff/building
inspectors conduct

actual inspectionto | *Building
2. Building Inspection verify compliance Inspection| 30 minutes
with the National Fee
BJildtinZ C?)td%,a FREDDIE
referral codes, laws PORR.AS’ ME
. Engineer |
and ordinances.
3. Building inspector
3. Preparation of prepares an 30 mi
Inspection Report |nsp.e'ct|on. repprt . minutes
detailing violation, if
any.
4. Building Officials
4. Approval of Inspection | signs the inspection 5 minutes
Report report prepared by
building inspector.
5. Inquire About the
Results of Inspection
napecion a dey afiettne | 5, Technicalsaff
tbeuc”r:jnirl]cga: ns;ggst?osnconducted will give fge dbacl§ 15 minutes
’ aboutthe inspection
You will receive a copy of the
inspection report. None
6. Technical
staff/building FREDDIE
. PORRAS, ME
inspector after Engineer |
6. Perform Corrections/ | verifying with
Comply with Building | completeness of the
Requirements documents
Make the necessary presented will either:
corrections/ comply If complete:
requirements. An -will sign in 30 minutes
assessment and clearance compliance in the
will be given to the applicant unified form
which will be encoded into
the Unified Business If incomplete:

Tracking System.

-will give back the
unified form and
make a note for lists
of things to comply.
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7. Assessment of
Building Inspection

Fee and Clearance 7. Technical
staff/building FREDDIE
Once all the requirements inspector will None 15 minutes PORRAS, ME
have been complied, release and sign the Engineer |
proceed to the other unified form
requirements for processing
a business license.
Building 2 hours, 35
Total: | Inspection ]
Fee mins.
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10. Securing Health Card and Sanitation Clearance for Business Permit

OSMENA AVENUE

ABOUT THE SERVICE l oY PUBLIC PLAZA @

All business entities are required to obtain a Sanitation Clearance g@E S iy heaum
= OFFICE

upon application for Business Permit to ensure that enterprise o §
complies with the City Sanitation Code and health related | romwsmmemons JO I_I “
ordinances. S —— El &
GOVERNMENT CENTER "- |

Office or Division: City Health Office bl
Classification: Simple CITY HEALTH OFFICE
Type Of Transactlon- GZB :Z;::l:roef;;f::mation, please contact: Dr.Richard P. Garlitos, City
WhO may ava”: A” Tel. No: (034) 399-3437

CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Computerized Application Form for Business e City Treasurer’s Office

License/Mayor’s Permit (Print-Out) from the City
Treasurer’s Office.

Xrayreslt e City Health Office
Stool result } For health card

FEESTO BE | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS PAID TIME RESPONSIBLE
1. Sanitation LEXIE GRACE
1. D;g\llji:zr;tnd personnel reviews the Health Card ABRAHAM, RN
Assessment | documents; -P50.00 per Sanitary Inspector
determines how many employee
workers are employed 5 minutes CRISTINE JOY
f;rgjﬁgxzﬁts tothe by the business; and Docqment CALIDA, RN
person in charge. uses the same as Security Seal Admin Aide IV
basis for computing a - P 50.00 (Clerk 1)/ RSI
Health Card Fee. Designate
Sanitary
Permit
2. Payment of - based on
fees type of
2. CTO staff-in-charge | establishment 10 minutes City Treasurer’s
Proceed to City assesses the payment | (assessment Office
Treasurer’s Office for of fees is
payment of fees. based on the
City Revenue
Code).
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3. Sanitation LEXIE GRACE
personnel will process ABRAHAM, RN
and record the Sanitary Inspector
3. Preparation of documents; issues the
Sanitation corresponding 20 minutes CRISTINE JOY
Clearance number of Health CALIDA, RN
Cards; and prepares a Admin Aide IV
Sanitary Permit to (Clerk 1)/ RSI
Operate DeS|gnate
4. Frontline staff
submits the None DR. RICHARD
4. Approval documents for 5 minutes P. GARLITOS
signature of the City City Health Officer
Health Officer.
LEXIE GRACE
ABRAHAM, RN
5. A site inspection Sanitary Inspector
visit of the business is
5. Site Inspection | scheduled to conform 1 day CRISTINE JOY
with the Sanitary CALIDA, RN
Permit to operate. Admin Aide IV
(Clerk II)/ RSI
Designate
Total
Total: | corresponding | 1 day, 40 mins.
fee
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11. Certification for Business Retirement

ABOUT THE SERVICE MONTINOLA STREET

LIVELIHOOD CENTER
E

All business entities that have stopped completely to exist or any
change in ownership, management and/or name of the business,
must file with the City Treasurer's Office an application for
Retirement of Business. This should be complied to update the City
Government’s Records and to avoid accumulation of tax payments
and penalties.

8PLO Office
VICTORIAS

CITY PUBLIC CITY HALL
PLAZA

CULTURAL
CENTER

OSMENA AVENUE

For more information, please contact: Atty. Lindolf F. De Castro,

Office or Division: Permits and Licenses Office O R o snzats
Classification: Simple
Type of Transaction: G2C, G2B
Who may avail: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Letter of Request for Retirement stating the e Owner

reason and effect (address the letter to the
BPLO Officer), duly signed by the Owner or
by the Maijority of the Board

e Certification of Gross for the Current
Year/Affidavit of No Operation, if there is no

operation
e Audited Financial Statement
o Certificate of Dissolution by SEC (If e SEC
Corporation)
e Closure Application Form (to be notarized) o Business Permits and Licensing Office
AGENCY FEESTOBE PROCESSING PERSON
CLIENT STEPS ACTIONS PAID TIME RESPONSIBLE
1. Submit Letter of . CAMILLE
Request for ;Qgﬁgfggﬁ d BONES
Retirement. : 5 minutes Admin. Aide IV
. verify (after duly
Accomplish the inspected) (Clerk 11)
application form & Refer to ANNEX D (BPLO)
submit all the JENNIFER
necessary Documenta BANCAIREN
document required,| 2- A_ssess Security Sea?— Local Treasury Op.
receive Tax Order | Business B 5000 Offer. Il
of Payment and Closure, issue ‘ ARNEL LOBATON
pay necessary tax Tax Order of . Certification for 10 minutes Revenue Collection
and fee for Payment, receive| o =P 50.00 Clerk
receive Certificate | issue Official PLUGIO
for Closure Receipt Admin. Aide |
(Laborer 1)
(CTO)
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CAMILLE

4. Release BONES
Certification of None 10 minutes Admin. Aide IV
Closure (Clerk 11
(BPLO)
Total: 25 minutes
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12. Local/Foreign Investment/Investor’s Facilitation, Promotion, and

Other Services

ABOUT THE SERVICE

This service is provided to investors and Micro, Small, and Medium Enterprises (MSMEs) who need
assistance, and guidance in securing/complying with the requirements for starting business
operations, as well as promotion of their business/products, briefing about the city’s investment plans
and investment reports, programs, and initiatives, assistance in identifying business or joint venture
partners, and other related services.

Office or Division:

Local Economic Development and Investment Promotions Office

Classification:

Simple

Type of Transaction:

G2B, G2C

Who may avail:

Investors, Micro, Small, and Medium Enterprises (MSMES)

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

Request Letter

Direct Instruction from Local Chief Executive

e Requestor
e Local Chief Executive (City Mayor’s

Office)
CLIENT STEPS | AGENCY ACTIONS el I IS
MARIVIC
DEMEGILLO
1. The LEDIP staff will Admin. Aide |
receive and log the request (Laborer 1)
letter and/or other 5 minutes _
documents submitted to the NINAYSABELLE
office. DIAZ
) Admin. Aide |
1. Submit or relay (Casual Laborer )
formal/ informal /975 The L EDIP staff will
request letter or | o qorse the client or submit None
information on their request letter to the 1 hour
industry-related | | Ep|p Officer for evaluation
concerns and proper action. PAOLO
1.3 Upon approval, the VAkALéA‘E '?‘jIBEZ’
LEDIP Officer shall negotiate Executive ’Assistant
or arrange necessary IV/ LEDIP Officer
meetings and/or coordinate 1-3 days
with concerned government
agencies/offices related to
the request.
1-3 working
Total: None days, 1 hr., &
40 mins.
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13. Business (MSMEs) Development (Capacity Building or Trainings,
Research, and Promotion)

ABOUT THE SERVICE

This service is provided to all local businesses, Micro, Small, and Medium Enterprises (MSMESs), start-
ups, investors, other government offices, and associations/organizations who wish to avail of business
development services through technical, vocational, managerial, and entrepreneurial/ livelihood
training and seminars, conduct of research and proposal on funding possibilities, and their related
services to enhance their capabilities, competitiveness, and sustainability in the market.

Office or Division: Local Economic Development and Investment Promotions Office

Classification: Simple

Type of Transaction: G2B, G2C

All Businesses (Micro, Small, and Medium Enterprises), Start-ups,
Investors, Other Government Offices, and Associations/
Organizations

Who may avail:

CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Request Letter e Requestor
e Direct Instruction from Local Chief Executive e Local Chief Executive (City Mayor’s
Office)
FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
MARIVIC
DEMEGILLO
1. The LEDIP staff will Admin. Aide |
receive and log the request (Laborer 1)
letter and/or other 5 minutes
documents submitted to the NINA YSABELLE
office. DIAZ
1. Submit or relay Admin. Aide |
formal/ informal (Casual Laborer |)
request letter or 1.2 The LEDIP staff will
information on endorse the client’s request None 3.5 da
industry-related letter to the LEDIP Officer for ys
concerns evaluation and proper action. PAOLO
1.3 Upon approval, the VALLADAREZ,
LEDIP Officer shall negotiate MBA, JD
or arrange necessary Executive Assistant
meetings and/or coordinate 3-5 days IVI'LEDIP Officer
with concerned government
agencies/offices related to
the request.
None 6-10 working
Total: days & 5 mins.
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14. Securing Locational Clearance for Building Permit

ABOUT THE SERVICE —— I:

. . . ASCALON STREET
Proposed structures/building are required to secure a e
DEVELOPMENT OFT:E

zoning/locational clearance. = :
& ™
Office or Division: City Planning & Development Office Sl e
Classification: Simple S
2 - L CULTURAL CENTER
Type of Transaction: | G2B, G2C T
All owners or its authorized representative DEVELOPMENT OFFICE
Who may avail: of buildings /structures who are required Gy Panning and Development Coordnator
to secure bu'ldlng permlt Telefax: (034) 399-3443 / Email: cpdo_victorias_city@yahoo.com
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Filled-up Application Form for Zoning/Locational e CPDO

Clearance duly notarized - 3 copies
e Complete Building Plans duly signed by a Civil n
Engr./Architect/Electrical Engr./Sanitary Engr. -5
sets
e Photocopy of the following documents:
- Bill of Materials approved by Civil
Engineer/Architect - 5 copies
- Specifications approved by Civil
Engineer/Architect - 5 copies
- Design Analysis duly signed by Civil Engineer -5
copies
- Lot Plan with vicinity map signed by Geodetic
Engineer - 5 copies
- Transfer Certificate of Title (TCT) or Deed of Sale L
- 5 copies
- Property Tax Declaration (Updated for the current
year) - 5 copies
- Iflot is not owned: (submit any of the following)
- Contract of Lease - 5 copies
- Authority to Occupy Lot or Authority
to construct from the owner - 1 copy
- Affidavit of consent from the owner to
use the lot - 1 copy
e Environmental Clearance Certificate (ECC), when
applicable - 1 copy
e Special Power of Attorney for authorized i
representative - 1 copy

e c/o Client
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TYPE OF STRUCTURE/PROJECT COST

CLEARANCE FEE

a. Residential single attached

e P100,000.00 and below

P 288.00

e Over P100,000.00 to 200,000.00

P 578.00

e Over P200,000.00

P 720.00 + 1/10 of 1% in excess of P
200,000.00

b. Apartment

e P500,000.00 and below

P 1,440.00

e Over P500,000.00 to P2,000,000.00

P 2,160.00

e Over P2,000,000.00

P 3,600.00 + 1/10 of 1% in excess of
P2,000,000.00 regardless of the number of
doors.

c. Dormitory

e P2,000,000.00 and below

P 3,600.00

e Over P2,000,000.00

P 3,600.00 + 1/10 of 1 % in excess of P
2,000,000.00 regardless of the number of
rooms.

d. Institutional

e Below P2,000,000.00

P 2,880.00

e Over P2,000,000.00

P 2,880.00 + 1/10 of 1 % in excess of
P2,000,000.00

e. Commercial, Industrial, Agro-industrial

e P100,000.00 and below P 1,440.00
e Over P100,000.00 to P500,000.00 P 2,160.00
e Over P500,000.00 to P1,000,000.00 P 2,880.00
e Over P1,000,000.00 to P2,000,000.00 P 4,320.00
e Over P2,000,000.00 P 7,200.00 + 1/10 of 1 % in excess of

P2,000,000.00

f. Special Use/Special Project

e Below P2,000,000.00

P 7,200.00

e Over P2,000,000.00

P 7,200.00 + 1/10 of 1% in excess of P
2,000,000.00

g. Alteration / Expansion ( affected areas/cost
of expansion only)

Same as original application.

h. University of the Philippines Law Center
(UPLC) Legal Research Fee

P12.00 or one percent (1%) of every fee
charged, whichever is higher
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FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Upon FELIX
submission, CPDO SEBASTIAN,
Staff shall: EnP
1.1. Assess Zoning Officer IlI
proposed project
based on the TEACHIE GAYOTIN,
Approved Zoning EnP
1. Submit Ordinance Planning Officer llI
Complete 1.2. Review 30 minutes
Requl?rements completeness of FELICITO
requirements FREDERIC ORLINA
13. Determine Project Dev’t. Asst
:cggztional clearance ROCELYN
BABOR
1.4. Issue Order of Admin. Asst. |
payment (Computer Op. 1)
FELIX
eferto SEBASTIAN,
of fees/ _ EnP_
clearance Zoning Officer Il
2. Receive Order fees
of Payment TEACHIE GAYOTIN,
(OP) _EnP
Planning Officer Il
Note: After receipt of 1 minute FELICITO
OP, proce’ed to.Clty FREDERIC ORLINA
Treasurer’s Office Project Dev't. Asst
and pay
ROCELYN
BABOR
Admin. Asst. |
(Computer Op. )
3. Present FELIX E.
Official 3. CPDO staff SEBASTIAN, EnP
Receipt (O.R.) | checks official 30 minutes Zoning Officer lll
and get receipt and issues
Locational locational clearance TEACHIE GAYQOTIN,
Clearance EnP
Planning Officer lll
Refer to
schedule
Total: | of fees/ 1 hour, 1 min.
clearance
fees
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15. Securing Zoning Certification /Land Use Certification

ABOUT THE SERVICE

Site Zoning Certification/Land Use Certification is requested for record and reference purposes.

Office or Division:

City Planning & Development Office

Classification:

Simple

Type of Transaction:

G2B, G2C

Who may avail:

All land owners and its authorized representative

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

e Letter-request addressed to the
City Planning Development Coordinator
thru the Zoning Officer / Zoning
Administrator Designate

e Photocopy of the following documents
- Lot Plan with vicinity map signed by a

Geodetic Engineer.

- Transfer Certificate of Title (TCT) or

Deed of Sale

- Real Property Tax Declaration
(updated for the current year)

S—_

c/o Client

CLIENT STEPS

AGENCY ACTIONS

FEESTO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Submit
complete
requirements

1. Uponsubmission,
CPDO staff shall:

1.1 Review the
completeness of
documents

1.2 Evaluate/verify
lot classification
based on the
Approved Zoning
Ordinance

1.3 Determine the
Zoning
Certification Fee

1.4 Issue Order of
Payment

None

30 minutes for
areas not
requiring field
visit
or
1 day for areas
requiring field

visit / site
verification

FELIX
SEBASTIAN,
EnP
Zoning Officer Il

TEACHIE

GAYOTIN,
EnP

Planning Officer IlI

FELICITO
FREDERIC
ORLINA
Project Dev’t. Asst.
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2. Receive Order

SEBASTIAN,
EnP
Zoning Officer Il

of Payment
(OP) TEACHIE
_ P 720.00/ha 1 minute GAYOTIN,
Note: After receipt EnP
of OP, proceed to Planning Officer IlI
City Treasurer’s
Office & pay FELICITO
FREDERIC
ORLINA
Project Dev’t. Asst.
FELIX
SEBASTIAN,
3. Present 3. CPDO staffchecks EnP
Official the official receipt, Zoning Officer Il
Receipt and prepares, signs and None 40 minutes
get Zoning release the Zoning TEACHIE
Certification Certification GAYOTIN,
EnP
Planning Officer llI
1 hour, 11
mins. (for
transactions
Total: | P 720.00/ha with no field
Visitand 1 day
fortransactions
with field visit)
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16. Securing a Building Permit

ABOUT THE SERVICE

A Building Permit is mandatory prior to construction, alteration or

OSMENA AVENUE

2 s 8 4
CITY PUBLIC PLAZA I |x

E
:

. . . . . CITY ENGINEERING
major repair on construction of any building/structure owned by OFFICE

government or private entities.

The permit becomes null and void if the building or work authorized
therein is not commenced within a period of one year from the date

ADMINISTRATIVE BUILDING

VICTORIAS COMMERCIAL
CENTER
133415 ¥3AOF

CULTURAL CENTER

of such permit or if the building or work so authorized is suspended [Pkl

or abandoned at any time after it has been commenced, for a

OFFICE

For more information, please contact: Mary Jean C.

period of 120 days. e
Office or Division: City Engineer’s Office
Classification: Simple
Type of Transaction: G2B,G2C,G2G
Who may avalil: All

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

Application Forms (Building,
Sanitary/Plumbing, Electrical, Mechanical - 3
copies

Building Plans (Architectural, Structural,
Sanitary/plumbing, Electrical, Mechanical)
(signed & certified by a Civil Engineer or
Architect) - 5 sets

Bill of Materials and Cost Estimates (signed &
certified by Civil Engineer or Architect) - 5
Copies

Specifications (Approved by the Owner: Signed
& certified by Civil Engineer or Architect)

Lot Plan with Certification of a Geodetic Engineer
(GE)

Title of Property (Transfer Certificate of Title)- 5
copies

Deed of Sale/Lease Contract/Contract to Sell, if
the TCT is not in the name of the owner/applicant
- 5 copies

Structural Design Computations with seismic
analysis (signed & certified by Civil Engineer or
Architect)- 5 Copies

Previous approved plan or permit in case of
addition, alteration and renovation - 3 copies
Latest Tax Declaration and Certificate of Real
Property tax payment - 3 copies

Locational and Zoning Clearance

BFP approval

City Engineer’s Office

c/o Client (Architect/Engineer)

c/o Client (Architect/Engineer)

c/o Client (Architect/Engineer)

c/o Client (Geodetic Engineer)
c/o Client (LRA/ROD)

c/o Client (Lawyer)

c/o Client (Civil Engineer)

City Assessor’s Office/ City Treasurer’s
Office

City Planning and Development Office
Bureau of Fire Protection
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CLIENT STEPS

AGENCY
ACTIONS

FEES TO BE
PAID

PROCESSI
NG
TIME

PERSON
RESPONSIBLE

1. Submit
complete
requirements
for evaluation

1. Employee in-
charge will conduct
evaluation of
various technical
aspects.

*The CEO will
give you an
assessment of
your schedule
of fees based
on the
National
Building Code.

4 hours

MARY JEAN C.
MAJADUCON, CE
City Engineer

MYLA LEDESMA, CE
Engineer lll

RYAN NOVIA
Admin. Aide |
(Laborer I)

2. Assessment of
Permit Fees

2. The staff will issue
an Order of Payment

3. Approval and
releasing of
Building Permit

Get your copy of the
Building Permit and
sign in the logbook.

3. Building Official
approves the
Building Permit.

Staff releases/
issues the building
permit.

30 minutes

MARY JEAN C.
MAJADUCON, CE
City Engineer

MYLA LEDESMA, CE
Engineer lll

YVES LAWRENCE
MARI PATRIARCA, CE
Engineer I

FREDDIE PORRAS,
ME
Engineer |

ROLLY DELOS
REYES, EE

Engineer |

ADONIS JOSE

GABRIEL
Architect Il

RYAN NOVIA
Admin. Aide |
(Laborer I)

35 minutes

MARY JEAN C.
MAJADUCON, CE
City Engineer

MYLA LEDESMA, CE
Engineer lll

RYAN NOVIA
Admin. Aide |
(Laborer I)

Total:

*The CEO wi ill giv e you
an assessment of your
schedule of fees based
on the National Building
Code.

5hours, 5
mins.
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17. Securing Other Building-Related Permits

ABOUT THE SERVICE

Aside from a Building Permit, the Office of the Building Officials/City Engineer’s Office issues other
permits that are required before the renovation, construction or demolition of any structure.

Office or Division: City Engineer’s Office
Classification: Simple

Type of Transaction: G2B,G2C,G2G

Who may avail: All

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

ELECTRICAL PERMIT

This permit is required before putting up new/additional, or altering
electrical installations involving at least 20 outlets or a capacity of 4 KW,
For new buildings, this forms a part of the requirements for a Building
Permit Application.
Requirements:

1. Electrical Permit Application Form signed by a professional

Electrical Engineer

2. Electrical Plans

3. Electrical Specifications

4. Bill of Materials and Cost Estimates

MECHANICAL PERMIT

This is required before the installation of new / additional, removal or
alteration of machinery of at least 20 HP. For new buildings, this forms a
part of the requirements for a Building Permit Application.
Requirements:

Mechanical Permit Application Form

Mechanical Plans signed by a Mechanical
Mechanical Specifications Engineer

Bill of Materials and Cost Estimates

o=

SANITARY/PLUMBING PERMIT

This permit is required before the construction of new/additional, or
altering existing plumbing installations, water supply, storm drainage,
water purification and sewerage treatment plants. For new buildings, this
forms a part of the requirements for a Building Permit application.
Requirements:

1. Sanitary/Plumbing Permits Application Form signed by a Sanitary

or Master Plumber

2. Sanitary/Plumbing Plans

3. Sanitary/Plumbing Specifications

4. Bill of Materials and Cost Estimates

c/o Client (Electrical
Engineer)

c/o Client
(Mechanical
Engineer)

c/o Client (Master
Plumber)
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FENCING PERMIT

This is secured prior to actual construction of a fence.
Requirements:

1. Fencing Permit Application Form signed by Civil Engineer/

2. Fencing Plan (Complete Set) } Architect

3. Bill of Materials and Cost Estimates

4. Lot Plan with Certification of a Geodetic Engineer that the
proposed fence will not encroach on adjoining properties.

5. Transfer Certificate of Title (TCT)

6. Deed of Sale/Lease Contract/Contract to Sell (if the TCT is not in

the name of the owner/applicant)
7. Updated Real Property Tax Declaration
8. Certificate of Real Property Tax Payment
9. Certification from City Assessors Office

DEMOLITION PERMIT

This permit is secured prior to the systematic dismantling or destruction
of a building or structure in whole or in part.
Requirements:

1. Demolition Permit Form - signed by Civil Engineer/Architect

2. Sketch Plan of area to be demolished

3. Certificate of Real Property Tax Payment

EXCAVATION AND GROUND PREPARATION PERMIT

This permit is secured prior to actual ground preparation and excavation
after the building line is established. It is also a requirement for a Water
Connection request.
Requirements:

1. Accomplished Permit Form for EXCAVATION

Architect/Civil
Engineer

Geodetic Engineer

LRA/ROD
Lawyer

Assessor
Treasurer
Assessor

Architect/Engineer
Architect/Engineer
Treasurer

Architect/Engineer

FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
: MARY JEAN C.
1. Submit MAJADUCON, CE
Requirements City Engineer
Submit the duly 1. Staff evaluates MYLA LEDESMA,
accomplished application form and 10 minutes CE
Application Form and other documents Engineer Il
other documents to the
staff in charge of RYAN NOVIA
receiving. Admin. Aide |
(Laborer 1)
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2. Evaluation and

2. The technical
staff evaluates and
assesses the
submitted plans and
pertinent documents

MARY JEAN C.
MAJADUCON, CE
City Engineer

Assessment ) . 2 hours MYLA LEDESMA,
for compliance with CE
the rec_]ui.rements of Engineer Il
the building code,
referral codes, laws YVES LAWRENCE
and ordinances. MARI PATRIARCA,
*The CEO CE
W|” glve you Eng|neer Il
3. Issuance of Order an FREDDIE PORRAS,
of Payment assessment ME
: of your Engineer |
If the documents are in %rggfgl'cssge;g:t schedule of 5 minutes
order, an Order of y fees based ROLLYDELOS
Payment stating the fees on the REYES’ EE
to be paid will be issued. National Engineer |
Building ADONIS JOSE
Code. GABRIEL
4. Approval and 4. Building Official Architect Il
I f it |a th it
release of permi pproves the permi S RYAN NOVIA
Sign in the logbook and | Staff releases/ issues Admin. Aide |
get your approved permit. | the permit (Laborer 1)
The CEO
will give you
an
assessment
of your
Total :| schedule of 2 hou_rs, 50
mins.
fees based
on the
National
Building
Code.
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18. Securing an Occupancy Permit

ABOUT THE SERVICE
An Occupancy Permit is required before any building or structure be occupied.

It is also required if there is any change in the existing use or occupancy classification of a building,
structure or any portion thereof.

Office or Division: City Engineer’s Office

Classification: Simple

Type of Transaction: G2B,G2C,G2G

Who may avail: All

CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE

o Certificate of Completion from the Building o City Engineer’s Office
Official

e Certificate of Completion - Mechanical, ¢ Architect/Engineer
Electrical and Sanitary/Plumbing Permits

e Logbook of Building Construction and e Architect/Engineer
Building Inspection Sheet duly accomplished
by the contractor (if undertaken by the
contractor) and signed and sealed by the
Architect or Civil Engineer

o Certificate of Final Electrical Inspection e City Engineer’s Office

e Final Fire Safety Inspection report by the e Bureau of Fire Protection
Bureau of Fire Protection

FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit
Requirements
MYLA LEDESMA,
After clearances have CE
been secured from the Engineer Il
BFP, submit the duly 1. Staff evaluates
accomplished forms and | documents and RYAN NOVIA
related documents, safety | technical staff None 10 minutes Admin. Aide |
certificates, as- built plans | schedules for (Laborer 1)
(for any deviations from | inspection
the approved plans) and ADONIS JOSE
detailed sketch of location. GAB.RIEL
Architect I
Afterwards, request for an
inspection schedule.
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MARY JEAN C.
MAJADUCON, CE

City Engineer

MYLA LEDESMA,
CE
Engineer lll
2. Building YVES LAWRENCE
inspectors/technical MARI PATRIARCA,
2. Building staff conduct actual 2 hours CE
Inspection inspection of the Engineer I
completed building/
structure FREDDIE PORRAS,
ME
Engineer |
ROLLY DELOS
REYES, EE
Engineer |
RYAN NOVIA
Admin. Aide |
(Laborer I)
MARY JEAN C.
3. Building Official MAEJ:,?[\)I/D gr%agérCE
3. Approval of approves the
Permits and Occupancy Permit MYLA LEDESMA,
Release of 35 minutes CE
Certificate of Staff releases/issues Engineer I
Occupancy Certificate of
Occupancy RYAN NQV|A
Admin. Aide |
(Laborer 1)
Total
assessment
of schedule
Total - of fees 2 hours, 45
ofal:1" pased on mins.
the National
Building
Code
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19. Requesting for Transfer of Ownership - Land Title

ABOUT THE SERVICE

Within 60 days upon issuance of the Transfer Certificate of Title
from Registry of Deeds, the owner or his duly authorized
representative shall submit the following requirements to the Office

of the City Assessor.

(OSMENA AVENUE

PLAZA
CITY ASSESSOR'S
ASCALON STREET g OFFICE »
5
=1

ADMINISTRATIVE BUILDING

CENTER

ICTORIAS COMMERCIAL

Office or Division: City Assessor’s Office = P p—
Classification: Complex
Type of Transaction: G2C,G2B OFFICE
Who may avail: All Efnore formation, please contact: Caroline Joy F. sart,
Tel. No.: (034) 399-2842
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
¢ Photocopy of Deed of Conveyance (Sale, e Lawyer
Inheritance, Donation, etc.)
e Photocopy of updated Land Tax receipts e City Assessor’s Office
e Photocopy of Transfer Tax receipt e City Treasurer’s Office
e Photocopy of the Land Title e Register of Deeds
e Photocopy of Certificate Authorizing e Bureau of Internal Revenue (BIR)
Registration (CAR) from Bureau of Internal
Revenue (BIR)
*Note: Present original documents together
with the submission of requirements.
AGENCY FEESTOBE | PROCESSING PERSON
SHISNISIS ACTIONS PAID TIME RESPONSIBLE
*Late Filing of
et 1 Recating | 200 00Me
charge for validation Re!easing clerk exceeding 60 :
recording and ‘| validates and. days from the 10 minutes
documentation records submitted date of TCT
documents .
issuance
2. Fill-up Sales Data LOURIDEL
Sheet and Sworn . CALUYO
Statement and affix|2- Clerk receives Staff in-charge
your Signature_ fi||ed-0ut SaleS
Leave contact Data Sheet,
information to Sworn Statement None 20 minutes
receiving/releasing |and contact
clerk. information of
*Note: Property owner/s will be client
contacted by the Asessor's Office
for the scheduled inspection
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3.
a.

If lot is with
improvements,
request for
assessment will be
forwarded to
Appraisal Division
for site inspection
and validation,
data gathering with
proper
documentation of
the property (e.g.
manually prepared
Field Appraisal
and Assessment
Sheet (FAAS)
preparation and
snapshot).

*Please referto
requesting
assessment for
newly constructed
building or
acquired
machinery
(equipment)

If lot is vacant,
documents will be
processed for
encoding.

3. Manually
prepares Field
Appraisal and
Assessment
Sheet (FAAS)
preparation and
shapshot.

None

As per schedule
of inspection of
employee-in-
charge within
seven (7)
working days
upon receipt of
complete
documents

Barangay lll, IV, VII,
X, XIV,XIX-A, XXI:

DENNIS ACUNA

Admin Aide VI
(Data Controller 1)

RIZA ARAYA
Admin Aide |
(Casual Laborer 1)

LOURIDEL

CALUYO
Staff in-charge

JOSEPHINE
BUENACOSA
Admin Aide Il
(Bookbinder I)

Barangay I, ILVIII, IX,
X1, X, XIX, XX:

LANIE
POLONDAYA
Admin Asst. |
(Bookbinder 111)

JOHN
BORRERO

Admin Aide Il
(Bookbinder I)

CHRISTOPHER

ARELLANO
Admin Aide lll
(Utility Worker II)

MA. JOENELA
BACAY
Admin Aide |
(Casual Laborer I)

Barangay V, VI, VI-A,
XI:

RODNEY

MABAQUIAO
Admin Aide IV
(Bookbinder 1)

MEA GUZON

Admin Asst. |
(Bookbinder 111)

LENNON

VITORIN
Staff in-charge
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4. Forwarding of

documents to data

encoders for
encoding and

4. Employee-in-
charge encodes

printing of system 2 days
generated Field data
Appraisal &
Assessment Sheet
(FAAS) & PRF.

6. Validation, .
approval of A CAROLINE JOY
transaction on and approves the 2 days F. SARITO
validated FAAS & FAAS OIC-City Assessor
system RPTAS

7. Printing and 7. Employee-in- None Same person/s
releasing of Notice | charge releases 30 minutes responsible in
of Assessment notice Step 3

Total:

* Late Filing of
P 500.00/title
for declarations
exceeding 60
days from the
date of TCT
issuance

5 working days
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20. Requesting Copy for Tax Declaration

ABOUT THE SERVICE

Tax Declaration represents the ownership but not the title to the property. It can be secured from the
Office of the City Assessor and can be done either personally or through an authorized representative.

Office or Division: City Assessor’s Office
Classification: Simple

Type of Transaction: G2C,G2B

Who may avail: All

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

e Updated copy of Real Property Tax

Receipt

e Authorization letter, ID from the registered

owner & ID of authorized representative

City Treasurer’s Office

AGENCY FEESTO BE PROCESSING PERSON
CEIENT SIS ACTIONS PAID TIME RESPONSIBLE
Barangay lll, IV, VII, X,
1. Approach te e AGA
ront des
clerk and Admin Aide VI
request forthe (Data Controller 1)
printing of the ITAleA'AEﬁYf\
Property Tax min Aide
Declaration (Cell_ScL;c'ﬂ E?Bgﬁr )]
Egeseg;|noguar 1. Front desk CALUYO
Re[z prgperty clerk asks Staff in-charge
Tax (RPT) OffiCiE.Eﬂ Request JOSEPHINE
Receipt with for printing of None S minutes BUENACOSA
u datgd Tax Declaration Admin Aide Ii
pgymentand Certificate from (Bookbinder I)

. the client Barangay |, Il VIII, IX,
wait for the XI1, XIH1, XIX, XX:
issuance of LANIE
Request for POLONDAYA
Payment for Admin Asst. |
the Printing of (Bookbinder I1l)
Tax JOHN BORRERO
Declaration Admin Aide I
Certificate (Bookbinder I)
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“CPILIPINGS

CHRISTOPHER
ARELLANO
Admin Aide Il (Utility

Worker I1)

MA. JOENELA
BACAY
Admin Aide |
(Casual Laborer 1)
Barangay V, VI, VI-A, XI:
RODNEY
MABAQUIAO
Admin Aide IV
(Bookbinder I1)

MEA GUZON

Admin Asst. |
(Bookbinder 111)

LENNON
VITORIN
Staff in-charge

2. Pay the required

fees

2. Employee-in-
charge issues
official receipt
upon payment of
fees

P30/Certification
P30 Doc Stamps
P50 Document
Security Seal

City Treasurer’'s
Office

3.

Present your
receipt to the

clerk of 3. Clerk prints
Assessor’s Tax Declaration Same person/s
Office for the Certificate and 10 minutes responsible in Step
printing and have it signed by 1
signing of your | head of office
Tax None
Declaration

4. Pr?cegd to Ith?( 4. Releasing
;e e;smg cler Clerk issues Same person/s
ior ?1 f signed Tax 5 minutes responsible in Step
;;:ngi 0 Declaration 1
Declaration Certificate

Total: 15 minutes
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21. Requesting Copy for Certification of Real Property, No Real
Property, No Existing Improvement, and Certificate of Land Holdings

ABOUT THE SERVICE

The document certifies the status of property ownership of the person with regards to Assessor’s
Records.

a) Clearance for business permits- Barangay
b) Scholarship grants
c¢) Financial aid - CSWD

Assessor’s Office
Engineering Office

d) Transfer of property -
e) Construction of building -

Office or Division: City Assessor’s Office
Classification: Simple

Type of Transaction: G2C,G2B

Who may avalil: All

CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE

e Barangay Clearance e Barangay Hall
AGENCY FEESTO BE PROCESSING PERSON
CLIENT STESS ACTIONS PAID TIME RESPONSIBLE
Barangay Ill, IV, VII, X,
XIV,XIX-A, XXI:_
DENNIS ACUNA
Admin Aide VI
1. Approach the (Data Controller 1)
front desk RIZA ARAYA
clerk and Admin Aide |
request for (Casual Laborer )
the LOURIDEL
Certification | - Fr°”theS" C'ﬁfk CALUYO
thatyou need :gsues efques or Staff in-charge
and wait for "’.‘ytr.“e”t fOTr None 5 minutes JOSEPHINE
the issuance pDrlnllng of Tax BUENACOSA
of Payment ec .a_ratlon Admin Aide I
Order Form Certificate (Bookbinder 1)
for the Barangay |, II,VIII, IX,
certification P(I)_I'_A\gII\IEDAYA
needed. Admin Asst. |
(Bookbinder 111)
JOHN BORRERO
Admin Aide I
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(Bookbinder I)

CHRISTOPHER
ARELLANO
Admin Aide IlI

(Utility Worker II)

MA. JOENELA
BACAY
Admin Aide |
(Casual Laborer 1)

Barangay V, VI, VI-A,
XI:

RODNEY
MABAQUIAO
Admin Aide IV
(Bookbinder 1)

MEA GUZON

Admin Asst. |
(Bookbinder I11)

LENNON

VITORIN
Staff in-charge

2. Pay the
required fees

2. Employee-in-
charge issues
official receipt
upon payment of
fees

P30/Certification

P30/Doc Stamp
P50/Document
Security Seal

City Treasurer’s
Office

3. Present your
receipt to the

clerk of 3. Clerk prints
Assessor’s certification and .
Office for the | have it signed by 10 minutes
printing and head of office Same person/s
signing of the L
Certification. None reSpSotr;lt;Ie in
4. Proceed to
ﬂ;e rkelfea?;]ng 4. Releasing Clerk
clerk for ? issues signed 5 minutes
Issuance o certification
your
Certification.
P30/Certification
Total: P30 Doc Stamp 15 minutes

P50 Document
Security Seal
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22. Requesting the Exact Location, Boundary, Physical Change, Actual
Use and Area of the Property

ABOUT THE SERVICE

This service enables the client(s) to determine the exact location, boundary, physical change, actual
use and area of his/her real properties.

Office or Division: City Assessor’s Office
Classification: Simple
Type of Transaction: G2C,G2B
Who may avail: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Letter Request from the owner e Property/Lot Owner
e Photocopy of Title e Lot Owner
AGENCY FEESTO | PROCESSING PERSON
GRS ACTIONS BE PAID TIME RESPONSIBLE
Barangay lll, IV, VI,
X, XIV,XIX-A, XXI:
DENNIS
ACUNA
Admin Aide VI
(Data Controller 1)
RIZA ARAYA
Admin Aide |
1. Request forthe (Casual Laborer
Service )
Approach the front LOURIDEL
Vi CALUYO
receiving/releasing 1. Rece_lvmg/ .
Releasing clerk Staff in-charge
clerk, state your 9
’ - receives None 5 minutes JOSEPHINE
request and submit .
and leave your requirements for BUENACOSA
requirements and evaluation Admin Aide Il
contactinformation to (Bookbinder )
receiving/releasing B&)l(rl?n%&llly |X I|;év;|(|),( IX,
clerk for evaluation. "LANIE
POLONDAYA
Admin Asst. |
(Bookbinder 111)
JOHN
BORRERO
Admin Aide Il
(Bookbinder I)
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2. Pay the required fees

2. Employee-in-
charge issues
official receipt
upon payment of
fees

CHRISTOPHER

ARELLANO
Admin Aide Il
(Utility Worker II)

MA. JOENELA
BACAY
Admin Aide |
(Casual Laborer
1)
Barangay V, VI, VI-
A, XI:
RODNEY
MABAQUIAO
Admin Aide IV
(Bookbinder 1)

MEA GUZON
Admin Asst. |
(Bookbinder III)

LENNON
VITORIN
Staff in-charge

3. Data Verification

Request for Assessment will
be forwarded to Appraisal
Division for record
verification, site inspection
and validation, data
gathering with proper
documentation of the
property (e.g. manually
prepared Field Appraisal
and Assessment Sheet
(FAAS) preparation and
snapshot).

*Note: Property owner/s will
be contacted by the
Appraisal Division for the
schedule of inspection.

3. Appraisal
Division verifies
record, site
inspection,
validation and data
gathering with
proper
documentation of
the property

City Treasurer’s
Office

1 hour

Same person/s
responsible in
Step 1
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4. Documents
forwarded to encoders
for editing if there is a
need for correction of
entries of area;
location; classification;
boundary; or physical

4. Encoders edit

change of the property Same person/s
whichever is documents 10 minutes responsible in
: I forwarded by
applicable and printing Appraisal Division Step 1
of system generated
Field Appraisal and
Assessment Sheet
(FAAS) and Property
Record Form (PRF).
5. Validation of system 5. Signs the FAAS 3 minutes
generated FAAS for approval
6. Approves of
assessment of the 6. Signs the FAAS 3 mi CAROLINE JOY
minutes
system generated for approval S. PIDO
FAAS OIC-City
: Assessor
7. Approval of Z\-s'(s)égs-grlgpproves
transaction on the : 1 minute
transaction on the
system
system
8. Printing of Notice of
Assessment, Record
of Assessment and 8. Printing of 1 minute
Tax Declaration for document
signature and record Same person/s
keeping responsible in
9. Employee-in- Step 1
9. Releasing of Notice charge dlgtrlbutes/ .
sends notice of 1 minute
of Assessment
assessment to
landowner
Total: None 1 hr., 20 mins.
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23. Requesting Assessment for a Newly Constructed Building or
Acquired Machinery (Equipment)

ABOUT THE SERVICE

It shall be the duty of any person who acquired a property or who has newly-constructed houses/
buildings or has done other improvements together with the approved plan. In the case of machinery,
the owner or his duly authorized representative is given sixty-days for filing the required sworn
declaration of property values which shall commence on the date of installation thereof as determined
by the City Assessor.

The City Assessor’s Office conducts site inspection and monitoring report upon the submission of the
approved building plan of the landowner for purpose assessment and record for taxation purposes.

Office or Division: City Assessor’s Office

Classification: Complex

Type of Transaction: G2C,G2B

Who may avail: All

CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE

e Blueprint copy of approved building plan o City Engineering Office
e Filing of sworn statement declaring the o City Assessor’s Office
true value together with delivery receipt.

AGENCY FEESTOBE | PROCESSING PERSON
SRIENT STERS ACTIONS PAID TIME RESPONSIBLE
Barangay I, IV, VII, X,
XIV, XIX-A, XXI:
DENNIS ACUNA
Admin Aide VI
(Data Controller I)
1. Request for RIZA_ AR_AYA
service Admin Aide |
Approach the front (Casual Laborer )
receiving and releasing | 1. Receiving/ LOURIDEL
clerk, state your Releasing clerk CALUYO
request, submit, leave | receives None 5 minutes Staff in-charge
your requirements and | requirements
contact information to | for evaluation JOSEPHINE
person in-charge for BUENACOSA
evaluation. Admin Aide Il

(Bookbinder 1)

Barangay |, I1,VIII, IX,
X1, X, XIX, XX:

LANIE

POLONDAYA
Admin Asst. |
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(Bookbinder III)

JOHN BORRERO
Admin Aide Il
(Bookbinder 1)

CHRISTOPHER
ARELLANO
Admin Aide llI

(Utility Worker 1)

MA. JOENELA
BACAY
Admin Aide |
(Casual Laborer 1)
Barangay V, VI, VI-A,
XI:
RODNEY
MABAQUIAO
Admin Aide IV
(Bookbinder I1)

MEA GUZON
Admin Asst. |
(Bookbinder 111)

LENNON

VITORIN
Staff in-charge

2. Pay required
fees

2. Employee-in-
charge issues
official receipt
upon payment of
fees

Inspection fee
Residential ot
P100
Residential bldg
P100
Commercial lot
P500
Commercial bldg
P200

Industrial lot
P500

Industrial bldg
P200
Agricultural lot
P400
Agricultural bldg
P150
Reassessment
Fee P50

City Treasurer’s
Office
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3. Present receipt
to person in
charge.
Request for
assessment will
be subject for
site inspection
and validation,
data gathering
with proper
documentation
of the property
(e.g. manually
prepared Field
Appraisal and
Assessment
sheet (FAAS)
preparation &
snapshot).

*Note: Property
owner/s will be
contacted by the
Appraisal Division for
the schedule of
inspection.

3. Appraisal
Division verifies
record and contact
property owners
for the conduct of
site inspection and
validation and data
gathering with
proper
documentation of
the property

Within five (5)
working days
upon receipt of
the request,
requirements
and payment

4. Data encoding
and printing of

4. Employee-in-
charge encodes

Same person/s
responsible in
Step 1

system ; 1 day
enerated and prints system
g AAS generated FAAS
5. Validation of 5. City Assessor
system approves 1 day
generated transaction on the
FAAS system
6. A | of .
assessmentof | & Clty Assessor CAROLINE JOY
the system approves 1 day S. PIDO
y assessment on the ;
generated system OIC-City Assessor
FAAS
7. Approval of 7. City Assessor
transaction on approves 1 day
the system transaction on the
system
8. Printing of 8. Employee-in- 1 day Same person/s
Notice of charge prints Notice responsible in
of Assessment Step 1
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9. Refeasingof | & N
Assessment
Total
Total: | corresponding | 7 working days
fees
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24. Schedule of Market Value of Real Properties for the City of Victorias,
Province of Negros Occidental as mandated under sections 212 and 219
of Republic Act 7160 otherwise known as the Local Government Code of 1991

NOTE:

The office of the City Assessor is guided with Republic Act 7160, section 212 and 219 otherwise
known as the Local Government Code of 1991 as implemented by the Local Assessment
Regulations No. 01-04 supplemented by the Mass Appraisal Guidebook (MAG) specifically Guidance
Note No. 13 (GN 13) of the Philippine Valuation Standards under Department Order No. 37-09 of the
Department of Finance.

Office or Division: City Assessor’s Office
Classification: Simple
Type of Transaction: G2C,G2B
Who may avail: All
ASSESSMENT SCHEDULE:
LANDS:

Class and base unit value
(per square meter)

L 2014 (Reviewed
2008 20118(I§/|>§|/§t|ng & approval by 2017 (SPI\;l(z/r)Josed
BLGF-VI)
Residential lands
18t class 800.00 1,000.00 1,600.00 2,500.00
2nd class 600.00 900.00 1,400.00 2,300.00
3rd class 500.00 800.00 1,000.00 1,900.00
4t class 400.00 700.00 800.00 1,700.00
5t class 300.00 600.00 700.00 1,500.00
6t class 500.00 1,400.00
7t class 1,200.00
Commercial lands
18t class 2,000.00 2,800.00 4,000.00 6,000.00
2nd class 1,800.00 2,500.00 3,500.00 5,500.00
3 class 1,500.00 2,300.00 2,500.00 4,500.00
4™ class 1,200.00 2,000.00 4,100.00
5th class 1,000.00 3,700.00
6" class 3,100.00
Industrial lands
1st class 2,000.00 2,000.00 2,000.00 2,000.00
2nd class 1,800.00 1,800.00 1,800.00 1,800.00
3rd class 1,500.00 1,500.00 1,500.00 1,500.00
4t class 1,200.00
5t class 1,000.00
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SCHEDULE OF VALUES ON AGRICULTURAL LANDS OF VICTORIAS CITY

GR - 2008 MARKET | GR —-2011 MARKET GR -2014 MARKET GR - 2017 MARKET
KIND OF LAND VALUE per VALUE per VALUE per HECTARE VALUE per
HECTARE HECTARE (UpOQLaggfglv)a' of HECTARE
(Existing SMV) (proposed)
SUGARLAND
1st class 290,000.00 370,000.00 400,000.00 400,000.00
2" class 250,000.00 320,000.00 370,000.00 370,000.00
3 class 150,000.00 270,000.00 350,000.00 350,000.00
4% class 100,000.00 250,000.00 270,000.00 270,000.00
5t class 80,000.00 200,000.00 250,000.00 250,000.00
PRAWN PONDS
1st class 250,000.00 320,000.00 500,000.00 500,000.00
2"9 class 180,000.00 280,000.00 450,000.00 450,000.00
3 class 150,000.00 250,000.00 400,000.00 400,000.00
4™ class 120,000.00 200,000.00 350,000.00 350,000.00
5t class 170,000.00 300,000.00 300,000.00
FISHPOND-TILAPIA
TSt class 180,000.00 310,000.00 310,000.00 310,000.00
2"d class 130,000.00 255,000.00 255,000.00 255,000.00
3 class 100,000.00 200,000.00 200,000.00 200,000.00
4% class 75,000.00 170,000.00 170,000.00 170,000.00
5" class 140,000.00 140,000.00 140,000.00
FISHPOND-BANGUS
|1t class 200,000.00 255,000.00 255,000.00 255,000.00
29 class 150,000.00 200,000.00 200,000.00 200,000.00
3 class 100,000.00 150,000.00 150,000.00 150,000.00
4™ class 80,000.00 120,000.00 120,000.00 120,000.00
5t class 100,000.00 100,000.00 100,000.00
LOWLAND RICE WITH IRRIGATION
1st class 230,000.00 360,000.00 570,000.00 570,000.00
2" class 190,000.00 290,000.00 550,000.00 550,000.00
3 class 150,000.00 200,000.00 520,000.00 520,000.00
4™ class 100,000.00 150,000.00 470,000.00 470,000.00
LOWLAND RICE WITHOUT IRRIGATION
1st class 150,000.00 185,000.00 185,000.00 185,000.00
29 class 120,000.00 150,000.00 150,000.00 150,000.00
3 class 90,000.00 100,000.00 100,000.00 100,000.00
4™ class 75,000.00 90,000.00 90,000.00 90,000.00
5t class 70,000.00 70,000.00 70,000.00
UPLAND RICE
1st class 100,000.00 155,000.00 155,000.00 155,000.00
2" class 80,000.00 120,000.00 120,000.00 120,000.00
3 class 60,000.00 90,000.00 90,000.00 90,000.00
4% class 40,000.00 70,000.00 70,000.00 70,000.00
CORNLAND
1st class 70,000.00 170,000.00 170,000.00 170,000.00
2"9 class 50,000.00 120,000.00 120,000.00 120,000.00
3 class 30,000.00 90,000.00 90,000.00 90,000.00
4™ class 25,000.00 70,000.00 70,000.00 70,000.00
COCONUT LAND
1st class 100,000.00 150,000.00 150,000.00 150,000.00
2"9 class 75,000.00 130,000.00 130,000.00 130,000.00
3 class 50,000.00 90,000.00 90,000.00 90,000.00
4™ class 30,000.00 60,000.00 60,000.00 60,000.00
BAMBOO LAND
1t class 50,000.00 75,000.00 75,000.00 75,000.00
2" class 30,000.00 55,000.00 55,000.00 55,000.00
3 class 20,000.00 45,000.00 45,000.00 45,000.00
4™ class 35,000.00 35,000.00 35,000.00
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NON PRODUCTIVE NON PRODUCTIVE NON PRODUCTIVE NON | PRODUCTIVE
PRODUCTIVE PRODUCTIVE PRODUCTIVE PRODUCTIVE
ORCHARD LAND
| TSt class 50,000.00 170,000.00 50,000.00 170,000.00 50,000.00 170,000.00
2" class 30,000.00 150,000.00 30,000.00 150,000.00 30,000.00 150,000.00
3 class 20,000.00 120,000.00 20,000.00 120,000.00 20,000.00 120,000.00
4% class 10,000.00 100,000.00 10,000.00 100,000.00 10,000.00 100,000.00
CITRUS LAND
| 30,000.00 185,000.00 30,000.00 185,000.00 30,000.00 185,000.00 30,000.00 185,000.00
SANTOL BANGKOK
1st class 30,000.00 250,000.00 30,000.00 310,000.00 30,000.00 310,000.00 30,000.00 310,000.00
2" class 200,000.00 20,000.00 240,000.00 20,000.00 240,000.00 20,000.00 240,000.00
3 class 150,000.00 160,000.00 10,000.00 160,000.00 10,000.00 160,000.00
BANANA LAND
15T class 50,000.00 120,000.00 120,000.00 120,000.00
2" class 40,000.00 100,000.00 100,000.00 100,000.00
3 class 30,000.00 80,000.00 80,000.00 80,000.00
LANSONES NON PRODUCTIVE NON PRODUCTIVE NON PRODUCTIVE NON PRODUCTIVE
LAND PRODUCTIVE PRODUCTIVE PRODUCTIVE PRODUCTIVE
1st class 30,000.00 250,000.00 30,000.00 360,000.00 30,000.00 360,000.00 30,000.00 360,000.00
29 class 200,000.00 270,000.00 270,000.00 270,000.00
3 class 150,000.00 180,000.00 180,000.00 180,000.00
RAMBUTAN LAND
1st class 30,000.00 200,000.00 30,000.00 200,000.00 30,000.00 200,000.00 30,000.00 200,000.00
2"9 class 180,000.00 180,000.00
3 class 150,000.00 150,000.00
MARANG LAND 30,000.00 200,000.00 200,000.00 30,000.00 200,000.00 30,000.00 200,000.00 200,000.00
CACAO LAND 30,000.00 150,000.00 - 160,000.00 - 160,000.00
GUAVA LAND 30,000.00 100,000.00 140,000.00 140,000.00
DURIAN LAND
1st class 50,000.00 200,000.00 - 250,000.00 - 250,000.00 - 250,000.00
29 class - 200,000.00 - 200,000.00 - 200,000.00
3 class - 150,000.00 - 150,000.00 - 150,000.00
MANGO LAND 50,000.00 200,000.00 200,000.00 30,000.00 200,000.00 30,000.00 200,000.00
COPRA
FLORICULTURE
18t class 150,000.00 150,000.00 150,000.00 150,000.00
2" class 100,000.00 100,000.00 100,000.00
3 class 50,000.00
COGONAL LAND 10,000.00 20,000.00 20,000.00 20,000.00
RAWLAND 150.00 150.00 150.00 150.00
OTHERS 50,000.00 50,000.00 50,000.00 50,000.00
PASTURELAND 15,000.00 15,000.00 15,000.00 15,000.00
WASTELAND 15,000.00 15,000.00 15,000.00 15,000.00
TIMBERLAND
1St class I 30,000.00 30,000.00 30,000.00 30,000.00
NIPALAND
1stclass 60,000.00 140,000.00 140,000.00 140,000.00
2" class 40,000.00
3 class 20,000.00
COFFEELAND
1st class 50,000.00 75,000.00 75,000.00 75,000.00
2"9 class 65,000.00 65,000.00 65,000.00
3 class 55,000.00 55,000.00 55,000.00
SALT BEDS
1st class 47,000.00 47,000.00 47,000.00 47,000.00
29 class 45,000.00 45,000.00 45,000.00
3 class 40,000.00 40,000.00 40,000.00
FIREWOOD 20,000.00 60,000.00 60,000.00 60,000.00
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HORTICULTURE 40,000.00 60,000.00 60,000.00 60,000.00
MANGROVE 20,000.00 20,000.00 20,000.00 20,000.00
2“‘52%‘,8@5? 10,000.00 20,000.00 20,000.00 20,000.00
IPILAPIL 20,000.00 50,000.00 50,000.00 50,000.00
IKAKAWATE ’ ) ’ ) ’ ) ’ )

S INEAND POULTRY 200,000.00 200,000.00 200,000.00 200,000.00
GAMEFOWL BREEDING FARM/Ha.

T Class 750,000.00 900,000.00 900,000.00 900,000.00
27 Class 500,000.00 800,000.00 800,000.00 800,000.00
37 Class 350,000.00 700,000.00 700,000.00 700,000.00
4™ Class 250,000.00 550,000.00 550,000.00 550,000.00
5T Class 150,000.00 370,000.00 370,000.00 370,000.00
FORESHORE LAND
MARSH LAND 40,000.00 50,000.00 50,000.00 50,000.00
IDLE LAND 50,000.00 100,000.00 150,000.00 150,000.00
RESORTS
Beach Resorts 100.00/ sg.m 200.00/ sq.m 200.00/ sq.m
Inland Resorts 75.00/ sq.m 150.00/ sq.m 150.00/ sq.m
R ersidell akeside 50.00/ sq.m 100.00/ sq.m 200.00/ sq.m 200.00/ sq.m
Mountain Resorts 25.00/sg.m 100.00/ sg.m 200.00/ sq.m 200.00/ sq.m
Marketable Timber 5,950.00 6,000.00 6,000.00
Farmlots 800.00 1,000.00 1,000.00
Rawland 150.00/ sq.m 150.00/ sq.m 250.00/ sq.m 250.00/ sg.m
Homelot 50.00/ sq.m 100.00/ sq.m
Hda. Site 50.00/ sq.m 100.00/ sg.m

CLIENTSTEPS | AGENCYACTIONs | FEESTOBE | PROCESSING PIERSOIN
PAID TIME RESPONSIBLE

N/A

1. Acceptance of sworn

owners/ administrators

statements declaring the
true values of real property

2. Analysis of data that
preparation of the

Fair market values

have been gathered and

preliminary Schedule of

3. Preparation of final

values

schedules of fair market

above

4. Submission of the

public hearings

schedules of fair market
values to the Sanggunian
concerned and conduct of

5. Enactment of
Ordinance adopting the

values

schedules of fair market

6. Publication of the

Jan. 1toJune
of the current
year

Jan. 1to
September30
of the current

year

Refer to table

Not later than
October 15 of
the first year

Not later than
October 30 of
the first year

Not later than

January 31 of

the second
year

Not later than

City Assessor
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schedules in a newspaper
of general circulation in
the provincial capital, city
or municipal hall and in
two conspicuous public
places

7. Preparation of field
appraisal and assessment
sheets, tax declarations
and notices of
assessment and mailing
or delivering of said
Notices to Property
Owners

8. Preparation of
assessmentrolls and
copies thereof sent to
Provincial, City and
Municipal Treasurer

9. Effectivity of the
revised Real Property
Assessments

February 28 of
the second
year

Not later than

November 30

of the second
year

Not later than
January 1st of
the second
year

Total:

Refer to table
above

Time varies
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25. Subdivision or Consolidation of Properties under the Comprehensive
Agrarian Reform Program (CARP) or Private Subdivision or
Consolidation

ABOUT THE SERVICE

Republic Act No. 6657 or the Comprehensive Agrarian Reform Program (CARP) is the distribution of
public and private agricultural lands to farmers and farmworkers who are landless, regardless of the
tenurial arrangement.

Within sixty (60) days upon issuance or the transfer certificate of title from registry of deeds, the owner
or his duly authorized representative shall submit the following requirements to the Office of the City
Assessor.

Office or Division: City Assessor’s Office
Classification: Highly Technical
Type of Transaction: G2C,G2B
Who may avail: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE

e Approved subdivision plan from MARO e Department of Agrarian Reform (DAR)

e Copy of individual title of beneficiary e DENR-EMB

e Copy of updated land tax receipt of e Registerof Deeds

previous owner prior to land distribution e Property owner
e City Treasurer’s Office
AGENCY PROCESSING PERSON

CLIENT STEPS ACTIONS FEESTO BE PAID TIME RESPONSIBLE
1. g/llARo submits 1. Receiving/ Et5st_)-00/first two (2)
and leaves : ;
requirements to rReilgsjs;ng clerk Ip 5.00/ succeeding lots
employee-in-charge | 4o o late filing fee . LOURIDEL
for recording and submitted and P 500.09/ title for _ 30 minutes CALUYO
documentationand | o L declarations exceeding Staff in-charge
forward documents | o 0% "o [SIXUY (60) days from the
to staff in charge of charge date of TCT issuance
CARRP properties.
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Barangay I, IV, VII, X,

XIV,XIX-A, XXI:
DENNIS ACUNA
Admin Aide VI
(Data Controller 1)
RIZA ARAYA
Admin Aide |
(Casual Laborer I)
LOURIDEL
CALUYO
Staff in-charge
JOSEPHINE
BUENACOSA
Admin Aide I
(Bookbinder I)
2. Verification of Barangay |, I, VIII, IX,
data from previous X, X, XIX, XX:
owner to 2. Employee- LANIE
beneficiaries in- charge POLONDAYA
verifying the exact | verifies data Admin Asst, |
area versus the and prepares 15 working (Bookbinder llf)
subdivided lots of PRF and davs JOHN BORRERO
individual manual y Admin Aide Il
beneficiaries. computation of (Bookbinder 1)
Preparing individual | assessment
Property Record and forward CiﬁgE&PNHOER
Form (PRF) and documents to S .
: . Admin Aide Il (Utility
manual computation | staff-in-charge Worker II)
of assessment and
forwarding. MA. JOENELA
BACAY
Admin Aide |

(Casual Laborer I)
Barangay V, VI, VI-A, XI:
RODNEY
MABAQUIAO
Admin Aide IV

(Bookbinder I1)

MEA GUZON

Admin Asst. |
(Bookbinder 111)

LENNON VITORIN
Staff in-charge
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PILipNeS

3. Preparation of
new Tax Map,
and assigning of
new Property
Information
Number (PIN) to
individual
beneficiary by
Tax Mapping
Division.

3. Employee-in-
charge prepares
new Tax Map
and assigns
new PIN

4. Forwarding of
documents to
data encoders for
encoding and

4.Encoding of

NO AVAILABLE
Personnel at the
moment,
forwarding
documents to the
Negros Occidental
Provincial
Assessor's Office
for processing

Same person/s

printing of system | documents by 15 working | responsible in Step
generated Field encoders days 2
Appraisal and
Assessment
Sheet
(FAAS) and PRF.
e 5. Employee-in- .
S. \t/rearrg;ittli(c)):sf charge verifies 10 \(/jvorklng
transactions ays
6. Approval of 6. OIC-City
assessment Assessor
of system approves 10 working
enerated assessment of days
DAAS oystom 4 CAROLINE JOY
generated PIDO
FAAS OIC-City Assessor
7. Approval of Zﬁ-i?::ggee_
transactions
approves 10 workin
ggéher.iﬁteg]f transactions on days J
N tip ! f' 9 the system and
AO ceo t prints Notice of
Ssessmen Assessment
8. Releasing of ghgrm[e)loyee—ln— Same person/s
Notice of | 9 Not 1 day responsible in Step
Assessment releases Notice >
of Assessment
Total: Total Corresponding | 41 working
Fee days

*Note: Time duration for this transaction with 100 or more sublots.

101

The Victorias City Citizen’s Charter - A GUIDEBOOK ON CITY GOVERNMENT SERVICES




26. Information Drive On Real Property Tax

ABOUT THE SERVICE

The Real Property Tax (RPT) is the primary source of revenues for Local Government Unit (LGU) Proceeds
of the Real property Taxes are shared 70 % for the City and 30 % for the Barangays thus the Real Property
Tax (RPT) | the ideal tax for Local Government Units.

Office or Division: City Assessor’s Office
Classification: Simple

Type of Transaction: G2C,G2B

Who may avail: All

The main function of the Office of the City Assessor is to conduct appraisal / assessment on newly
constructed, renovated, extended buildings and site inspection on field and most likely land owners / taxpayers
are always murmuring of their tax obligations. In order to solve this problem, this office prepares a booklet or
brochure entitled,

“MGA PALAMANANGKUTANON KAG MGA SABAT NAHANUNGOD SA BUHIS SANG DUTA, BALAY
KAG MAKINARYA KAG IBAN PA.”

This booklet was translated in our own dialect so as to be easily understood by the constituents of
the city. This booklet will be distributed to every barangay so that the barangay officials must know about the
content of this booklet. Later, it will be distributed to the school so as children at their early age must know
all about the Real Property Tax where the revenue of the City comes from.

NOTE:

The office of the City Assessor is guided with Republic Act 7160, section 212 and 219 otherwise known as
the Local Government Code of 1991 as implemented by the Local Assessment Regulations No. 01-04
supplemented by the Mass Appraisal Guidebook (MAG) specifically Guidance Note No. 13 (GN 13) of the
Philippine Valuation Standards under Department Order No. 37-09 of the Department of Finance.
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CIVIL REGISTRY SERVICES
External Services
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1. Requesting a Certified Copy of Birth, Marriage,
Death and other Civil Registry Documents

ABOUT THE SERVICE

Civil registry documents such as birth, marriage and death
certificates legal instrument and the like, may be availed of by
securing a certified transcript or photocopy from the Civil Registrar’s
Office.

Who may be allowed to request for the copy issuance of Civil
Registry Documents/Certifications from the PSA other than the
document owner:

CITY CIVIL REGISTRAR'S

]
:
il

OFFICE

133318 ¥3Aor
= v

CENTER

1/F ADMINISTRATIVE BUILDING

VICTORIAS COMMERCIAL

CULTURAL CENTER

CIT CIVIL REGISTRAR’S
OFFICE
For more information, please contact: Julie Ann Roa,

City Civil Registrar
Tel. No: (034) 399-2992

1. A spouse, whose name is indicated in his/her marriage document with his/her partner, can
request for the CRDs of his/her wife/husband and their children provided he/she can present a

valid ID.

2. The parents of the document owner can request the copy issuance of CRDs of their children
provided their name is indicated in the latter’s birth documents, either as a father or mother and

can present a valid 1D

3. A child, of legal age, can request for the birth and death documents of his/her parent provided
that he/she has sufficient documentation to support this case. However, a child can only
request for the marriage documents of his/her own parents as indicated in his/her own birth

certificate.

4. A guardian appointed by the court or the person exercising substitute parents authority
pursuant to Article 216 of the Family Code of the Philippines may request for the copy issuance
of a CRD of a minor provided he/she can present an Affidavit of Guardianship.

5. Request for the copy of issuance of documents from institutions legally in-charge of a minor
can ONLY be processed when the Regional Director of the Department of Social Welfare
and Development (DSWD) has issued an authorization letter will be issued on a per child basis

6. The court or proper public official whenever absolutely necessary in administrative, judicial or
other official proceedings to determine the identity of the person. Provided that there must
be a duly issued subpoena duces tecum and ad testificandum for the production of the civil

registry document.

7. Request from other government agencies pursuant to their mandate provided that the
requesting government agency executed Data Sharing Agreement with PSA/LGU Victorias in

accordance with NPC Circular 16-02

8. Request for copy issuance/authorization of CRDs/certifications by the nearest of kin of a
deceased person may ONLY be accepted provided that the requesting party execute a duly
notarized Affidavit of Kinship stating herein he/she is the closest surviving relative.
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Office or Division: Office of the City Civil Registrar
Classification: Simple

Type of Transaction: G2C,G2G

Who may avail: All

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

e Authorization Letter from the document owner/

parent / legal guardian

ID of the person granting authority

ID of authorized representative

e /o client concerned

AGENCY FEESTOBE | PROCESSING PERSON
SRISHITSIS RS ACTIONS PAID TIME RESPONSIBLE
AIRENE LORENZO
Admin. Asst. VI
1. Fill (Computer Operator
Cerfeg | 1. The EIC shall )
form and check the
submit to the completeness of 2 minutes RHODA LUZARITA
emplovee-in. | e needed Admin. Aide II
h ploy EIC information.
charge (EIC). KENNETH MARK
CUESTA
Admin. Aide Il
None (Reproduction
2. Ifall the Machine Operator 1)
information
given are 2. EIC then JEAN MAGBANUA
correct, wait | issues an Order | minut Admin. Aide |
for EIC to of Payment to inute (Utility Worker 1)
issue an client.
Order of KAREN FERRARIS
Payment. Admin. Aide |
(Casual Laborer )
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Certified Copy
of Birth

Certificate
- P50.00
Certified Copy
of Marriage
Certificate
- P 50.00
3. Proceed to OCfeggl:ti Copy
the City e
Treasurer’s Ceg'g%a(t)%
Office (CTO) | 3. Cashier Py
Certified Copy
and pay the accepts and . ,
; , of Court City Treasurer’s
required prepares receipt Decrees Office
fee/s. Wait for | forthe paymentof | - P 50.00
the Official the said fee. Certified Copy
Receipt upon of Legal
payment. Instruments
- P 50.00
FOR EVERY
ADDITIONAL
COPY
- P 15.00 per
copy
Document
Security Seal -
P 50.00/ piece
4. Return to City 3é:;fr3]/etr1Ee|C shall
Roqistrars | vailabilty ofthe | AIRENE LORENZO
1OMIIES | e Sper
(CCRO) and f:;ﬁe”;fgé’s )
present your :
receipt to the 41 Ifrecord is not KENNETH MARK
EIC. found in the None A(?#ESAT(Q I
4.1 Wait while your (rjnaatigglsgé:rch is 3 hours (Reproduction
requested document done Machine Operator [)
is being prepared/ '
reproduced or 42 EIC prepares JEA,\A’\(!I MA(,E'A%A’\IIUA
processed and reproduces or 2 minutes (Utilirplr\]/.\lorlkgrl)
certified by the Civil processes the y
Registrar. document.
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5.1 EIC attaches
the Document
Security Seal to

. Releasi f
5. Releasing o the document KAREN FERRARIS

Document FER
5.2 EICrecords Admin. Aide |

(Wait for your the Document None 8 minutes (Casual Laborer )
name/ priority Security Seal RUEL ROA
gglrlr;ze)r to be number A Ade |

5.3 EIC releases
the document to
the client

23 minutes
(if record is
available in the

Total data base)
Total: | corresponding 3 hours & 23
fee mins.
(if record is not
in the data
base)
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2. Registration of Birth Certificate (On-Time)

ABOUT THE SERVICE

Republic Act No. 3753 mandates the establishment of a Civil Registrar in the Philippines where acts,
events, legal Instruments and court decrees concerning the civil status of person shall be recorded.

The birth of a child, being a vital event of a person, must be registered within 30 days from the time
of birth at the office of the Civil Registrar of the city/municipality where the birth occurred.

Office or Division: Office of the City Civil Registrar
Classification: Simple
Type of Transaction: G2C,G2G
Who may avalil: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Certificate of Live Birth (COLB) accomplished by ¢ Institution/Health Center/Clinic
the person-in-charge where the birth has taken where the birth took place
place
e Marriage Certificate of Parents e CCRO
e |f the child was born out of wedlock, submit the
following attachments: e CCRO/ Legal Office/ Notary Public

- Affidavit to Use the Surname of the Father
(AUSF) - duly notarized and registered at the
Office of the City Civil Registrar; and/or

- Affidavit of Admission of Paternity (AAP) e CCRO/ Legal Office/ Notary Public
- Any Government issued ID of Affiant/s o Affiant
AGENCY FEESTO BE | PROCESSING PERSON
GHIENY SvEE ACTIONS PAID TIME RESPONSIBLE
1. Upon
submission
’ MA. LYN
1 Examines he PANIZALES
For registration of Cbmpleteness of Asst. gfﬁgci:':ration

legitimate child:

- entries None 5 minutes

1. Present the Certificate .
of Live Birth (COLB) for | 1:2 Receivesand AIRENE LORENZO
registration Signs the Admin. Asst. VI

document (Computer

1.3 Prepares the Operator 111

document for

processing
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For registration of
child born
out-of-wedlock:

1. Present to the EIC
the notarized
Affidavit to Use the

1.

1.1 Upon
submission, CCRO
staff:

1.2 Examines the
completeness of
entries

KENNY ADJANE
MOICH LINGA
Admin. Asst. VI

(Computer Operator

1D)

Surname of the MA. LYN
1.3 Prepares the
Fther_(AUSF)/_ . document for None 5 minutes PAleALES
Affidavit of Admission signature of the Asst. Registration
of Paternity (AAP) C'gt] Civil Reaist Officer
/Private Handwritten ] I4yR i deq['hs rar
Instrument together 4 hecordsthe AIRENE LORENZO
with the prepared documentin the Admin. Asst. VI
COLB for registry T'P?nh (Computer Operator
. . approval of the )
registration. City Civil Registrar
2.
2.1 The City Civil
Registrar reviews JULIEANN C.
anc! approves for 30 minutes _ _ROA _
5. registration of the City Civil Registrar
2.1. Leave the document
d. ' ment for review 22. The CCRO
aggua erov%l fe(:) re staff issues MA. LYN
registfaﬁion by the Acknowledgment PANIZALES
Civil Registrar. Receipt to the None 3 minutes Asst. Registration
client Officer
2.2. Secure the 2.3, %C?? staff
Acknowledgment (rjecor S te' th
Receipt from the EIC. ocumentin the RHODA
registry upon 30 minutes
approval and LU_ZAR_ITA
order of the City Admin. Aide |l
Civil Registrar
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3. Releasing of
Document

Secure priority

KENNETH MARK
CUESTA
Admin. Aide Il
(Reproduction
Machine Operator I)

AIRENE
number, presentyour | 3. CCRO staff . LORENZO
claim slip to the EIC, | releases the None 2 minutes Admin. Asst. VI
secure Order of document (Computér Operator
Payment for the 1)
Certification Fee and
Document Security JEAN
Seal MAGBANUA

Admin. Aide |
(Utility Worker I)
4 P : Certification
. Pay the 4. Cashier accepts Fee - P 50.00
Certification Fee and and prepares ' City Treasurer's
Document Security receipt for the Document Office
Seal at the City payment of the Security Seal -
Treasurer’s Office said fees P 58’_ 00
KENNETH MARK
CUESTA
5 CCRO staff Admin. Aide Il
5.1. Accepts the (Reproduction
O.R. and Machine Operator |)
Document Security AIRENE
5.Bringthe O.R. and | Seal LORENZO
Document Security 5.2. Attachesthe None 4 minutes Admin. Asst. VI
Seal to CCRO Document Security (Computer
Seal to the COLB Operator)
5.3. Records the JEAN
Document Security MAGBANUA
Seal number Admin. Aide |

(Utility Worker 1)
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6. Wait for your name
to be called to claim
the registered
document

6. CCRO staff
releases the
document

None

2 minutes

KENNETH MARK

CUESTA
Admin. Aide Il
(Reproduction

Machine Operator I)

AIRENE
LORENZO
Admin. Asst. VI
(Computer
Operator 11)

RHODA
LUZARITA
Admin. Aide I

JEAN
MAGBANUA
Admin. Aide |

(Utility Worker 1)

RUEL ROA
Admin. Aide |

Total:

Total
corresponding
fee

1 hour, 21
mins.
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3. Registration of Marriage Certificate (On Time)

ABOUT THE SERVICE

For ordinary marriages, the time for submission of the Certificate of Marriage is 15 days following the
solemnization of marriage. For marriage exempt from the license requirement, the prescribed period

is 30 days.

Office or Division: Office of the City Civil Registrar
Classification: Simple

Type of Transaction: G2C,G2G

Who may avail: All

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

o Certificate of Marriage (4 copies)

e City Civil Registrar’s Office
e Church/Court where the marriage
solemnization took place

AGENCY FEESTO BE | PROCESSING PERSON
CLIENT STE=S ACTIONS PAID TIME RESPONSIBLE
1. Present GINA GUING-0
documents to 1. CCRO staff 3 minutes Admin. Asst. ||
acknowledges the (Admin. Asst.)
EIC for document MARIO DOLENDRES
registration. Staff in-charge
2. The EIC 2. CCRO staff:
examines 2.1 Examines/ GINA GUINO-O
the checks the 10 minutes Admin. Asst. II
document, document (Admin. Asst.)
checks ifitis
submitted on 2.2 Issues
time and if acknowledgment
entries are Receipt/Claim Slip
properly
filled up. 2.3 Processes the None
approval of the 30 minutes
Document will be City Civil Registrar
processed upon
approval and 2.4 The City Civil JULIEANN C.
registered by the City | Registrar reviews ROA
Civil Registrar. and approves for City Civil Registrar
registration of the
document
2.5 Enters the record 30 minutes GINA.GUWO'O
: . Admin. Asst. Il
in thg registry of (Admin. Asst.)
marriage upon
approval of the City MARIO DOLENDRES
Civil Registrar Staff in-charge
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KENNETH MARK
CUESTA
. Admin. Aide Il
Releasing of (Reproduction
Document Machine Operator
I
3. Secure priority )
number, present 3. CCRO staff AIRENE
your claim slip to 3.1 Issues Order None 2 minutes LORENZO
the EIC; secure of Payment Admin. Asst. VI
Order of Payment (Computer
for the Certification Operator IlI)
Fee and Document
Security Seal JEAN
MAGBANUA
Admin. Aide |
(Utility Worker )
Certification
3.2 Cashieraccepts PFgg 00
Pay the required fee | and prepares - . . ,
at the City receipt for the City T(gef;a_lsurer S
Treasurer’s Office payment of the Document Ice
said fees Security Seal
- P 50.00
KENNETH MARK
CUESTA
Admin. Aide Il
3.3. Accepts the (Reproduction
O.R.and Machine Operator
Document Security 1)
Bring the O.R. and Seal
D . 3.4 Attaches the AIRENE
ocument Security D , .
Seal to CCRO ocument Security None 4 minutes LO_RENZO
Seal to the COLB Admin. Asst. VI
3.5 Records the (Computer
Document Security Operator)
Seal number
JEAN
MAGBANUA
Admin. Aide |
(Utility Worker)
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KENNETH MARK
CUESTA
Admin. Aide Il
(Reproduction
Machine Operator

1)

AIRENE
LORENZO
Admin. Asst. VI
(Computer
Operator III)

Wait foryour
RHODA

name to be 3.6. CCRO
called to claim staff releases None 2 minutes LUZARITA
Admin. Aide Il

the registered the document
document

JEAN
MAGBANUA

Admin. Aide |
(Utility Worker )

KAREN
FERRARIS
Admin. Aide |
(Casual Laborer 1)

RUEL ROA
Admin. Aide |

Total
Total: | corresponding 1 hoyr, 21
fee mins.

114

The Victorias City Citizen’s Charter - A GUIDEBOOK ON CITY GOVERNMENT SERVICES



4. Registration of Death Certificate (On-Time)

ABOUT THE SERVICE

It shall be the responsibility of the physician who last attended the deceased or the administrator of
the hospital or clinic where the person died to prepare the proper death certificate and certify as to the
cause of death and forward the same within 48 hours to the health officer who shall examine the
Certificate of Death, affix his signature on the appropriate box and shall order its registration in the
Office of the Civil Registrar.

If the person died without medical assistance, it shall be the responsibility of the nearest relative who
has knowledge of the death of a person to report the same within 48 hours to the health officer who
shall examine the deceased and direct the registration of the death certificate to the Office of the Civil
Registrar within the reglementary period of 30 days.

In the absence of a health officer or his authorized representative in the place of registration, or when
it is a non-working day and the health officer or his authorized representative is not expected to be in
his office, the death should be reported within forty-eight (48) hours after its occurrence by the nearest
kin of the deceased or by any person having knowledge of the death to the mayor, or to any member
of the Sangguniang Panlungsod, or to the city secretary, who shall issue the Certificate of Death for
burial purposes.

Office or Division: Office of the City Civil Registrar
Classification: Simple
Type of Transaction: G2C,G2G
Who may avail: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Death Certificate e City Civil Registrar’s Office
AGENCY FEESTO BE | PROCESSING PERSON
CLIENT STEPS ACTIONS PAID TIME RESPONSIBLE
1. Upon
submission, FREDA
For deaths in hospital: | CCRO staff: FL.ORI.ES
1. Present the 1.1 Examines the Admin. Aide II
properly filled out | documents 3 minutes (Bookbinder I)
Death Certificate | presented; checks MILDRED
to the EIC. if it is properly QUINDAP
filled up and is None Admin. Aide [V

being submitted on

) Bookbinder II
time and proceed to ( | )

Step 4
For death outside the 1. CCRO staff:
hospital: 1.1 Examines the FREDA
1. Present the Brgy. Captain 3 minutes FLORES
Barangay Certification Pédmlknk.)_A(dee III
Captain’s presented by the (Bookbinder I)
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Certification from
the Barangay
where the
deceased died
and secure from
the EIC at the
Civil Registrar’s
Office one (1) set
of Form103
(Certificate of
Death)

informant

1.2 Gives one (1)
set of Form 103
(Certificate of
Death)to the client

MILDRED

QUINDAP
Admin. Aide IV
(Bookbinder 1)

2.

Proceed to City
Health Office for
preparation of
Death Certificate
by the clerk and
for review and

2. CHO clerk
prepares the
Certificate of

City Health
Office Clerk

signature of the | D€ath None
City Health
Officer
3. Secure the 3. Embalmer signs Servicing Euneral
signature of the the Certificate of Hogme
embalmer Death
Burial Permit
4. Pay the Burial 4. Cashier accepts - P50.00
Permit, Document aﬁd prepares Document
Security Seal and receint for the Security Seal City Treasurer’s
Certification Fee a mpent of the - P50.00 Office
at the City Fs)a?{j fee Certification
Treasurer’s Office Fee
- P50.00
KENNETH MARK
5. CCRO staff CUESTA
5.1 Accepts the Admin. Ald_e ]
document with the (Reproduction

attached official

Machine Operator I)

5. Bring the receipt and
document back to Dochr)nentSecurit AIRENE
CCRO with O.R. Seal y 6 minutes LORENZO
and Document Admin. Asst. VI
Security Seal 52 Attaches the (Computer Operator)
Document Security JEAN
Seal to the MAGBANUA
document Admin. Aide |
(Utility Worker )
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6. Wait while the

document is
being processed
for registration
upon approval by
the Civil Registrar

6. CCRO staff:

6.1 Encodes burial
permit and date of
its issuance on the
Certificate of Death

6.2 Prepares the
document for the
approval of the
City Civil Registrar

6.3 CCR approves
registration

6.4 Enters the
record in the
registry upon
approval of the
City Civil Registrar

None

10 minutes

FREDA

FLORES
Admin. Aide Il
(Bookbinder I)

JULIEANN C. ROA
City Civil Registrar

MILDRED
QUINDAP
Admin. Aide IV
(Bookbinder I1)

7. Releasing of

Document

7. CCRO staff
releases the
document

None

3 minutes

KENNETH MARK

CUESTA
Admin. Aide Il
(Reproduction

Machine Operator |)

AIRENE
LORENZO

Admin. Asst. VI
(Computer Operator
)

RHODA

LUZARITA
Admin. Aide I

JEAN
MAGBANUA

Admin. Aide |
(Utility Worker )

KAREN
FERRARIS

Admin. Aide |
(Casual Laborer I)

RUEL ROA
Admin. Aide |

Total:

Total
corresponding
fee

22 minutes
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5. Registration of Administrative/Court Order/Decree
ABOUT THE SERVICE

Like other civil registry documents, court decrees concerning the status of a person must be registered
in the Civil Registrar’s Office where the court is functioning, within 10 days after the decree/order has
become final.

The following are registrable court decrees:
¢ Adoption/Rescission of Adoption
e Annulment of Marriage/declaration of absolute nullity or marriage/legal separation/Court
order setting aside the decree of legal separation;
Change of name or correction of entry
Civil interdiction
Declaration of presumptive death of the absent spouse/Judicial declaration of absence
Compulsory recognition of illegitimate child/Voluntary recognition of minor illegitimate child
Appointment of guardian/Termination of guardianship
Judicial determination of filiation
Judicial determination of the fact of appearance of the spouse, if disputed
¢ Naturalization certificate/cancellation of naturalization certificate
e Separation of property/Revival of former property regime
e Emancipation of orphaned minor; and
e Otherregistrable court decrees/orders.

Office or Division: City Civil Registrar’s Office
Classification: Simple
Type of Transaction: G2C,G2G
Who may avail: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Original/Certified photocopy of the e Proper Courtissuing the Order/decree issued
Court Order by RSWD pursuant to RA 11642
e Certificate of Finality of the Order e City Civil Registrar’s Office/Administrative
e Certificate of Registration of the Agency
M/CCRO of the place e C/MCR of the place where the Decree is issued
o Certificate of Authenticity of the Order e C/MCR andthe proper court
where the court is situated
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AGENCY PROCESSING PERSON
CLIENT STEPS ACTIONS FEES TO BE PAID TIME RESPONSIBLE
MA. LYN
PANIZALES
1. Present the lhgcislo staff Asst. Registration
required ) Officer
documents | S*@mines the None 10 minutes
to the EIC correctn_ess of AIRENE
the entries of LORENZO
the documents Admin. Asst. VI
(Computer
Operator Il1)
MA. LYN
PANIZALES
Asst. Registration
2. Payment 2. CCRO staff Off?cer
for the prepares the None 5 minutes
processing | Order of AIRENE
fee Payment LORENZO
Admin. Asst. VI
(Computer
Operator Il1)
- Registration of
Annulment of Marriage:
P500.00
- Registration of
Adoption: P300.00
- Registration of Legal
Separation/ Divorce:
3. Proceed to PgOO._OO .
the City - Registration of
Treasurer's | 3. Cashier Naturgllzat_lon: P600.00
Office to accepts and -CReglsFratlon of
orrection/Change . ,
pay the prepares of Name: P100.00 City Treasurer’s
correspon- | receipt for the . Office
ding fee at | payment ofthe -For certified copies of
the City said fee aRny §10cument in the
, egistry:
'(I;rﬁtaiizt'Jrer S For each 100 words (1%t

2 copies) - P50.00
Forevery additional
copy -
P15.00

-Endorsement Fee

- P30.00
Implementation of Court
Oder: P150.00
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4. Present
your
Official
Receipt to
the EIC
and leave
your
documents
for
processing
and
registration

4. CCRO staff:
4.1
Acknowledges
receipt

4.2 Prepares
the document
for processing

4.3 Presents
the document
for final review
and approval of
the City Civil
Registrar

4.4 Endorses
the document to
the Office of the
Civil Registrar
General (PSA
Manila) for the
issuance of
annotated
SECPA copy of
the Civil
Registry
document

See required fees

for endorsement of

documents to PSA
(P40.00)

within the day

MA. LYN

PANIZALES
Asst. Registration

Officer

AIRENE

LORENZO
Admin. Asst. VI

(Computer

Operator III)

JULIEANN C.

ROA

City Civil Registrar

RHODA

LUZARITA
Admin. Aide Il

JULIEANN C.

ROA

City Civil Registrar

5. Releasing
of Record MA. LYN
PANIZALES
gote: If thte Asst. Registration
ocument-owner Officer
wishes to have 5'|CCRO staff 5 minut
the copy of the ;%iﬁ;eesm minutes AIRENE
Court Decree, as LORENZO
such shall pay the Admin. Asst. VI
Document (Computer
Security Seal of Operator II1)
P50.00.
Total: | Total corresponding fee 20 minutes
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6. Registration of Legal Instrument

ABOUT THE SERVICE

As a general rule, all legal instruments shall be registered in the civil registry office of the place
where the instruments were executed except the following:

o Affidavit of Reappearance-where the parties to the subsequent marriage are residing

e Marriage Settlement-where the marriage was recorded

e Admission of Paternity and Acknowledgment; Legitimation; Voluntary Emancipation of Minor;
Parental Authorization or Ratification of Artificial Insemination-where the birth of the child was
recorded.

Note: All legal instruments executed abroad shall be registered in the Civil Registry Office of Manila.
Not falling under the aforementioned exceptions are the following registrable instruments:

e Acquisition of citizenship

o Certificate of legal capacity to contract marriage

e Option to elect Philippine citizenship

¢ Partition and distribution of properties of spouses and delivery of the children’s presumptive

legitime.
Office or Division: Office of City Civil Registrar
Classification: Simple
Type of Transaction: G2C,G2G
Who may avail: All
AGENCY FEESTO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Presgntdthe 1. CCRO staff
;eqwre tstoth evaluates the MA. LYN
Ecljgtimen stothe completeness of 15 minutes PANIZALES
or i q the documents Asst. Registration
examination an presented Officer
evaluation.
AIRENE LORENZO
2. Secure Order of 2.reC(a:rRe§tT1t:f(f)rder Admin. Asst. VI
Payment from prep 2 minutes (Computer Operator
of Payment and D)
the EIC. L :
gives itto the client
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3. Present the
Order of
Payment issued
by the EIC and
pay the required
fees at the City
Treasurer’s
Office.

3. CTO staff
accepts and
prepares receipt for
the payment of the
said fee

P 100.00
(AAP/Other
Legal
Instruments
P 50.00
(AUSF)

Certification
fee:
P50.00

City Seal:
P50.00

Forevery
additional
copy:
P15.00

City Treasurer’s
Office

4. GobacktoCCR

MA. LYN PANIZALES

Office and show | 4. CCRO staff Asst. Registration
your Official acknowledges the 5 minutes AIREN(E)ﬁIl(gIr?ENZO
Receipt to the Official Receipt Admin. Asst. VI
EIC. (Computer Operator 1)
5. CCRO staff: MA. LYN PANIZALES
. - 5.1 Processes the Asst. Registration
> Vg:étuvrﬁglnet tize document for review Officer
. d approval of the
being processed andapp ) . AIRENE LORENZO
for registration g'ztyEC ';"I Rtﬁglstrar d 15 minutes Admin. Asst. VI
by the Civil 2.2 ENLersinerecor (Computer Operator )
Registrar in the registry upon
' approval of the City JULIE ANN C. ROA
Civil Registrar None City Civil Registrar
6. Releasing of
negistered MA. LYN PANIZALES
. ocumgn Asst. Registration
(Claim your registered | g CCRO staff Officer
Legal Instrument and releases the 3 minutes
Certificate of Registration document AIRENE LORENZO
from the EIC following the Admin. Asst. VI
steps and fees for ' '
Issuance of Certified Copy (Computer Operator ll)
of registered documents)
P 200.00 -
AAP & other
Total: Legal 40 minutes
Instruments
P150.00
AUSF
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7. Supplemental Report for Birth, Death and Marriage
ABOUT THE SERVICE

A supplemental report may be filed to supply information inadvertently omitted when the document
was registered. However, the “Medical Certificate” in the Certificate of Death and Certificate of Fetal
Death and all applicable certifications contained in the Certificate of Marriage should be accomplished
correctly and completely before registration. Hence, no supplemental report having reference to the
mentioned certificate is acceptable. Only one supplemental report for not more than two omitted
information shall be accepted by the Civil Registrar. In cases where there are more than two omitted
information, all papers related thereto shall be forwarded to the office of the Civil Registrar General
for approval.

Office or Division: Office of City Civil Registrar
Classification: Simple
Type of Transaction: G2C,G2G
Who may avail: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e SECPA Copy of Civil Registry Document e PSAor City Civil Registrar’s Office
containing the missing entry/entries thru BREQS
o Affidavit of Supplemental Report o Legal Office
AGENCY FEESTO PROCESSING PERSON
GHIENY STEFE ACTIONS BE PAID TIME RESPONSIBLE
MA. LYN
1. Present the PANIZALES
SECPA Copy Asst. Registration
and Local Copy | 1. CCRO staff Officer
of Certificate of examines the 5 minutes
Birth, Certificate | documents AIRENE
of Marriage or presented LORENZO
Certificate of Admin. Asst. VI
Deathto the EIC (Computer
for evaluation. None Operator Il1)
MA. LYN
2. Waitwhile the | & = Prepares the PANIZALES
Affidavit of L Asst. Registration
process application Officer
Supplemental for suppl
pplemental )
Report and the report for signature 30 minutes AIRENE
otherd_ocuments of client and LORENZO
are being approval of the Admin. Asst. VI
processed. CCR (Computer
Operator Ill)
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3.1 Have the JULIEANNC.
Supplemental 3.1 CCRO staff City Civil Registrar
Report notarized | Submits the
by the Civil documents to the MA. LYN
any person Loc:t:ﬁaplr (;\(’:?l of The CCR 5 minutes Asst. Registration
?Uthtonzded' b.yt administers Officer
aw to administer

(The CCR administers | 3-2 EIC Staff CHARGE Admin. Asst. VI
the oath, IRR, Act 3753) | Prepares the (Computer
Supplemental Operator I11)
3.2 Waitforthe EICto | Reportto be signed 20 minutes
prepare the by the client for JULIEANN C.
Supplemental Report approval of the ~ ROA
for signature of client CCR City Civil Registrar
KENNETH
MARK CUESTA

4. Secure Order of Admin. Aide Il
Payment for the (Reproduction
Document Machine Operator
Security Seal )

: 4. CCRO Staff AIRENE
Note: To secure co
issuance of COLB Py issues Order of None 2 minutes LORENZO
follow steps & fees for | Fayment At]l(rgglhﬁjts;r Vi
Issuance of
Unannotated Certified Operator 1)
(D?opy of Civil Registry JEAN
ocuments MAGBANUA
Admin. Aide |
(Utility Worker )
5. Pay the ,
Document :hgaiglzrzgcepts Document
Shecgity Seal at receiF|)3t fF())r the Sgcu rity City T(r)?surer’s
the City . eal - ice
Treasurer's payment of the said P50.00
Office fee
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6. CCRO staff:
6.1. Accepts the
O.R. and Document

- KENNETH
. Security Seal
. Bring the O.R. y MARK CUESTA
6.2 Attachesthe , X
and Document . Admin. Aide Il
. Document Security .
Security Seal to Seal to th N 4 minut (Reproduction
CCRO ceallto the one minutes Machine Operator
document )
6.3 Records the
Documents
Security Seal
MA. LYN
PANIZALES
Asst. Registration
_ Claim the 7. CCRO staff Officer
releases the .
annotated None 3 minutes
document documentto the AIRENE
' client LORENZO
Admin. Asst. VI
(Computer
Operator IlI)
Total: None 1 hr., 9 minutes
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8. Annotation in the Civil Registry Document

ABOUT THE SERVICE

After recording of Judicial Decree and/or Legal Instrument, Supplemental Report and Administrative
Decisions, the Civil Register shall then bear the annotation reflecting such decision or action.

Office or Division: Office of City Civil Registrar
Classification: Simple
Type of Transaction: G2C,G2G
Who may avail: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Registered Legal Instrument e City Civil Registrar’s Office
e Certificate of Registration of Legal e Proper Court issuing the Order

Instrument/Judicial Decree

e Certificate of Authenticity of the Order (for
Court Decree)

e Certificate of Finality of the Order (for Court
Decree)

e Certified Copy/SECPA Copy of Birth e CCRO/PSA thru BREQS
Certificate/Marriage Certificate/Death
Certificate

o Affidavit of Supplemental Report (for missing
entry in the Civil Register)

AGENCY FEESTO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. CCRO staff:
1. Present the 1.1 Examines the
documents to completeness of the AIRENE LORENZO
the EIC and document presented None 5 minutes Admin. Asst. VI
secure Order of 1.2 Prepares the (Computer Operator
Payment Order of Payment and 1))
' gives it to the
client

2. Proceed to Legal

the City Instrument

Treasurer’s Registration

Office (CTO) Fee —

and pay the 2. CTO staff accepts P100.00 _ |

required fee/s. | Paymentand City Treasurer’s

Wait for the prepares receipt of Judicial Office

Official said fee Order

Receipt upon Processing

payment. Fee —

P150.00
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3. CCRO staff:
3.1 Prepares the
documents for

annotation in the Civil
Register or Registry

book; AIRENE LORENZO
3. Present 3.2 Processes 2 minutes Admin. Asst. VI
your Judicial Decree to effect (Computer Operator
receipt to the court’s/Admn. Iin)
the EIC. Agency’s decision;
3.3 Prepares the
Secure document for review

Acknowledgment and approval of the
Receipt/ Claim Slip | CCR,;

from the EIC. 3.4 Annotates in
appropriate civil registry
Come back on the | document the effect of
Legal Instrument

scheduled date to executed, and the within 3 days | JULIE ANN Cj ROA
claim theannotated | o ree issued by the City Civil Registrar
Civil Registry court upon the advice of
document. the CCR;

3.5 Endorses the

document to the Office None

of the Civil Registrar
General (PSA Manila)
for issuance of SECPA
copy of said document

AIRENE LORENZO
Admin. Asst. VI
(Computer Operator Il1)
KENNETH MARK

Certified Copy Agnl]JiES;?e "
P50.00 per (Reproduction
copy Machine Operator I)
4 Claimthe |4 CCROstaff (plus P15.00 RHODA LUZARITA
releases the Certified n . S
annotated per additional | 3 minutes Admin. Aige
Copy of document to
document. ) JEAN MAGBANUA
the client upon copy) Admin. Aide |
payment of Document (Utility Worker )
certification fee and Security Seal - KAREN FERRARIS
City Seal. P50.00 Admin. Aide |
(Casual Laborer I)
RUEL ROA
Admin. Aide |
Total
Total: | Corresponding 3 dr?iﬁ s 10
Fees )
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9. Applying for Legitimation of Natural Child

ABOUT THE SERVICE

Legitimation is a remedy by means of which illegitimate children, who were, in fact, born out of wedlock
as their parents were not validly married when they were born, but were subsequently married can
acquire legitimate status.

Only children conceived and born outside of wedlock of parents who-at the time of conception-were
not disqualified by any legal impediment to marry may be legitimated.

Legitimation of children by subsequent marriage of parents must be recorded in the civil registry office
of the place where the birth was registered.

Office or Division: Office of City Civil Registrar
Classification: Highly Technical
Type of Transaction: G2C,G2G
Who may avail: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e CENOMAR (Father) e PSA orCity Civil Registrar’s Office
e CENOMAR (Mother) thru BREQS
e Marriage Contract of Parents (SECPA Copy) e Client’s file or concerned M/CCRO
¢ Birth Certificate of the child (SECPA Copy)
e Joint Affidavit of Legitimation executed by

both parents

o Affidavit of Legitimation executed by surviving e Legal Office
parent (if one is already deceased)

e Death Certificate of deceased parent

o Affidavit of Acknowledgment/Admission of
Paternity (if applicable)

o Affidavit to Use the Surname of the Father
(AUSF) (if applicable)

Note: If the client wishes to have the document endorsed in advance to OCRG thru Electronic
Endorsement, the SECPA copy of Civil Registry Documents listed above are required.

AGENCY FEESTOBE | PROCESSING PERSON
CLIENT STERS ACTIONS PAID TIME RESPONSIBLE
1. Please follow the
steps for
Registration of Endorsement
Legal Instruments Fee - P 30.00
foundin the
previous page.
Total: P 30.00
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10. Requesting Endorsement of Civil Registry Record to the Office of
the Civil Registrar-General

ABOUT THE SERVICES

As a rule, all civil registrars submit civil registry documents to the Philippine Statistics Authority, Office
of the Civil Registrar-General (OCRG) through their respective Provincial Offices within the first ten
days of each month.

There are instances when the PSA - National Office cannot issue pertinent documents to interested
parties because records are not available in its archives; or the requested documents are still being
processed by the Provincial Office.

To facilitate the issuance of requested documents, the concerned Provincial Statistic Officer (PSO) or
Civil Registrar is required to submit or endorse the needed documents to the PSA.

Office or Division: Office of City Civil Registrar
Classification: Simple
Type of Transaction: G2C,G2G
Who may avalil: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e PSA Negative Result Certification o City Civil Registrar’s Office thru BREQS
e Verified proof of urgency (for Electronic e Philippine Statistics Authority (PSA)
Endorsement and piecemeal/advance copy e Requiring Agency/End User/Client
endorsement)
AGENCY FEESTO | PROCESSING PERSON
CLIERT =T=ss ACTIONS BE PAID TIME RESPONSIBLE
AIRENE LORENZO
1. CCRO staff: Admin. Asst. VI
1. Approach the EIC | 1.1 Gives (Computer Operator
and request for an| Verification Form to 1)
endorsement of | be filled out by the 3 minutes
your record to the | client (Verification KENNETH MARK
PSA of Birth, Marriage, CUESTA
Death) Admin. Aide Il
(Reproduction
Machine Operator I)
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Show your PSA
verification result.

Note: Pursuant to MC
2020-12A dated July
8, 2024 (Amendment
to MC 2020-12 dated
July 6, 2020 re:
“‘Piecemeal/Advance
Copy of the Civil
Registry Documents
through Electronic
Endorsement ),
request for EE and
piecemeal/advance
copy endorsement
may be availed only
by clients with
verified proof of
urgency such as:

a. Passport
Application;
b. Processing of
Death claims;
c. Hospitalization
purposes;
Burial purposes
e. Educational
purposes; and
f. Other emergency
cases

o

1.2. CCRO staff
check the
information written
by the client on the
Verification Form

3 minutes

2. Wait for the result
of verification, if
the requested
record is
available
in the computer
database of
CRISvV2.0

2. CCRO staff:
2.1 Checks if the
record is available
in the data base
2.2 If record is
available, CCRO
staff prepares

the document for
endorsement

5 minutes

AIRENE LORENZO
Admin. Asst. VI
(Computer Operator

1)

KENNETH MARK
CUESTA
Admin. Aide Il
(Reproduction
Machine Operator I)
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PILipNeS

3. Ifthe record is not | 3.1 If record is JEAN MAGBANUA

available in the not available in 30 mins.to 1 Admin. Aide |

database, a the database, a hour (Utility Worker 1)

manual search is | client shall be

done. given KAREN FERRARIS
requirement for Admin. Aide |
delayed (Casual Laborer 1)

registration of
the Civil Registry

4. Secure for an

order of 4. CCRO staff
payment to be prepares/issues ,
issued by the Order of Payment to None 2 minutes
employee-in- the client
charge
5. CTO staff
5. Paytherequired | acceptsthe
fee at the City payment and P 30.00 City Treasurer’s
Treasurer's prepares receipt for ' Office
Office the payment of the
said fee
6. CCRO staff:
6.1.Acknowledges
the receipt
AIRENE LORENZO
6.2 Prepares the Admin. Asst. VI
requested (Computer Operator
6. Go back to CCR ggggggm;{ )
and presentyour KENNETH MARK
receiptiothe | g5 sybmits the CUESTA
employee-in- documents to the Admin. Aide Il
charge. City Civil Registrar 15 mi (Reproduction
Wait whi for review and None 5 minutes Machine Operator I)
ait while the
document requested approval
q JULIE ANN C. ROA

is on process for
signature of the
CCR.

6.4 Segregatesthe City Civil Registrar

documents and
endorses one setto
the Office of the
Civil Registrar
General (PSA
Manila) for
issuance of SECPA
copy
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7. Releasing of
Document

NOTE:

Secure a certified true
copy and the PSA
endorsement letter as
proof of endorsement”

(The EIC shall forward
the documents to PSA
in Quezon City;
through PSA-Provincial
Field Office, Bacolod
City; and follow up the
same after 15 days to 1
month.(The Client may
personally claim the
authenticated copy on
SECPA at NSO-
Bacolod or may present
the proof of mailing at
NSO-Manila)

7. Releasing of the
document to the
client

None

3 minutes

AIRENE LORENZO
Admin. Asst. VI
(Computer Operator

D)

RHODA LUZARITA
Admin. Aide Il

JULIE ANN C. ROA
City Civil Registrar

Total:

P 30.00

1 hour, 31
mins.
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11. Securing SECPA Copy of Birth/Marriage/Death/Cenomar thru
BREQS

ABOUT THE SERVICES

Authenticated copy of civil registry documents printed on security paper (SECPA) could be requested
at the Office of City Civil Registrar through Batch Request Entry Query System (BREQS)

The BREQS is a scheme where NSO (now PSA) authorizes a partner to receive request for PSA-
issued copies and certification of civil registry documents from the public and issue the documents
to its clientele. The authorized partner becomes known as a BREQS User. The actual process using
of the request is done by the Serbilis Outlet assigned to service the BREQS user. At present, the
following documents can be applied through this office, being a BREQS User:

e Copies of Birth, Death, Marriage documents,

e Copies of annotated or endorsed documents provided copies of said documents have

already been previously issued by PSA , and

o Certificates of No Record of Marriage (“Singleness”).

The documents resulting from application applied through BREQS are the same as what clients can
get if they go to a Serbilis Outlet and file the applications there instead.

Office or Division: Office of City Civil Registrar
Classification: Highly Technical
Type of Transaction: G2C, G2G
Who may avail: All
AGENCY FEESTOBE | PROCESSING PERSON
CLIENT STEPS ACTIONS PAID TIME RESPONSIBLE
RHODA
1. CCRO staff gives LUZARITA
1. Fill-up the Application Form to Admin. Aide I
verification form | the Client for 3 minutes
and submit to verification of Birth, KENNETH MARK
the EIC Marriage, Death and CUESTA
CENOMAR Reproduction

Machine Operator |

2. CCRO staff

checks the None
2. The EIC checks | correctness of the
entries and entries written by _ RHODA
issues an order | the client on the 3 minutes LUZARITA
of payment Application Form Admin. Aide Il

and issues Order of
Payment to the

client

133
The Victorias City Citizen’s Charter - A GUIDEBOOK ON CITY GOVERNMENT SERVICES




*Processing
Fee

For resident of
the city - P55.00
For non-
resident of the

3. Pay the required gég;(e)n?%%%pts the | city -P95.00
flc_aree ;(;J?ee r,glty prepares receipt for *CENQMAR City T(r)ef?i]cs:grer S
Office the payment of the | Forresident of
said fee the city -
P55.00/copy
For non-
resident of the
city -
P95.00/copy
4. Goback to CCR
Office and 4. CCRO staff:
present Proof of | 4.1 Prepares the
Payment (O.R.) | Acknowledgment Verification Fee:
issued by the Receipt, prepares
CTO. endorsement of Birth, Marriage,
paymentto PSA, and Death -
Wait for the issuance and schedule P155.00 RHODA
of Acknowledgment release of document 5 minutes LUZARITA
Receipt and schedule Verification Admin. Aide I
of release. 4.2 CCRO staff Fee:
Note: (Request for submits the
verification is endorsed to BREQS verification Cenomar -
PSA within the week and | to PSA Bacolod for P210.00
may be released within 1 | issuance of SECPA
week from date of Copy
endorsement.)
AIRENE
5. CCRO staff shall LO_RENZO
release verification Ac}l(rg:)nrﬁﬁjts;-r v
result to the client on
5. Come ba.c.k on the date specified in Operator 111
the specified the claim slip upon 3 minutes
date to claim the KENNETH
SECPA/Result release of document MARK
of Verification | 9ti5ecback from the CUESTA
Admin. Aide Il
from date of (Reproduction
endorsement. Machine
Operator 1)
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LUZARITA
Admin. Aide I

JEAN
MAGBANUA
Admin. Aide |

(Utility Worker 1)

KAREN
FERRARIS
Admin. Aide |
(Casual Laborer

1)

RUEL ROA
Admin. Aide |
Total
Total: | corresponding After 2 wgeks
f and 14 mins.
ee
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12. Delayed Registration of Registry Record
ABOUT THE SERVICES
Delayed registration of birth, marriage, death and court decrees-like ordinary registration made at the

time of the event must be filed at the office of the Civil Registrar of the place where the event occurred,
following the lapse of the reglementary period to register.

Office or Division: Office of City Civil Registrar
Classification: Highly Technical
Type of Transaction: G2C,G2G
Who may avail: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e PSA Negative Result of Verification e City Civil Registrar’s Office thru
BREQS
BIRTH e Philippine Statistics Authority

e Pursuant to MC 2024-17, Additional Guidelines for
Delayed Registration of Birth dated June 4, 2024, the following
additional guidelines for delayed registration of birth shall be
strictly complied with: e Concerned client

» In cases of applicants 18 years of age and above, the
personal appearance of the applicant before the
concerned CCR shall be mandatory.

For marital minor applicants, the personal appearance of the
parents before the CCR is mandatory. In default of the parents
or judicially appointed guardians, persons exercising substitute
parental authority as provided under Art. 216 of the Family Code
shall personally appear before the CCR. Provided that nothing
under this paragraph shall prohibit the CCR from requiring the
personal appearance of the minor child.

In cases of non-marital minor applicants, only the mother shall
personally appear before the CCR. If the party seeking the
registration is not the mother, an Affidavit or a sworn statement
stating the present whereabouts of the mother and the reason
for her inability to personally appear before the CCR shall be
submitted.

List of requirements:

1. Any two of the following documentary evidence which may
show the name of the child, his/her date and place of birth,
and the name of mother, and father (if the child is marital, or
if non-marital, has been acknowledged by the father

e Baptismal certificate

e School records

e Income tax return of parent/s

e Insurance policy

e Medical records; and

e Others, such as barangay captain’s certification, ID, etc.

e Concerned client
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2. Affidavit for Delayed Registration executed by the informant

3. Affidavit of 2 disinterest persons who might have known the
facts of birth and parentage of the child

Additional Requirements pursuant to MC No. 2024-17:

a. Barangay Certification / Proof of Residency issued by
the Punong Barangay

b. National ID

c. Any two (2) document evidence of the parents such as
but not limited to:

e Live Birth (COLB)

o Government-issued ID

e Marriage Certificate

o Death Certificate of the deceased parents (if applicable)

d. Unedited front-facing photo of the registrant to be
attached to the application (2x2 size, white background,
taken within 3 months from the date of registration)

e. If the application for delayed registration is filed on

behalf of a deceased person, death certificate of the
document owner shall be required.

f. For those party whose one of the parents is a foreigner:
o Marriage Certificate of parents (marital child)
o Birth Certificate of parent/s

e Valid Passport or Bl Clearance Certificate or ACR I-Card
of the foreign parents

g. For non-marital children who will be availing of R.A.
9255:
o Affidavit of Admission of Paternity and/or Affidavit to Use
the Surname of the Father (AUSF)

o Affidavit of Acknowledgement in case of a non-marital
child born before August 3, 1988.

NOTE:
If the person is eighteen (18) years old or above, he shall

apply for late registration of his birth and the requirements
shall be:

» All the requirements for a child who is less than
eighteen (1) years old; and

» Certificate of Marriage, if married.

(In the delayed registration of birth of an alien, travel
documents showing the origin and nationality of the parents
shall be presented in addition to the requirements
mentioned above.

Legal Office/ CCRO/ Any Notary
Public

Concerned client
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MARRIAGE

Application for Marriage License bearing the date when
the marriage license was issued except for marriage
exempt from marriage licenses shall be required. In the
absence of Marriage license, a certification issued in lieu
thereof, by the church or solemnizing officer.

Birth Certificate of 2 off-springs

Original Marriage Contract

Affidavit for Delayed Registration

DEATH

Four (4) copies of Certificate of Death which must be
accomplished correctly and completely

Affidavit for Delayed Registration which shall be
executed by the hospital/clinic administrator if the
person died in the hospital, clinic or similar institution, or
if the person died elsewhere, by the attendant at death.
In default of the hospital/clinic administrator or attendant
at death, the affidavit shall be executed by any of the
nearest relative of the deceased, or by any person
having legal charge of the deceased when he was still
alive.

Authenticated copy of the certificate of burial, cremation
or of other means of corpse disposal; and

Approval for registration by the health officer in the box
provided in the Certificate of Death.

CCRO
Solemnizing Officer

CCRO/ concerned client

Legal Office/ CCRO/ Any Notary
Public

CCRO/ Hospital/ Clinic

Legal Office/ CCRO/ Any Notary
Public
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AGENCY FEESTO BE | PROCESSING
CLIENT U= ACTIONS PAID TIME RESPONSIBLE
AIRENE
LORENZO
Admin. Asst. VI
(Computer Operator
1)
KENNETH MARK
) No Fee is CUESTA
1. Fill-up a . -
verification 1. CCRO staff gives required for Admin. Ald_e I
form and Verification Form to :gge istration 3 minutes M a(ci?rf) é%ju;;gr )
submit to the be filled out by the of 8ivil P
employee-in- client Reqi
gistry JEAN
charge (E|C) Document MAGBANUA
Admin. Aide |
(Utility Workerl)
KAREN
FERRARIS
Admin. Aide |
(Casual Laborer I)
AIRENE
- LORENZO
2. EIC verifies Admin. Asst. VI
from. the (Computer Operator
archives 2. CCRO staff: 4 minut 1)
whetherthe | 2.1 Verifies if the minutes
record is record of vital KENNETH MARK
already event is N CUESTA
. . one -
available. available Admin. Aide Il
If the vital event is 1 hour (Reproduction
(If the record is not not available in the Machine Operator I)
found in the database, proceed
database, a manual to Step 3 JEAN
search is done.) MAGBANUA
Admin. Aide |
(Utility Worker )
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KAREN

FERRARIS
Admin. Aide |
(Casual Laborer 1)

3. If verification
yields
negative, goto
the
Registration
Area, then,
submit the
supporting
documents for
registration
and other
supporting
papers to the
EIC.

The EIC
examines the
documents. It
may be:

-Certificate of Live
Birth (COLB)
-Marriage
Contract

-Death Certificate
-Others

3. CCRO staff,
interviews the client

4. Wait as the
EIC prepares
the COLB/MC/
DC, as the
case maybe,
review the
correctness of
the entries
and sign the
document

Client shall review
the correctness of
the data in the
prepared document
and signs in the
specified space
provided

4. CCRO staff:

4.1 Prepares the
document (Birth,
Marriage, Death)

4.2 Reviews the
correctness of
entries in the
prepared document
and assists the
client in the signing
the document

None

5 minutes

Birth

— MILDRED
QUINDAP

— FREDA
FLORES

Marriage
— GINA GUINO-O

Death
— FREDA
FLORES

30 minutes

Birth

— MILDRED
QUINDAP

— FREDA FLORES

Marriage
— GINA GUINO-O

Death
— FREDA FLORES
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5. EIC shall
issue a
schedule of
release of
registered
document.

Note:

Pursuant to MC 2024-
17, the application for
delayed registration of
birth shall not be
deemed received, for
processing and
subsequent posting,
pending the verification
of the concerned CCR
on the completeness
and authenticity of the
documentary
requirements and the
veracity and
genuineness of the
statements made in
the Affidavit by the
applicant and
documentary
requirements.

Upon discovery of any
inconsistencies,
irregularities and/or
misinformation in the
information provided
by the applicant in the
COLB form and other
submitted supporting
documents, the
concerned CCR shall
refuse acceptance of
the application for
delayed registration
until the
inconsistencies,
irregularities and/or
misinformation have
been remedied.

5. CCRO staff:

5.1 Processes the
documents for
registration

5.2 Signs the
document prepared

5.3 Submits the
document to the
City Civil Registrar
for review and
approval

5.4 CCR shall
examine the COLB
whether it has been
completely and
correctly filled out.
The CCR shall also
evaluate the veracity
and genuineness of
the statements made
in the Affidavits and
the completeness
and authenticity of
other submitted
supporting
documents through a
personal interview of
the applicant or if
necessary, conduct
a field visit with the
Office of the Punong
Barangay where the
registrant resides to
confirm the
statements made in
the Affidavit and
genuineness of the
supporting
documents.
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None

10 minutes

Within 5
working days

Birth

— MILDRED
QUINDAP

— FREDA FLORES

Marriage
— GINA GUINO-O

Death
— FREDA FLORES

JULIE ANN C.
ROA
City Civil Registrar
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5.5 Assign
Registry Number
and
enters/records of
the vital event in
the registry and
the database
upon advice.

5.6 Enters the
record in the
registry upon
approval of the City
Civil Registrar

After the
completion of
the 10-day
reglementary
posting period

RHODA LUZARITA
Admin. Aide Il
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AIRENE
Releasing of LORENZO
Document Admin. Asst. VI
(Computer
Operator Il
6. Secure priority P )
number, present KENNETH
your claim slip to MARK CUESTA
tgedEIC; secure Admin. Aide I
Pr:ly(rer:eont for the (Rﬁproduction
Machine Operator
Certification Fee ) g
and Document
Security Seal and | 6- CCRO staff RHODA
follow the fees in | releases the 3 minutes LUZARITA
securing Certified | documentto the Admin. Aide I
Copy of Civil client '
Registry JEAN
Documents MAGBANUA
Admin. Aide |
(Utility Worker 1)
KAREN
FERRARIS
Admin. Aide |
(Casual Laborerl)
RUEL ROA
Admin. Aide |
7. Proceed to the
City Treasurer’'s
Office (CTO) . Certification
and pay the Zhgifggrggcepts Fee - P50.00
required fee for ; City Treasurer’s
receipt for the :
the Document . Document Office
. payment of the said .
Security Seal. fees Security Seal
Wait for the - P50.00
Official Receipt
upon Payment
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8. Bring the O.R.
and Document
Security Seal
to CCRO

8. CCRO staff:

8.1. accepts the
O.R. and
Documents
Security Seal

8.2. attaches the
Document Security
Seal to the COLB
8.3. records the
Document Security
Seal number

3 minutes

KENNETH MARK
CUESTA
Admin. Aide Il
(Reproduction

Machine Operator I)

AIRENE
LORENZO
Admin. Asst. VI
(Computer Operator

1D)

JEAN
MAGBANUA
Admin. Aide |

(Utility Worker 1)

KAREN
FERRARIS
Admin. Aide |
(Casual Laborer I)

RUEL ROA
Admin. Aide |
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~’k’llPlNF§s J/

9. Wait for your
name to be
called to claim
the registered
document

9. CCRO staff
releases the
document

None

2 minutes

KENNETH MARK
CUESTA
Admin. Aide Il
(Reproduction
Machine Operator I)

AIRENE
LORENZO
Admin. Asst. VI
(Computer Operator

1)

RHODA
LUZARITA
Admin. Aide Il

JEAN
MAGBANUA
Admin. Aide |

(Utility Worker )

KAREN
FERRARIS
Admin. Aide |
(Casual Laborer I)

RUEL ROA
Admin. Aide |

Total:

Total
corresponding
fee

15 days and 2
hrs. or may be
subject to
compliance with

MC 2024-17
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13. Applying for Marriage License

ABOUT THE SERVICE

Before getting married, each of the contracting parties must file separate sworn application for
Marriage License with the proper Local Civil Registrar of the place where either or both of the
contracting parties reside.

Marriage license are valid in any part of the Philippines for a period of 120 days from the date of issue.
They are to be deemed automatically cancelled if the contracting parties have not yet gotten married,
within this period.

Office or Division: Office of City Civil Registrar
Classification: Highly Technical
Type of Transaction: G2C,G2G
Who may avail: Residents only
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Original/Photocopy of birth certificate of ¢ Office of the City Civil Registrar
applicants or, in default thereof, the ¢ Religious Sect where the applicant is
Baptismal Certificates of contracting parties a member
e Certificates of Pre-Marriage Orientation and e CSWND/Accredited Pre Marriage
Pre-Marriage Counseling Counselor, City Health Office
o Certificate of Attendance to Solid Waste e VCENRO
Management Seminar
e Parental Consent if applicant is 18 years old o Office of the City Civil Registrar
but below 21
e Parental Advice if applicant is 21 years old
but below 25
o Certificate of Legal Capacity issued by the e Foreign Embassy in the Philippines
embassy in the Philippines (for an applicant
who is a citizen of a foreign country
e CENOMAR o Office of the City Civil Registrar thru
e Atleast one of the contracting parties must BREQS
be a resident of Victorias City. ¢ Philippine Statistics Authority
AGENCY FEESTOBE | PROCESSING PERSON
GHISNIESUIES ACTIONS PAID TIME RESPONSIBLE
1. CCRO staff:

Interviews the
couple applicants

1. Present the 1.2 Examines the
required completeness of _ GINA GUINO-O
documentsto the documents None 3 minutes Admin. Asst.Ii
the EIC. presented by the (Admin. Asst.)

Client and forward the
same to the City Civil
Registrar for
evaluation
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2. The applicant
shall
accomplish the
application
form or may
request the

2. CCRO staff
checks, reviews and

: evaluates the data GINA GUINO-O
?hssg?;ntcet of | supplied written by Admin. Asst. ||
he 0 é/pe the parties on the 20 minutes (Admin. Asst.)
the require Application form as
information on | ye|| as the document JULIE ANN ROA
the application | required for issuance None City Civil Registrar
lform. of marriage license
The clients are and for notarial act.
required to review the
information on the
application form
before signing.

3. Secure an 3. CCRO staff GINA GUINO-O
Order of issues Order of 2 minutes Admin. Asst. I
Paymentfrom | Payment tothe (Admiﬁ Ass:t)
the EIC. client ' '

*Application
Fee -

>where both
applicants are
residents of the
city - P200.00
Pre-Marriage
Counseling -
P100.00
(regular sched.)

4. Pay the 4. CTO staff MsgrlmigeeFee—
required feeat | accepts the P30.00 Ci ,

_ . ity Treasurer’s
the City payment and Total-P330.00 Y Office
Treasurer's prepares receipt of
Office. the said fee ~where one

applicant is non-
resident of the
city - P300.00
Pre-Marriage
Counseling -
P100.00
Marriage
License Fee -
P30.00

Total - P430.00
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>where one
applicantisa
foreigner -
P600.00
Pre-Marriage
Counseling -
P100.00

Legal Capacity
to Contract
Marriage
Registration -
P100.00
Certification -
P50.00
Document
Security Seal -
P50.00
Marriage
License Fee-
P30.00

Total - P930.00

Note: Charge of
Pre - Marriage
Counseling
scheduled on
special days -
P400.00

Additional
Charges (if the
Marriage is to be
solemnized by
the City Mayor:
(Marriage
Solemnization
Fee)
> Licensed
Contracting
Parties-P100.00
> Marriage under
Art. 34 - P200.00
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5. Present your
receipt to the
EIC

5. CCRO staff:

5.1 Processes the
Application for
Marriage License
and prepares the
notices for posting

5.2 Submits to the
City Civil Registrar
for signature

None

5 minutes

GINA GUINO-O
Admin. Asst. |
(Admin. Asst.)

JULIE ANN ROA
City Civil Registrar

CCR reviews the
documents presented
and interviews the
applicants. The CCR
shall administer the
oath. The clients are
then requested to sign
the application form
and/or the Parental
Advice/Consent, as
the case maybe.

Come back on a
scheduled date of
release

of the License.
NOTE: Marriage
License shall be
released after the
ten-day
reglementary
posting period as
required in the
Family Code.

5.3 Enters the
record in the
registry upon
approval of the City
Civil Registrar

5.4 Prepares the
issuance of the
Marriage License
after the ten-day
reglementary
posting period
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6. Secure Order

KENNETH
MARKCUESTA
Admin. Aide I
(Reproduction
Machine Operator

)

of Payment for 6. CCRO staff AIRENE
issues order of 2 minutes LORENZO
the Document )
Securitv Seal payment Admin. Asst. VI
y (Computer
Operator 1)
JEAN
MAGBANUA
Admin. Aide |
(Utility Worker 1)
/. Pay the 7. CTO staff
Document accepts the
Security Seal avment and P 50.00 City Treasurer’s
at the City pay . - Office
Treasurer’s prepares receipt of
Offi the said fee
ice.
GINA GUINO-O
Admin. Asst. |l
(Admin. Asst.)
8. CCRO STAFF:
8.1. Accepts the KENNETH
O.R. and Document MARKCUESTA
8. Bring the O.R. | Security Seal Admin. Aide Il
and Document | 8.2. Attaches the 4 minut (Reproduction
Security Seal Document Security minutes Machine Operator
to CCRO Seal to the COLB J
8.3. Records the AIRENE
Document Security LORENZO
Seal number Admin. Asst. VI
(Computer
Operator Ill)
JEAN
MAGBANUA
Admin. Aide |

(Utility Worker 1)
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KENNETH

MARK CUESTA
Admin. Aide Il
(Reproduction
Machine Operator
1)
9. EIC releases RHODA
: LUZARITA
the Marriage Admin. Aide I
Licensetothe | 6. CCRO staff :
client. releases the .
Marriage License to 3 minutes MAEJB%?\AT\IUA
Wait for your name to | client Admin. Aide |
be called to claim the (UtiIiTIr\]/'\/orlk:rl)
registered document y
KAREN
FERRARIS
Admin. Aide |
(Casual Laborer I)
RUEL ROA
Admin. Aide |
Total
) . 11 days, 39
Total: | corresponding mins.
fee
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14. Petition for Change of First Name (CFN) or Correction of Clerical
Error/s (CCE) under R.A. 9048 as amended by R.A. 10172

ABOUT THE SERVICE

Republic Act No. 9048 authorizes the City/Municipal Civil Registrar or the Consul General to correct
a clerical or typographical error in a Civil Register; and/or change the first name or nickname of a
person in the Civil Register, without need of a judicial order.

Republic Act No. 10172 allows the change in sex and day and month of birth in Civil Register.

As an administrative remedy in nature, it is a departure from the usual judicial process in correcting
clerical errors or changing an entry in civil registry documents. It is aimed at according petitioners an

expeditious and cheaper way of correcting errors found in their Civil Registry Records.

Office or Division: Office of City Civil Registrar
Classification: Highly Technical
Type of Transaction: G2C,G2G
Who may avail: All
AGENCY FEESTOBE | PROCESSING PERSON
CLIENT STEPS ACTIONS PAID TIME RESPONSIBLE
1. CCRO staff: MA. LYN
1.1 The document PANIZALES
1. Approach the will be evaluated Asst. Registration
EIC orthe City | and you will be Officer
Civil Registrar | presented with the
(CCR); and remedies available AIRENE
inform them - whether to file a . LORENZO
about Petition for Change None 10 minutes Admin. Asst. VI
problems in of First Name or for (Computer
the Civil Correction of Operator 1)
Registry Clerical Error/s or
Record. to file a petition JULIEANN C.
with the proper ROA
court City Civil Registrar
2. CCRorEIC MA. LYN
gives a list of PANIZALES
documents Asst. Registration
. Officer
e ®or | 2 cGRO st
petition advises the client _ AIRENE
C i to reproduce the None 15 minutes LORENZO
omplete d :
these ocuments Admin. Asst. VI
) presented (Computer
requirements Operator Ill)
before
proceeding to JULIE ANN ROA
the next step. City Civil Registrar
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3. Submit all the

required MA. LYN
supporting 3. CCRO staff shall: PANIZALES
documentsto | 3.1 Acceptthe Asst. Registration
the EIC. The documents for Officer
EIC or CCR review and present
will check if the same to the AIRENE
documents CCR for processing 30 minutes LORENZO
are authentic, Admin. Asst. VI
completeand | 3.2 Issue Order of (Computer
duly certified. | Payment upon Operator Il1)
If complete, instruction of the
the order of CCR JULIE ANN ROA
payment shall City Civil Registrar
be issued.

UNDER R.A.

9048

*Filing Fee for

CFN -

P3,000.00 plus

P1,000.00

service feefor

migrant

petitioners

*Filing Fee for

CCE -

4 Presentthe | 4.CCRO staffshall | P1,000.00 plus
request the client P500.00
payment to .
the City to re_produce the service feefor City Treasurer’s
T , receipt as one of migrant i
reasurer's the requirements petitioners Office
Office and pay .
the required for processing of
the Petition UNDERR.A.

fees. 10172

*Filing Fee for
Correction of
Day and Month
of birth &
gender -
P3,000.00
P1,000.00
service feefor
migrant
petitioners
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*Legal/
Research Fee
for CFN and
Petitions under
R.A. 10172 -
P 30.00
*Legal
Research Fee
for CCE -
P 20.00
5. EIC prepares
the draft
petition. 5. CCRO staff shall:
Clientisrequiredto | 51 prepares the PXAI\'IAIZIAT_II\E]S
sign the petition in | petition to be signed by Asst. Registration
the presence ofthe | the client for the Officer
CCR. CCRO'’s review and
Clientwill thenbe | "Ot@nal act R
advised to come 59 | None 2 hours )
back on a specified - 1SSUe Admin. Asst. VI
Acknowledgment (Computer
date. Receipt and advise Operator 111
the client to come
(CCR renders the | 1 ack afterthe given JULIEANN C.
days afterthe 10-day | date (after the cit C.Rﬁé strar
posting period and/or | POSting and /or y EviRed!
after the completion | Publication period
of 2-weeks
publication period.)
Endorsement of
Petition to PSA for
appropriate action by Mailing Fee PXAQZIAT_II\E]S
the CRG: - 6. CCRO staff shall be borne Asst. Registration
6. The petition | hrenares for mailing by clients if Officer
shall be of the pertinent private .
forwarded to | 44cyments to the commercial | 10minutes AIRENE
PSA-Manila | 5cRG-Legal express LORENZO
for CRG’s Division courier is Admin. Asst. VI
approvalof he oy Sperator
City Civi petitioner Operator II)
Registrar.
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7. Come back
on the date
given to

follow-up the
result

Note: If the client opts
to get a copy of the
document, he shall pay
for the Certification Fee
and the Document
Security Seal following
the steps for issuance
annotated copy of Civil
Registry document
found in pages
(Annotation of Civil
Registry Document.

7. CCRO staff
shall:

7.1. Check the
availability of
OCRG’s decision
of the processed
Petition

Note: If the CCR’s
decision is affirmed

by the CRG and the
Certificate of Finality is
issued by the City Civil
Registrar, Annotated
Civil Registry Document
shall be forwarded to
PSA upon payment of
endorsement fee

- If impugned, the
petitioner shall file a
Motion for
Reconsideration.

In filing a Motion for
Reconsideration,
petitioner or any
concerned shall present
evidence to justify
reversed of CRG’s
decision within 15 days
from receipt of CRGs
decision impugning the
CCR’s decision.

If petition is denied by
the CCR, petitioner has
15 days upon receipt of
CCR’s decision denying
the petition to file
appeal to CRG.

MA. LYN
PANIZALES

Asst. Registration
Officer

AIRENE

LORENZO
Admin. Asst. VI
(Computer
Operator IlI)

JULIE ANN C.

ROA
City Civil Registrar

- Total ) 2 Weeks, 2 hrs_,
Total: | corresponding 55 mins
fee '
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15. Registration of Foundling/Abandoned Child
ABOUT THE SERVICE

A Foundling is a deserted or abandoned infant or child-with parents, guardian, or relatives being
unknown-found by another person (finder); or a child committed to an orphanage, or charitable or
similar institution with unknown facts of birth and parentage.

Reglementary Period and Place of Registration

The finder/charitable institution must register the foundling with the Office of the Civil Registrar within
30 days from the date of finding/commitment of the child.

If registration is made beyond the reglementary period, the concerned party-registrant will be required
to state in a sworn statement the circumstances that caused the late reporting to the Civil Registrar.

Agencies to Report to After Finding an Abandoned Child

Immediately after finding a foundling, the finder must report the case to the barangay captain of the
place where the foundling was found, or to the Philippine National Police, whichever is nearer or
convenient to the finder.

The finder must, then, commit the child to the care of the Department of Social Welfare and
Development (DSWD), or to duly licensed orphanage, charitable or similar institution. Upon
commitment, the finder must give to the DSWD or to charitable institution his/her copy of the Certificate
of Foundling, if the foundling was previously registered with the Office of the Civil Registrar.

In case the finder wants and is awarded custody of the foundling by the proper authority, he/she shall
give a name for the child and must report the same to the Civil Registrar of the city/municipality where
the child was found. Otherwise, the giving of the child’s name and its registration as foundling shall be
the responsibility of the DSWD, or of the orphanage or charitable or similar institution where the child
was committed.

Preparation of certified copy of Annotated Civil Registry Document upon the advice of the CCR. The
EIC shall prepare the annotated COLB/MC/DC as the case may be and an annotation in the Civil
Register shall be made by the CCR.

Office or Division: Office of City Civil Registrar
Classification: Simple
Type of Transaction: G2C,G2G
Who may avail: All
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FEES TO |PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Clients present MA. LYN
the required 1. CCRO staff accepts . PANIZALES
documents to the documents _ 5 minutes Asst. Registration
the EIC. presented by the client Officer
2. EIC examines 2. CCRO staff MA. LYN
the examines the . PANIZALES
completeness of | correctness of the 15 minutes Asst. Registration
the documents | documents Officer
3. CCRO staff shall
present the to the City
Civil Registrar the
3. The client shall documents and
sign the publication and
documents in approved of registration JULIEANN C.
the presence of | upon establishing the 10 minutes ROA
the City Civil correctness and City Civil Registrar
Registrar completeness of entries
(CCR). and is convinced
truthfulness of
statement made by the
finder.
AIRENE
LORENZO
Admin. Asst. VI
(Computer Operator 1)
None KENNETH MARK
4. Releasing of 4. EIC release copy of CUESTA
T d the document to the 3 minutes Admin. Aide Il
ocument client (Reproduction
Machine Operator I)
RHODA LUZARITA
Admin. Aide Il
JEAN MAGBANUA
Admin. Aide |
(Utility Worker )
KAREN
FERRARIS
Admin. Aide | (Casual
Laborer 1)
RUEL ROA
Admin. Aide |
Total: None 33 minutes
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16. Applying for Out-of-Town Reporting of Birth, Marriage and Death

ABOUT THE SERVICES

OUT-OF-TOWN REPORTING OF BIRTH:

Rule 20 of the Administrative Order No. 1 Series of 1993 states that out-of-town reporting of birth
occurs when the Certificate of Live Birth is presented to the civil registrar of a city or municipality which
is not the place of birth, not for registration but to be forwarded to the civil registrar of the city or
municipality where the birth occurred and where it should be registered.

Office or Division: Office of City Civil Registrar
Classification: Highly Technical
Type of Transaction: G2C,G2G
Who may avail: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e ON-TIME REGISTRATION e Legal Office/CCRO

> Affidavit declaring the facts of birth of a
person and the reasons why birth is not
recorded in the civil register of the city or
municipality where it occurred, attested by
at least two (2) witnesses

» Four (4) copies of the Certificate of Live o Office of the City Civil Registrar
Birth

» Certificate of Marriage of Parents

> If the child was born out of wedlock (born e Client’s file M/ICCRO where the
on or after March 19, 2004), submit the marriage was registered
following attachments:

- Affidavit to Use the Surname of the Father e Legal Office/CCRO
(AUSF) - duly notarized and registered at
the Office of the City Civil Registrar; and

lor
- Affidavit of Admission of Paternity (AAP) e Legal Office/CCRO
- Community Tax Certificate of the Affiant/s e Client concerned

- Government Issued of the Affiant/s

Note: If the application is for delayed registration of birth, the requirements under the rules governing
delayed registration of birth shall also be complied with. (See Delayed Registration of Registry Record
of Birth)
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OUT-OF-TOWN REPORTING OF MARRIAGE:

Out-of-town reporting of marriage occurs when the Certificate of Marriage is presented to the civil
registrar of a city or municipality which is not the place of marriage, not for registration but to be
forwarded to the civil registrar of the city or municipality where the marriage occurred and where it
should be registered.

CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE

¢ Affidavit declaring the facts of marriage and the e Legal Office/ CCRO
reasons why said marriage was not recorded
in the civil register of the city or municipality
where it occurred.

e Four (4) copies of the Certificate of Marriage e CCRO

Note: If the application is for delayed registration of marriage, the requirements under the rules
governing delayed registration of marriage shall also be complied with. (See Delayed Registration of
Registry Record of Marriage)

OUT-OF-TOWN REPORTING OF DEATH:

Rule 35 of the Administrative Order No. 1 Series of 1993, Out-of-Town Reporting of Death states that
when registration is not possible in the place of death and the Certificate of Death was presented to
the civil registrar of the city or municipality other than the place of death, it shall be accepted by the
civil registrar of the city or municipality, where the death occurred, for registration.

CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE

o Affidavit declaring the facts of death and the e Legal Office/ CCRO
reasons why said death was not recorded in
the civil register of the city or municipality
where it occurred, with corroborating
statement of two witnesses.

Note: If the application is for delayed registration of death, the requirements under the rules
governing delayed registration of death shall also be complied with. (See Delayed Registration of
Registry Record of Death)
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AGENCY FEES TO BE | PROCESSING PERSON
CLIENT SUE2E ACTIONS PAID TIME RESPONSIBLE
1. Client presents 1. CCRO staff shall:
) 1.1 Acceptthe
the doqume_nts document
for registration
of vital event to .
. 1.2 Interview the
tlgs IiEslt(r:altri]oTe client to check the (BIRTH)
Segtion correctness of the g&zgig
It may be: information/data None 3 minutes Admin. Aide IV
Lsgrlg?r(t:ﬁte of 13 Check/ (Bookbinder II)
- Marriage Contract exam;nf the f (MARRIAGE)
- Death Certificate tcr:)mdp © e”esst N GINA GUINO-O
- Others © ociur;en S Admin. Asst. Il
presente (Admin. Asst.)
2. Waitasthe EIC (DEATH)
prepares the FREDA FLORES
COLB/MC/DC, Admin. Aide Il
as thbe Cased (Bookbinder I)
maybe, an
reviews the
correctness of 2. CCRO staff shall:
the entries. 2.1 Prepare the ] JULIEANNC.
document and 40 minutes ROA

Note:

Pursuant to MC 2024-
17, the application for
delayed registration of
birth shall not be
deemed received, for
processing and
subsequent posting,
pending the verification
of the concerned CCR
on the completeness
and authenticity of the
documentary
requirements and the
veracity and
genuineness of the
statements made in the
Affidavit by the
applicant and
documentary
requirements.

examine/ check
the data encoded
in the document

2.2 Assist the client
in signing the
document; CCRO
staff also signs in
the document

2.3 Submit the
document to the
City Civil Registrar
for approval

City Civil Registrar
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Upon discovery of any
inconsistencies,
irregularities and/or
misinformation in the
information provided by
the applicant in the
COLB form and other
submitted supporting
documents, the
concerned CCR shall
refuse acceptance of
the application for
delayed registration
until the
inconsistencies,
irregularities and/or
misinformation have
been remedied.

3. All accepted
applications for
out-of-town
registration of
birth will be
coursed through
the PSO for
transmittal and
endorsement to
the concerned
record-keeping
civil registrar
pursuant to

MC 2024-17

4. CCRO staff shall
prepare the
documents for
transmittal to PSO
then to the
concerned C/MCR
upon review and
validation, by the
CCR, of the
evidence presented.

Note:

Pursuant to MC 2024-
17, upon discovery of
any inconsistencies,
irregularities and/or
misinformation in the
information provided
by the applicant in the
COLB form and other
submitted supporting
documents, the
concerned CCR shall
refuse acceptance of
the application for
delayed registration
until the
inconsistencies,
irregularities and/or
misinformation have
been remedied.

Fees to be
incurred for
mailing and
other
incidental
expenses:

P 500.00 (for
documents
to be sent

outside
Negros
Occidental)

P 200.00 (for
documents
to be sent

within
Negros
Occidental)

5 minutes

PSO
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(Processing (BIRTH)
time of the MILDRED
Out-of-Town QUINDAP
. _ Reporting of Admin. Aide IV
Note: The client shall Birth / (Bookbinder 1)
be advised to come Marriage and
back after 20 days Death (MARRIAGE)
fror_1|1l thetdaLe 01; " depends on GINA GUINO-O
mal Ipbgi ocC |eCf he the response Admin. Asst. Il
possible reply of the of the Office of (Admin. Asst.)
registering Civil the City Civil
Registrar Registrar (DEATH)
where the FREDAFLORES
event is Admin. Aide Il
recorded.) (Bookbinder 1)
AIRENE
LORENZO
. Admin. Asst. VI
5. Ii{jeleasmgtc?]f 5 CCRO staff (Computer
ssggen;(;?u"'y releases the 3 minutes Operator {11
registered glci)ec:tments tothe KENNETH MARK
document CUESTA
Admin. Aide I
(Reproduction
Machine Operator I)
20 days and 51
Total mins. (subject
Total: | corresponding | to IRR of Act
fees 3753 and MC
2024-17)
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17. Assisting in the Conduct of Civil Wedding Solemnization of the
City Mayor

ABOUT THE SERVICE

Rule 2.2 of Administrative Order No. 1, Series of 2007 (Implementing Rules and Regulations
Governing the Registration of the Authority to Solemnize Marriage with the Civil Register General of
Bishops, Heads/Founders of Religious and Religious Sects, Priests, Imams, Religious Ministers,
Tribal Heads/Leaders, Chieftains, Community Elders, and Other Designated Authorities) defined a
solemnizing officer as an officer vested with the authority to solemnize or officiate the marriage of a
man and woman in accordance with law or with the rites, practices, and ceremonies as prescribed
or granted by their religion/religious sect or tribe or ethnic aggrupation.

Under Article 7 of the Family Code of the Philippines, a marriage may be solemnized by the
MUNICIPAL MAYOR or, in CASE OF TEMPORARY VACANCY, the VICE-MAYOR may now
solemnize marriages pursuant to Section 444 and 445 of R.A. No. 7160 or the Local Government
Code of 1991. In the case of the VICE-MAYOR, who solemnizes a marriage in proper cases, it is
immaterial whether he is the Acting Mayor or “merely acting as mayor” for, in both instances, he
discharges all the duties and wields the power appurtenant to the Office of the Mayor.

Office or Division: Office of City Civil Registrar/ Office of the City Mayor
Classification: Simple
Type of Transaction: G2C
Who may avail: Residents only
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Valid Marriage License e CCRO

e Atleast one of the contracting parties must be a
resident of Victorias City

e Affidavit of Cohabitation jointly executed by » Legal Office
contracting parties stating among other that they
have lived together as husband and wife for at
least five years under Art. 34 of the Family Code

163
The Victorias City Citizen’s Charter - A GUIDEBOOK ON CITY GOVERNMENT SERVICES




5. Client pays to
the City
Treasurer’s
Office

5. CTO staff accepts
the payment and
prepares receipt of
the said fee

Solemnization
Fee:

> Licensed
Contracting
Parties-P100.00
> Marriage
under Art. 34 -
P200.00

(Free of charge
for indigent

couple)

AGENCY FEES TO BE |PROCESSING PERSON
CLIENT STEPS ACTIONS PAID TIME RESPONSIBLE
1. Client present | 1. CCRO staff shall
active Marriage | accept the documents GINA GUINO-O
License to the | presented by the 2 minutes Admin. Asst. Il
EIC client (Admin. Asst.)
2. CCRO staff shall
. EIC examines accept the documents
the and present to the
completeness | City Civil Registrar for 3 mi GINA.GUINO'O
i minutes Admin. Asst. Il
of the evaluation/ (Admin. Asst)
documents transmittal/ request ' '
and iss_ues for sqlemnization of JULIE ANN C.
transmittal/ marriage to City ROA
re-_quest tothe Mayor’g Office upon City Civil Registrar
clients instruction from the
City Civil Registrar None
3 The client 3. City Mayor’s staff
shall submit receive the transmittal/
transmittal/ requestand informs the Office of the City
requesttothe | clientsand CCRO Mayor
Office of the stafffor the possibledate
City Mayor ofwedding.
4. EIC prepares
the Marriage
Certificate of | 4 GCRO staff shall GINA GUINO-O
the COUpl_e tobe prepare the 10 minutes Admin. Asst. Il
wed and issues Marriage Contract of (Admin. Asst.)
order of the couple
payment for
Solemnization
Fee
Marriage
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6. The City Mayor

conducts the P 200.00
solemnization of
6. Solemnization | Marriage of the (Free of 1 hour
of Marriage couples and the charge for GINA GUINO-O
CCRO staff assists indigent Admin. Asst. I
during the event couple) (Admin. Asst.)
7. The couples’ 7. CCRO staff shall: GINA GUINO-O
Marriage Admin. Asst. Il
Certificate 7.1 Process 5 minutes (Admin. Asst.)
shall be registration of
submitted to Marriage Certificate JULIEANN C.
the Office of upon approval of the ROA
the City Civil City Civil Registrar City Civil Registrar

Registrar for
registration

Document shall be

processed and shall
be approved for
registration by the
City Civil Registrar.
Come back on the
date specified to
claim the registered
document.

Note: Follow the
steps in securing
copy of Certificate of
Live Birth.

7.2 Enters the record
in the registry upon
approval of the City
Civil Registrar

(within 3 days)

8. Secure priority
number,
present your

claim slip to the
EIC and wait for

your hame to
be called to
claim the
registered
document.

8. CCRO staff issues
Order of Payment

2 minutes

KENNETH MARK

CUESTA

Admin. Aide Il
(Reproduction

Machine
Operator )

AIRENE
LORENZO

Admin. Asst. VI
(Computer Operator

D)
JEAN

MAGBANUA
Admin. Aide |
(Utility Worker )
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Certification

9. Pay the 9. Cashier accepts Fee - P50.00
Certification Fee | and prepares receipt City Treasurer’s
and Documents | for the payment of Document Office
Security Seal the said fees Security Seal
- P50.00
KENNETH MARK
CUESTA
10. CCRO staff: Admin. Aide I
10.1 Accept the (Reproduction
O.R. and Machine Operator 1)
Documents Security
10. Bring O R. Seal AIRENE
and Document | 10.2 Attach the None 4 minutes AdLO'RI,EANZtOw
Security Seal | Document ( Comm:Jr':ér CS)S rator
to CCRO Security Seal to P ) P
the COLB
10.3 Record the JEAN
Document MAGBANUA
Security Seal Admin. Aide |
(Utility Workerl)
AIRENE
LORENZO
Admin. Asst. VI
(Computer
Operator Il1)
KENNETH MARK
; CUESTA
- Sg&iﬁ"enn% of Admin. Aide Il
(Reproduction
Machine Operator I)
Wait for your name r;ﬂéagg Eg §ct>if:|rsnhe?1|: 3minutes | RHODA LUZARITA
to be called to claim Admin. Aide Il
the registered JEAN MAGBANUA
Admin. Aide |
document. (Utility Worker 1)
KAREN
FERRARIS
Admin. Aide |
(Casual Laborer I)
RUEL ROA
Admin. Aide |
Total
Total: | corresponding 3 dzagyrsr;igshr.,
fees '
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18. Conduct of Mobile Registration during the Civil Registration Month

ABOUT THE SERVICE

The celebration of Civil Registration Month in February is an annual activity mandated by law,
conducted nationwide by all civil registry offices. It aims to bring civil registration services closer to
the people especially in the far-flung areas; to make the people aware of the services offered by the
office; to educate the people on the importance of civil registration and its impact on their lives, their
future and the society as well; and to provide pro-active response to the needs of clients pertaining
civil registration.

Free service is subject to the legislative action passed by the city council, duly approved by the city
chief executive.

The following are the programs/activities:

Display of streamers

Conduct of Mobile Registration in target areas

Issuance of Registered Civil Registry Documents free of charge to clients in areas covered
during the mobile registration activity

Conduct of Forum and/or information/education campaign on civil registration matters
alongside with the conduct of mobile registration in target areas

Acceptance and processing of verification of civil registry documents through BREQS in
areas covered during the mobile registration program

Registration of Legal Instruments, free of charge, submitted by clients in target recipient
barangays (backed up by City Ordinance)

One-day free issuance of certified copy of registered civil registry documents as highlight of
the month-long activity (backed up by City Ordinance)

Office or Division: Office of City Civil Registrar
Classification: Simple
Type of Transaction: G2C,G2G
Who may avail: Residents only
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CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

Applicant must be a resident of the recipient area
or barangay.

All requirements listed under the Delayed
Registration of Civil Registry documents except
for the PSA Negative Result of Verification (to
those whose place of occurrence is within the city
only).

No fee is required for the registration of Civil
Registry documents to those whose place of
occurrence is within the city.

Clients shall shoulder the mailing expenses and

other miscellaneous fee for registration of events
outside the CCRO'’s area of jurisdiction.

c/o Client

FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Please follow the
steps and 1. Venue of the
requirements for Mobile Registration N
. ; . : one
registration of Civil varies yearly based
Registry on the target areas.
documents.
Total: None
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19. Conduct of Forum / Information / Education Campaign on Civil
Registration Matters

ABOUT THE SERVICE

The Conduct of Forum / Information / Education Campaign on Civil Registration is conducted
alongside with the Mobile Registration in areas covered during the aforementioned activity and it is
also conducted in the orientation of couples who would avail of the Mass Wedding. The said activity
aims to inform the people of the programs, activities and services the office offers in terms of civil
registration with the purpose of making them aware of the current update in civil registration and its
impact on their lives, their future and the society as well.

Office or Division: Office of City Civil Registrar
Classification: Simple
Type of Transaction: G2C,G2G
Who may avail: Residents only
FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. C“e'nttﬂ”t's mfthe 1 CCRO staff
registrationform. | assists the client 3 minutes All CCRO
Client is requested to find dur!ntg tthe Personnel
seat in the venue. registration
2. CCR orher
authorized None JULIEANN C.
2. Client listens / representative talks _ROA,
attendstothetalk | on updates, laws glty_C|V|I
or information and the applicable 1 hour egistrar
dissemination by rules regarding the GINA GUINO-O
the speaker civil registration and Admin. Asst I
its important in the (Admiﬁ Ass:[)
life of a person. ' '
Total: None 1 hr., 3 minutes
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20. Conduct of the Mass Wedding

ABOUT THE SERVICE

Executive Order 209, otherwise known as the Family Code of the Philippines recognizes Family as
the basic unit of society and marriage as the foundation of a family.

The conduct of Mass Wedding has been a part of the City’s Charter Anniversary Celebration as the
LGU’s commitment to help its constituents establish their conjugal and family life in recognition of
the role of the family in the society and the humanity. Anent hereto, the City Council passed City
Ordinance No. 012-2013 which authorizes the City Civil Registrar to accept and register the
application for the issuance of Marriage License, free of charge, for the beneficiaries of the city’s
Mass Wedding Program every celebration of the City’s Charter Anniversary.

Office or Division: Office of the City Civil Registrar
Classification: Simple
Type of Transaction: G2C
Who may avail: Residents only
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE

e Atleast one of the contracting parties is a
resident of Victorias City
e With legal age and no marriage impediment
e Marriage License (for regular applicants) e CCRO
e Contracting parties who are qualified for Article
34 of the Family Code, may submit original
and photocopy of the following documents:
- Birth Certificate / Baptismal Certificate (male
and female applicants)
- Government Issued ID

e Client’s file/ M/ICCRO where the
birth was registered or in case of
Baptismal Certificate, the
Parochial Office where the child
was baptized

- CENOMAR e PSA/CCRO thru BREQS
- Birth Certificate / Baptismal Certificate of
Children
AGENCY FEESTO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. CCRO staff shall:
1. Clients present 1.1 Accept the _
theirdocuments | documents 2 minutes
to the EIC presented by the GINA GUINO-O
Couples needing 1.2 Examine the Agén'r_" AASSt-t”
Marriage License shall | completeness and _ (Admin. Asst.)
comply with the requisites | correctness of the 3 minutes
cited Applying for documents and issues
Marriage License. transmittal request
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JULIEANN C.
ROA
City Civil Registrar

during the Mass
Wedding practice.

FREDA
. Couples qualified to | 2.1 Prepares the FLORES
be married under Art. | Affidavit in lieu of Admin. Aide II
34 of the Family Code | Marriage License (Bookbinder 1)
shall execute the and process the
Affidavit of same for approval 15 minutes AIRENE
Cohabitation and sign | and signature of the LORENZO
the document in the client and City Civil Admin. Asst. VI
presence of the City | Registrar (for notarial (Computer Operator
Civil Registrar. act). 1)
MILDRED
QUINDAP
Admin. Aide IV
(Bookbinder 1)
3. CCRO staff shall GINA GUINC-O
prepare the Marriage Admin. Asst. Il
3. Wait while EIC Certificate of the (Admin. Asst.)
staff prepare the coup_les _based on the MILDRED
Marriage Application for , QUINDAP
Certificate and Marriage License and 20 minutes Admin. Aide IV
other necessary affidavit presented as (Bookbinder II)
documents the_case may be and
review the FREDA FLORES
correctness of the Admin. Aide Il
document (Bookbinder 1)
4.1. The City Civil
Registrar conducts
4. ORIENTATION | forum and AN
DAY orientation to the Ci@%Aivil
couple applicants. .
Applicants forthe Mass 3 hours Registrar
Wedding attend the 4.2 CCRO staff All CCRO
orientation and practice | assists the couples Personnel
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5. Solemnization of

5. The City Mayor

Marriage shall solemnize the THE CITY MAYOR
NOTE: Couples shall | Marriage of the
X couples and the
come to the venue 1 CCRO personnel All CCRO
hour ahead of the > Pel personnel
. . assist during the
scheduled time during event
the Mass Wedding Day.
6. CCRO staff shall:
. Process the
6. @eert'i\lili?:;rtl:%ily Marriage Certificate
signed by the for the signature of
Solemnizing the City Civil GINA GUINO-O

witnesses shall
be forwarded to
the Office of the
City Civil
Registrar for
processing and

registration upon
determining that the
document is properly
signed by the
concerned parties.

6.2 Submit the

10 minutes

(Admin. Asst.)

registration documents to the (within 3 days JULIEANNC.
| | City Civil Registrar from ROA
Wait for the advice of its for review and submission of City Civil
release. document with Registrar
approval
complete
Come back on the date signature of the
specified to claim the ?n'SthEenrteerit;? rﬁcgrnd concerned GINA GUINO-O
registered document. gistry upc parties) Admlr_l. Asst. I
approval of the City (Admin. Asst.)
Civil Registrar
KENNETH
MARK CUESTA
, Admin. Aide I
7. Releasing of (Reproduction
Document Machine Operator I)
Secure priority number, | 7. CCRO staff AIRENE
present your claim slip | releases the 3 minutes LORENZO
to the EIC and wait for | document Admin. Asst. VI

your name to be called
to claim the registered
document

(Computer Operator

1)

JEAN

MAGBANUA
Admin. Aide |
(Utility Worker 1)
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Certification

8. Pay the -
Certification Fee | 8. Cashier accepts PSGOGO_O
and Document and prepares receipt ’ City Treasurer’'s
Security Seal at | for the payment of DSocum_ent Office
the Treasurer's | the said fees ;g:r;t_y
Office P50.00
KENNETH
MARK CUESTA
9. CCRO staff: N
Admin. Aide I
9.1 accepts the (Reproduction
O.Rand Machine Operator 1)
9. Bring the O.R. Document AIRENE
Security Seal
and Document . LORENZO
. 9.2. attaches the 4 minutes .
Security Sealto . Admin. Asst. VI
CCRO Document Security c ter Operat
Seal to the COLB (Compu ?I?) perator
9.3 records the
Document Security JEAN
Seal number MAG_BANUA
Admin. Aide |
(Utility Worker )
AIRENE
LORENZO
Admin. Asst. VI
(Computer Operator
1)
KENNETH
MARK CUESTA
Admin. Aide I
10. Wait for your (Reproduction
name to be 10. CCRO staff Machine Operator 1)
called to claim releases the 3 minutes RHODA LUZARITA
the registered document Admin. Aide |l
document JEAN
MAGBANUA
Admin. Aide |
(Utility Workerl)
KAREN FERRARIS
Admin. Aide |
(Casual Laborer 1)
RUEL ROA
Admin. Aide |
Total
Total: [correspondi 3 djg/s, 3hrs.,
| ngfee mins.
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INTEGRATED HEALTH SERVICES
External Services
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1. Availing of Outpatient Services

ABOUT THE SERVICE

Outpatient services, serves as the initial point of consultation for

patients seeking medical attention. It provides wellness and
prevention services, diagnostic services, treatment and

rehabilitation to patients. Likewise, it gives medical assistance to

patient or an outpatient basis, ensuring they receive timely and
appropriate care without the need for admission.

Office or Division:

City Health Office

DON ALEJANDRO ACUNA
YAP QUINA ARTS AND
CULTURAL CENTER

ADMINISTRATIVE BUILDING ®)

GOVERNMENT CENTER "

PNP
| STATION|

YAP QUINA STREET

CITY HEALTH OFFICE

Classification: Simple
Type Of TransaCtlon. GZC (F:(i)tr;l::;elti':\g)frf?::ion, please contact: Dr. Richard P. Garlitos,
Who may avall A” Tel. No: (034) 399-3437
FEESTO BE | PROCESSING PERSON
CLIENT STEPS |AGENCY ACTIONS PAID TIME RESPONSIBLE
1. Get referral from o
Brgy. Health |1:.Olrsnitsjes Referral 10 minutes Mld(\;\::feD/Eturse
Station/ Centers y
2. OPD Client
Admittance
Get the number from 2. Assigns number 10 minutes I\(/I):;jVI;Iij?//l\éugsDe
the person-in-charge for queuing y |
and then wait for your personne
number to be called.
Triage/ Assessment None
of Patient.
3. Examination of
Patient
?' Refergnc?form 10 minutes Doctors on Duty
Submit to the or examination
examination of the
physician on duty.
4. Dispense
4. Dispense of Medicines based on _ Pharmacy Supply
Medicines Doctor’s prescription 10 minutes Officer/
(Pharmacy) Designate
5. Get request for Refer to tariffs
. : 5. Refer to imposed to
Diagnostic, . . . .
Laboratory, approprlate ?GC'[IOH corresponding 5 minutes
Rehabilitation to avail services services
needs
Total: None 45 minutes
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2. Immunization Services

ABOUT THE SERVICE

The purpose of this service is to immunize children 0 to 12 months old primary to reduce the morbidity
and mortality of vaccine preventable diseases among children which includes Hepatitis B,
Tuberculosis, Poliomyelitis, Diphtheria, Tetanus, Pertussis, Measles, Mumps and Rubella. We are
also targeting the senior citizens for Pneumonia and Flu vaccine. The administration of this vaccine to
a person is to protect them against diseases. This is done to stimulate the body’s own immune system
to have protection against infection of the disease.

Office or Division: City Health Office
Classification: Simple
Type of Transaction: G2C
Who may avalil: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Growth chart chart/Booklet/ Card e City Health Office

and/or record of previous
immunization

AGENCY FEES TO PROCESSING PERSON

SHIENT STERE ACTIONS BE PAID TIME RESPONSIBLE
1. Register with 1. Evaluates the MARY ANN SALAR

the Nurse/ record for _ Nurse Il

Midwife on vaccination, V/S 7 minutes or

duty taking Nurse, Midwife on duty
2. Assists/ Submit MARY ANN SALAR

to Nurse/ 2. Actual . Nurselll

Midwife on Duty | Vaccination 7 minutes or

for vaccination Nurse, Midwife on duty

None

3. Advises patient
3. Takes note of to apply cold

the Post compress on the MARY ANN SALAR
immunization injection. Nurselll
instruction Advises patient to 5 minutes

including the give paracetamol if Rural Health

next round of necessary. Midwives

immunization Advise forthe next
schedule visit.

Total: None 19 minutes
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3. Maternity Services

A. Availing of Maternal Care Services

ABOUT THE SERVICE

THE CITY HEALTH OFFICE (CHO) provides a comprehensive maternal care program for women.
This is among the most important intervention to decrease maternal morbidity and mortality.

It is promoting health along the whole continuum of pregnancy, childbirth and post-natal care. This
includes good monitoring, detecting and preventing diseases. Ensuring women and their babies

reach their full potential for health and well-being.

Office or Division:

City Health Office

Classification: Simple
Type of Transaction: G2C
Who may avail: All

CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE

e Home Base Maternal Record - HBMR ¢ City Health Office/Barangay Health
Mother and Child Booklet Stations

FEESTO BE | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS PAID TIME RESPONSIBLE

1. Get and fill-up 1. Issues 5minutes | Midwife/Nurse
. . . information
information slip slip on Duty

2. Present Home 2. Asks for the
Base Mother Home Base Midwife/Nurse
Record (HBMR). If | Mother Record 5 minutes on Dut
none, staff issues (HBMR). If none, y
HBMR staffissues HBMR

3. Sul:_;mlt to vital signs 3. Takes vital signs 5 minutes Midwife/Nurse
taking None on Duty

4. Submits HBMR to 4. Receives the
the nurses/ recorded vital
midwives for the signs of clients for Midwife/Nurse
data recording. records purposes. on Duty
Retrieve back your | Return to client 10 minutes
HBMR the HBMR

5. Wait for your . Midwife/Nurse/
priority number to iulrﬁolcjj's priority Physician on
be called Duty
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6. When called, submit

for pre-natal check.
Take note of the

6. Pre-Natal
checked for clients,
diagnosis noted &

diagnosis and scheduled follow up Midwife/ Nurse/
schedule of follow- | yisit. Physician on
up visit. Duty
For non
, PhilHealth
7. Delivery Charges Member:
£ 1,800
Total: None 25 minutes
B. During Labor, Admission & Delivery
AGENCY FEESTO PROCESSING PERSON
LIENT STEP
c S S ACTIONS BE PAID TIME RESPONSIBLE
1. Pregnant women on rlﬁg?tscﬁsp?rsgr?ant
labor should visit the women on labor for 10 minutes Midwife on duty
Maternity Section for normal delivery or
check up Caesarian Section
2. Admit patient and
monitor for the
2. Admission progress of labor and None 10 minutes Midwife on duty
observe signs for
possible referral
: Maternity
- Refer patients to Midwife on Duty
3. Referral ospitalwith any 10 minutes Nursing
signs that needs Attendant on
referral duty
Total: None 30 minutes
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4. Anti-Rabies Treatment Services

ABOUT THE SERVICE

The purpose of this service is to treat all cases of suspected rabies exposure immediately to prevent
the onset of clinical symptoms and death. Post exposure prophylaxis PEP consist of wound
treatment, the administration of rabies vaccine based on WHO recommendation and if indicated the
administration of rabies immune globulin. To minimize death due to rabies. The program aims to
prevent and control infection by providing and promoting accessible vaccines along with rabies
education and queries to clients and the public.

Office or Division: City Health Office
Classification: Simple

Type of Transaction: G2C

Who may avalil: All

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

Brgy. Certification of Permanent Residency

(if meds are available)

Prescription from the Doctor

City Health Office

AGENCY FEESTO |PROCESSING PERSON
LIENT STEP
£ SIERE ACTIONS BE PAID TIME RESPONSIBLE
TIMOTEO
. BUENACOSAIIIL RN
1. Inquire about the Nurse I/Rabies
services given 1. Answers . Coordinator
and the all queries 2 minutes Alternate
requirements FRANCIS ROLAND
ALMASOL, RN
Nurse |
2. Present referral 2 Receives
form at Nurses réferral form 2 minutes Triage Nurse on Duty
Station
3. Submit self to 3. Gives number
assessmentand | o consultation None 5 minutes Physician on Duty
take consultation
4. Nurse on duty
performs the anti- _ TIMOTEO
i rabies shot with 10 minutes BUENACOSA III. RN
4. Submit for doctor’s order Nurse I/Rabies
physical presented by client. Coordinator
examination and Alternate
adr.nlnlsltratlon of Nurse gives rabies 10mi FRANCIS ROLAND
anti-rabies shot. education and minutes ALMASOL, RN
awareness to Nurse |

individual.
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L

5. Take note of
schedules of follow-
up anti-rabies

5. Informs patient
of schedules for

TIMOTEO<
BUENACOSA IIl, RN

Nurse I/Rabies
Coordinator

injections/ shots follow-up anti- 3 minutes Alternate
and further rabies injections FRANCIS ROLAND
instructions ALMASOL, RN
Nurse |
Total: None 32 minutes
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5. Dental Services

ABOUT THE SERVICE

The purpose of the service is to prevent complications such as tooth decay (cavities) and gum diseases
and to maintain the overall health of your mouth. Most importantly it can aid in spotting potential
problems like the onset of gum disease and mouth decay. Regular teeth examination as a form of
preventive care can help maintain good oral hygiene, thus protecting our mouth and teeth.

Office or Division: City Health Office
Classification: Simple
Type of Transaction: G2C
Who may avalil: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
1. Brgy. Certification of Permanent Residency
(if meds are available) e City Health Office
2. Prescription from the Doctor
AGENCY FEESTOBE | PROCESSING PERSON
CLIENT STEPS ACTIONS PAID TIME | RESPONSIBLE
(Tooth
extraction)
For Victorias
1. Get number from City residents:
the station and . P 100.00/tooth
proceed to the :é(;?vseh;era ment 7 minutes Cashier
Cashier and pay pay For non-
the required fees residents:
P 120.00/tooth
Seal- P 50.00
2. Registername in
the logbook. 2. Staff-in-charge PALERMO Q.
Wait for your calls patients 5 minutes LORAEZ
name to be name one by one Dental Aide
called None
3. Submit to dental 3. Dentist
examination and | examines patients
take note of the and gives 15 minutes Dentist on Duty
instructions and instructions and
prescriptions prescriptions
Total
Total: | corresponding 22 minutes
fee
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For schools:

1. List all number of |1 : F.’r;?pa][es PALERMO Q.
Pre-school children for f;)gls_éc? or DLOR'IA\AE(?
fluoridation, giving all d:(lji\rlleﬁnl(g)n(,)f None 20 minutes ental Aide
?ggﬁ}%liﬁdairgs of toothbrush and Nurses and
toothpaste volunteers

toothpaste.
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6. Anti-Tetanus Treatment Services

ABOUT THE SERVICE

The purpose of the service is preventing tetanus infection by tetanus prophylaxis. Giving if active
immunization to reduce incidence of disease and death with proper wound dressing, debridement and

other injury management.

Office or Division:

City Health Office

Classification: Simple
Type of Transaction: G2C
Who may avail: All

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

1. Prescription from the Doctor

e City Health Office

2. Syringe
AGENCY FEES TO BE | PROCESSING PERSON
coEnl e ERE ACTIONS PAID TIME RESPONSIBLE
TIMOTEO
BUENACOSAIII,
RN
Nurse I/Rabies
1. Client secure 1. Nurse get§ Coordinator
referral form; .
Referral form from ives number 2 minutes Alternate
barangay g u FRANCIS
for queuing ROLAND
ALMASOL, RN
Nurse |
None Nurse on Duty
2. Submit self for
Doctor’s 2. Nurse on duty
consultation, carries out 10 minutes Nurse on Duty
instructions and doctor’s order
recommendations
3. Nurse on duty
3. Submit self for does wound
dressing of dressing, gives
wound, anti- anti-tetanus shot
tetanus shot; and gives further 30 minutes Nurse on Duty
Take note of instructions after
further administering
instructions anti-tetanus
injection to patient
Total: None 42 minutes
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7. TB Control Program Services
ABOUT THE SERVICE

The National TB Control Program (NTP) aims to reduce mortality and incidence from tuberculosis in
the country reduces catastrophic cases and provides patient responsive health services. Likewise,
reducing the disability and death from TB by effective treatment. Also, to achieve high quality
diagnosis and treatment for people with tuberculosis.

Office or Division: City Health Office

Classification: Simple

Type of Transaction: G2C

Any person, 9 years old and above, who are known to have tuberculosis
or who displays the following symptoms:

Persistent coughing fortwo weeks or more

Fever

Progressive weight loss

Chest or back pains hemoptysis or recurrent blood streak sputum
Loss of appetite

Tiredness/night sweating

Who may avalil:

CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE

1. Chest X-Ray Result

2. Sputum Result

3. Presence of Barangay Health Worker-if
positive result

e City Health Office

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Nurse on
L Nurse on Duty
1. Inquire on how to duty/Mldvgfe 3 minutes
avail free TB drugs concerned answers Midwife
query on availing Concerned
free TB drugs
2. CSoILect.ion. and 2. Nurse in charge SJL'JAISQ,,IA\\AFIJI\]O
oqu;)neliisrlr?:n collects specimen None Nurse II/
after_submlssmn of 10 minutes NTP Coordinator
. . requirements by the
Submit requirements, patient, gives initial Alternate
receive initial drugs and take drugs e;nd MAYBELL
note of instructions instructions CANLAS
Nurse |
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3. Advocates and give
health tutoring on
ways to prevent

i iSSi Nurse II/
> tIIiZ::eun:?‘tsci)olﬁ %tfu r:i rse :lrjapr;srr;:}sosslci)snao:d %I?]é?\'l:llul}:; NTZI(t:gror:gitzator
coordinator. reinfection. Avilioeg
4. Orientation on CANLAS
treatment schedules. Nurse |
Total: None 23 minutes
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8. Leprosy Control Program Services

ABOUT THE SERVICE

The goal of the program is to lessen burden of the disease and its mission to have to have a leprosy
free country, where its vision of zero leprosy, zero disability, zero stigma and, discrimination and

elimination of leprosy.

Office or Division:

City Health Office

Classification: Simple
Type of Transaction: G2C
Who may avalil: All
AGENCY FEESTO | PROCESSING PERSON
SHISNUSUIERE ACTIONS BE PAID TIME RESPONSIBLE
1. Inquiry
1. Midwife on duty
Inquire about skin answers query on
diseases and the skin diseases and
requirements for availing of | the requirements to 10 minutes Midwife on
free leprosy drugs. avail of free leprosy Duty
drugs and then
The midwife on duty will refers patient to
direct you to the nurse nurse coordinator
coordinator.
2. Assessment 2. Nurse/City Health
Officer assess JASMIN
Nurse assesses patientfor | patient for signs 15 minutes SUDARIO
signs and symptoms of and symptoms of Nurse Il
Ieprosy. |epr03y. None (Leprosy
3. Referral to City Coordinator)
Health Officer (CHO) | 3. Patient is or
for confirmation subjected to skin slit 15 minutes DR.RICHARDP.
upon discretion of GARLITOS
Subject to skin slit orupon | City Health Officer City Health Officer
discretion of CHO.
4. Nurse enrolls
: patient for multi- .
4. Enrollment of Patient drug therapy and 30 minutes JASMIN
provides counseling SUDARIO
. Nurse ll
5. Regular schedule S- Nurse-in-charge . (Leprosy
) issues schedule for 3 minutes :
given for follow-up ¢ Coordinator)
ollow-up check up
Total: None 1 hpur, 13
minutes
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9. Provisionof Medico-Legal Services

ABOUT THE SERVICE

The purpose of this service is to examine and diagnose cases pertaining to medico legal reasons.
(Battered Wife, Women’s Abused, Child Abused, Rape, Vehicular Accident, Physical Injured). It also
examines Dead on Arrival cases for Autopsy.

This service is available at the Room 4, City Health Office (CHO) to any person/individual who needs
medico legal assistance.

Office or Division: City Health Office
Classification: Simple
Type of Transaction: G2C
Who may avail: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
For Medico Legal Cases "Kurasyon": e City Health Office

> Blotter from the Police Office (2 copies)

> For DOA within Bacolod City (For Autopsy)
> Blotter and request for Autopsy

> Certification of Death from the Barangay

> For Autopsy Permit/ Death Certificate Forms

FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. For Client
admittance and
assessment, 1. Admittance of
approach staff client for assessment 5 minutes Nurse on Duty

on duty, state
need and other

information
P 50.00 Dr. Richard P.
Garlitos
2. Submit to - Document City Health Officer
physical 2. Ph)_/S|c!an Security 10 minutes Dr. Marie Mercie
o examination
examination Seal - Debuque
P 50.00 Dr. Thea Mae Dino
Medical Officers
3. Encodes & prints
medico legal results
3. Receive assessed by the . .
certification physician for 10 minutes Assigned encoders

signature and
release to client.

Total:| P 100.00 25 minutes
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10. Death CertificateIssuance Services

ABOUT THE SERVICE

The City Health Office staff prepares Death Certificates to next to kin in the event of death. If the
deceased was not attended to by the Hospital Doctors it is the duty of the City Health Doctor to
diagnose and those that died at home. The accomplished form is then given to the Local Civil
Registrar.

Office or Division: City Health Office
Classification: Simple
Type of Transaction: G2C
Who may avail: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
1. Death Certificate e City Health Office
2. Barangay Certification on the
circumstances of the death

AGENCY FEESTO BE PROCESSING PERSON
Sl SR ACTIONS PAID TIME RESPONSIBLE
* For resident
None
* For non-
. ) resident

1. Admin Office for )

recording 1. Records death P 50.00 10 minutes Encoderon duty

Document
Security Seal -
P 50.00

2. Present

documents to 2. Encodes & prints .

office of the death certification 7 minutes Doctoron Duty

doctor
3. Wait for 3. Death. c_ertificate _

signature fqr physician’s None 10 minutes Doctor on Duty

signature

4. Claim

Documents and 4. R.elleases De_ath 5 minutes Encoderon

; . Certificate to client duty
note instructions
Total
Total: | corresponding 32 minutes
fee
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11. Securing a Health/Medical Certificate

ABOUT THE SERVICE

A medical certificate holds significant value as a document that serves multiple purposes in academic,
work and insurance setting. It serves as an official record to validate your absence from academic or
work-related responsibilities and facilitates the process of claiming benefits when required.

Schools also require students to secure a Medical Certificate before they are allowed to enroll.
A. Medical Certification - a certification issued to a person who are physically fit.
B. Health Certification - a Health card issued to a person as one of the requirements in applying

for business permit.

Health and Medical Certificates are issued by the City Health Office (CHO).

Office or Division: City Health Office
Classification: Simple
Type of Transaction: G2C
Who may avalil: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
For Medical Certification for School Requirement e City Health Office
and Employment and other purposes:
1. CBC
2. Urinalysis

3. Result of X-Ray
4.Residence Certificate
5.Identification Card

6. Medical Certification Fee

For Health Certification:

1. Residence Certificate
2. Result of X-Ray

3. Stool Exam

4. Health Certification Fee
5. Picture 1x1
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CLIENT STEPS

AGENCY
ACTIONS

FEES TO BE PAID

PROCESSING
TIME

PERSON
RESPONSIBL E

1. Payment of
Certification

Pay the required

certification fee at

the Cashier/City

Treasurer's Office

and get official
receipt (OR)

1. Clients will be
referred to the
physician first
for assessment
and diagnosis
Payment of
certification at
City Treasurer’'s
Office

Certification Fee for
Employment & Other
Purpose - P 30.00

Certification Fee (Medical
certificate) -
P 30.00

Certificate for Medico-
Legal (including post
mortem or Autopsy
report) - P 50.00

Sanitary Permit -
Resident - P 80.00
Non-resident - P 100.00

Health Card -
Resident - P 20.00
Non-resident - P 30.00
Students - Free

Pink Card - P 20.00

For Employment and
Other Purposes:

Results of Blood Test
(CBC) -

Resident - P 110.00
Non-resident- P 140.00

Results of Chest X-ray
Residents - P 170.00
Non-residents - P 200.00

Results of Urinalysis -
Resident - P 45.00
Non-resident - P 60.00
Certification Fee -

P 30.00

5 minutes

Cashier
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For Medical Certificate
of Students:
Certification Fee
Resident - Free
Non-resident - P 30.00
Document Security Seal -
P 50.00
2. Client DAVE
Registration LORENZ
BEATINGO,
Proceed to the City | 2. Client with RN
Health Office Official Receipt Admin. Officr. |
(CHO) and present | with all the 5 minutes Alternate
your OR together requirement will FERLYN
with all the be registered MOSQUEDA
requirements. d
Checking of the an
requirements CAROLINE
' None SAJO, RN
Staff in-charge
3. For Medical/
Health 3. Medical Doctor on
Certificate. examination for 5 minutes Dut
Submit to qualified client uy
examination.
DAVE
4. Receive LORENZ
Medical 4. Issuance of BEATINGO,
Certificate Medical 3 minutes RN
and sign Certificate Admin. Officr. |
logbook.
Staff on duty
Total: | Total corresponding fee 18 minutes
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12. Pre-Marriage Counseling Services

ABOUT THE SERVICE

Pre-Marriage and Family Planning Counseling. In compliance with Executive Order 209, article 16
Family Code of the Philippines, City Ordinance 3167, Series of 1974, and Pres. Decree 965, state
that all would be couples are required to undergo Pre-Marital and Family Planning Counseling for the
issuance of their marriage license from the City Civil Registrar Office after the ten (10) days publication
period. Would be couples cannot get married without the Certificate that they have undergone
counseling.

The City Health Office conducts Pre-Marriage Counseling (PMC) Seminars to would-be-couples. A
PMC certificates is a prerequisite in securing a marriage license. PMC Seminars are held from Monday
to Friday, from 8:00 am to 5:00 pm. Coordinators conduct the seminars. The PMC Certificate is
awarded to participants right after the counseling.

Office or Division: City Health Office
Classification: Simple
Type of Transaction: G2C
Who may avail: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Application for Marriage License e City Health Office
AGENCY FEESTO | PROCESSING PERSON
CLIENT STEPS ACTIONS | BEPAID TIME RESPONSIBLE
1. Registration
1. Provides
With your partner, proceed | necessary .
to the Pre-marriage documents for None 5 minutes

Counseling Office at the the couple
City Health Office

2. Submit to Family

Planni 2. Conducts CHITALISA
anning pre-marriage None 1 hour VALENCIANO, RN
counseling and counselin MN ’
assessment 9 N W/ Famil
: urse amily
3. '%W?tr.(f:!mgt of Planning Coordinator
ertticates 3. Provides Pre-
After the counseling Marltql Family .
: . Planning None 5 minutes
session, receive Pre- g
: : . Certificate to
Marital Family Planning counles
Certificate and sign P
logbook
Total: None 1 hoyr, 10
mins.
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13. Administration of DMPA Injection Services

ABOUT THE SERVICE

Depo-Medroxy Progesterone Acetate (DMPA) is a temporary and long-acting family planning
method given via intra-muscular injection.

Married Women of Reproductive Age (MWRASs) may request the CHO to provide the service for

free. DMPA must be administered every 3 months.

Office or Division:

City Health Office

Classification: Simple
Type of Transaction: G2C
Who may avail: All
FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Request for DMPA
Injection
Go to the CHO and
present your DMPA card CHITALISA
to the person in-charge. VALENCIANO,
RN MN
For new acceptors, person | 1. Conducts Nurse I/ Family
in-charge conducts Counseling. Planning
medical & obstetrical/ . 10 minutes Coordinator
gynecological history Provide DMPA _
taking to evaluate if DMPA | injection Nurse in the
injection is not BHS/ Rural
contraindicated. The Health
person in charge then Midwives
informs the client about None
how DMPA works and its
normal side effects.
2. Validation of
Record & CHITALISA
Appointment Date VALENCIANO,
Person in-charge validates | , Prepares DMPA : Nur?el\lllll\ll—‘”:mil
record and appointment in.jection 5 minutes Planning y

date (whether DMPA is
supposed to be injected
on a particular date) and
takes your blood pressure.

Coordinator

Rural Health
Midwives

193

The Victorias City Citizen’s Charter - A GUIDEBOOK ON CITY GOVERNMENT SERVICES




3. Administration of
DMPA Injection

3. Checks vital sign CHITALISA
If your blood pressure is and administer 5 minut VALENCIANO,
within normal limits, person | DMPA injection Inutes RN MN
in-charge administers Nurse Il/ Family
DMPA injection. Planning
- Coordinator
4. Next Appointment
4. Prepares None Rural Health
Confirm your next schedule of next 2 minutes Midwives
appointment with the appointment
person in-charge. CHITALISA
5. Registerin the VALENCIANO,
Logbook RN MN .
5. Prepares Nurse Il/ Family
Write your name in a rgglstry & 2 minutes nggmg?or
logbook provided for the signature
purpose.
Total: None 24 minutes
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14. Physical Medicine and Rehabilitation Services

ABOUT THE SERVICE

Physical Medicine and Rehabilitation Center operates especially for clients with musculoskeletal,
neuromuscular problems and person with disability, handicapped and impairment. Usual clients
undergoing physical rehabilitation are those with Cerebrovascular Disease/Stroke, with post-fracture
conditions, Bell's Palsy, Cerebral Palsy, Arthritis, Multiple Sclerosis, Parkinson’s Disease, Low Back
Pain, Scoliosis and sports injury.

It aims to enhance and restore functional ability and quality of life to these with physical impairments
or disabilities affecting the brain, spinal cord, nerves, bones, joints, ligaments and muscles and
tendons.

Office or Division: City Health Office
Classification: Simple
Type of Transaction: G2C
Who may avail: All
AGENCY FEESTOBE PROCESSING PERSON
CLIENT STEPS ACTIONS PAID TIME RESPONSIBLE
Physical Therapy
Treatment
Exercises (PROM,
AROM, AAROM,

PPES) P 100.00
Massage P 50.00

A. Assess/ Physical Therapy
Evaluate the Treatment &
referral for Modalities Local
A. Referral from any :éi:?ﬂngﬁ P 80.00 15 minutes Sup(el_réi)sors
Psychiatrists machines. Ultrasound
, TENS/ES JENNIFER
1. Inquiry Check/schedule | Infrared Ray d 3::gursn th LUGADOR
patients/clients Paraffin Wax Bath ( epe ,S onthe Nursing Attendant
5 Phvsical Rehab for physical Hot Moist Pack patient's case) I/ Physical
' ysl Therapy Icing Therapist
treatment Consultation
sessions Physical

Examination by
Health Officer For
each additional

copy of
medical certificate
P 30.00
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* Document
Security Seal -
P 50.00
B. Referral from
barangay/community
level
1. Inquiry/ sBéki?:Ifl?IZ 1 minute
L?;:ig'catlon of patient/client for Local
2 Initial consultation with 30 minutes Supervisors
' : f Physiatrist ind (LS) _
evaluation o -BHWs trained
Elbhe Ph_y?lcal for this program
erapis
C. Refer JENNIFER
par:iengﬁlientslto LUGADOR
- other Physica Nursing Attendant
ﬁé@iﬁzaéazphys'ca' Rehabfacilities if 7/ Physioal
Rehabilitation Center other treatment None Therapist
(PRMC) procedure,
machines or
equipment are
not available
3. Consultation
Patient is examined
by a consultant/ ESD;%IJVN
psychiatrist and given | 3. Examination of 20 mi
hvsical rehab . minutes SANCHEZ
physical rehab, patient p tant/
program or PT P%nsslijat%t
management and Y
medicine(s)
prescription.
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JENNIF

LUGADOR
Nursing Attendant
: C. Carry over I/ Physical
C. I.T.Eéf;(;;l / treatment Therapist
Physical management as None 2 hours
Rehabilitation | PEr order by the Local
Physiatrist Supervisors
(LS)
-BHWs trained
for this program
Total: Totall 6 hqurs, 21
corresponding fee minutes
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15. Environment Sanitation Services

ABOUT THE SERVICE

Proper sanitation promotes health, improves the quality of the environment thus the quality of life in a
community. With Government agencies may be requiring health, certificates, Sanitary Permit to
Operate to establishments, such as non-food establishments, barbershops, parlors, dept. stores; food
establishments, eatery, restaurants, as one of the requisites to their business permits, thus this service
is into promotion of health of the community by seeing to it a clean environment with safe collection,
transportation, treatment and disposal of human waste thus breaking the cycle of disease.

Office or Division: City Health Office
Classification: Simple
Type of Transaction: G2C
Who may avail: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Health Card ¢ City Health Office

e Green Card - for Non-food personnel (X-
Ray results)

e Yellow Card - For food handlers (X-ray
results, Hepatitis A and or B results, Stool
exam)

e Pink Card - For commercial sex workers:

1. Health Certificate

2. Residence Certificate
3. Stool Examination

4. 1x1 ID Picture

5. X-Ray Result

AGENCY FEESTOBE | PROCESSING PERSON
SEIENT STERS ACTIONS PAID TIME RESPONSIBLE
Resident
1. Pay the required 1. City P 20.00
Ia_ltetiléhgaasrs ig,-ee Treasurer’s Office Nog-gz%doent 5 minutes City Tregsurer’s
- staff assessesthe Office
and get official
receipt (OR) payment Document
Security Seal
P 50.00
LEXIE GRACE
ABRAHAM, RN
2. Present OR and | 2. Staff-in-charge Sanitary Inspector
submit to conducts
interview and interview of None 5 minutes CRISTINE JOY
take note of the | clients and gives CALIDA, RN
instructions instructions Admin Aide IV (Clerk

I1)/ RSI Designate
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LEXIE GRACE
3. Screening of ABRAHAM, RN
Permit 3. Staff-in-charge Sanitary Inspector
checks sanitary .
. t
Comply withthe | permit 3 minutes C(I?,LSI_TIIDI\,{AE ;ﬁY
sanitary permit | requirements Admin Aide I’V (Clerk
requirements 1)/ RSI Designate
LEXIE GRACE
Time varies ABRAHAM, RN
i Sanitary Inspector
4. Be present 4. Staff-in-charge None degz’r:grl]r::geon Y
during the conducts ocular CRISTINE JOY
inspection inspection Maximum of 1 CALIDA, RN
hour Admin Aide IV (Clerk
I1)/ RSI Designate
5 F\;g(r:wietgle ermit 5. Issuance of Sl concerned,
to o e?;fe and sanitary permit to 10 minutes DR.RICHARDP.
) OP operate GARLITOS
sign logbook
Total
Total: | corresponding 1 h;:Jnré23

fee
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16. Family Planning Services
ABOUT THE SERVICE

Family planning allows people to attain their desired humber of children if any and to determine the
spacing of their pregnancies and is achieved through use of contraceptive method.

Part of it is counseling is a major interpersonal tool to motivate clients for family planning method
acceptance. It can also provide mothers of malnourished children and malnourished pregnant and
lactating mother’s information on nutrition geared towards improving nutritional status.

Office or Division: City Health Office/ Barangay Health Stations

Classification: Highly Technical

Type of Transaction: G2C

Who may avail: All

CLIENT STEPS AGENCY FEESTO BE PAID PROCESSING PERSON
ACTIONS Resident Non- TIME RESPONSIBLE
resident
1. Goto

Nursing CHITALISA
Office/BHS | 1. Staff-in- VALENCIANO
and look for | charge EN’ MII\II
Family receives 3 minutes urse

(Family Planning
Coordinator)
Nurse, Rural Health

Planning in- | requests
charge and from clients

state your Midwives
Request

2. Registeryour
name, age, 2. Staff-in- CHITALISA
address and | charge VALENCIANO
state your requests 3 minutes RN, MN
purpose for clients to Nurselll
availing the | register in (Family Planning
service inthe | thelog book Coordinator)
log book.
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3. Submit
yourself to
an interview Will depend on
and physical the type of
examination, physical
if required. examination
The possible
exams are
thefollowing:
a. If Pap- Nurse-on-
Smear - duty
proceed to interviews P 350.00 P 370.00
examination clients and
room and conducts 2 weeks Nurse on Duty
submit to needed
collection of physical
specimen. examination
b. If
Pregnancy P130.00 | P 150.00 VINCENT
Test - Medical LEONOR, RMT
proceed to Technologist Medical Technologist
laboratory performs Variable |
and submit pregnancy
to specimen test Alternate
collection. MARY GRACE
c. If Gram P 60.00 P 90.00 CASTILLANO,
Staining - 15 minutes RMT
submit to Laborer |
specimen
collection. P 50.00 P 50.00
*  Document
Security Seal
4. Take note of
Nurse-on-
}_ggu?f te lab dutyinforms
release. clients of
Return on the date of _ .
the date to release of None None 5 minutes Medlcgl
. laboratory Technologist on
claim lab Dut
result and results and y
attend conduc_ts
counseling. counseling
Total: | Total corresponding fee 2 Wreneillg’ 26
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17. Group Therapy for Special Children

ABOUT THE SERVICE

Physical therapy for Cerebral Palsy focuses on the immediate improvement in mobility, muscle flexibility
and functional task like sitting or standing. Long term goals aim to sustain enhancement in
independence, strength and overall quality of life. Schedule is every 2" and 4t Thursday of the
month afternoon session 1-4.

Office or Division: City Health Office
Classification: Simple
Type of Transaction: G2C
Who may avail: All
AGENCY FEESTO BE PROCESSING PERSON
CLIENT SN2 ACTIONS PAID TIME RESPONSIBLE
1. Inquiry
Proceed to
employee in-
charge andinquire | 1. Employee-in- JENNIFER
about schedule of Charge answers LUGADOR
services and client inquiries . Nursing Attendant I/
activities for and refers client 5 minutes Physical Therapist
SpeC|a| children. to a doct.or for Local Supervisors
consultation
You (your special (LS)
child) will then be
referred for
consultation.
2. Consultation DR. JOHN
2. Consultation None ANbREW
Patient will be is performed by 20 minutes SANCHEZ
checked by a doctor on duty Phvsiatrist/C tant
mobility specialist yslatristt-onsuitan
3. Actual Activities 3. Group JENNIFER
Special children sessions/ L.UGADOR
will be given grou activities is 8 hours Nursing Attendant |/
) g g P conducted by Physical Therapist
sessions / . as scheduled
activities and out- | SMPloyee-in- .
. charge Local Supervisors
of-town visits
(LS)
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4. Monthly
Consultation

4. Doctor-on-
Patients will have duty conducts RSD‘I!{CIDEI\-/'VN
monthly monthly None 20 minutes SANCHEZ
consultations for consultations el

: : Physiatrist/Consultant
assessment of with patients
their program and
health status
: 8 hours, 45
Total: None minutes
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18. Availing of Livelihood Training for Persons With Disability (PWDs)

ABOUT THE SERVICE

In a given population, 10% is said to be Persons-with-Disability (PWD), Handicapped, or with
impairment. The City Health Office helps and assists PWD’s to be financially independent by
extending appropriate livelihood training for them.

Office or Division: City Health Office
Classification: Highly Technical
Type of Transaction: G2C
Who may avalil: All
AGENCY FEESTO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Inquiry RICHARD P.
_ GARLITOS, M.D.
Proceed to 1. Employee-in- City Health Officer
employee in-charge | charge answers
and inquire about client inquiries None S minutes MARY GRACE DELA
the program, the about the ROSA
services available program Nurse Il
and registration for .
membership. Local Supervisors (LS)
2. Orientation and
Assessment of
Skills
Right after inquiry,
an orientation will be
conducted where 2. Employee-in- MARY GRACE DELA
mechanics of the charge conducts N ,
: . ) one 15 minutes ROSA
program will be orientation and Nurse Ii
discussed aswellas | assessment
hedul f .
;Ceeet?: gzsaon d other Local Supervisors (LS)
concerns.
Assessment of your
skills will also be
conducted by
employee in-charge.
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3. Actual Training
Program

3. Employee-in-
charge advises

. MARY GRACE DELA
You will be advised tcti'sgtcttﬁa?“e"d ROSA
to attend the actual S 1 month Nurse Il

- training program
training program suited as per
suited to your need Local Supervisors (LS)
assessment
as per your it
assessment result. resu
Total: None 1 mpnth,20
minutes
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19. Medical Laboratory Services
ABOUT THE SERVICE

The City Health Office offers laboratory services that are basic, accessible, affordable, that can help
in the diagnosis, interventions and proper treatment of diseases and physical conditions. It plays a
critical role in helping determining a diagnosis, plan treatment, check to see if treatment is concurring
or monitor the disease overtime

They are available on a daily basis from 8 AM to 5 PM.

Office or Division: City Health Office
Classification: Simple

Type of Transaction: G2C

Who may avail: All

The following are the laboratory services available and its corresponding fees.

ROUTINE LABORATORY RATE(resident) RATE(non-resident)
Complete Blood Count P 110.00 P 140.00
Blood Typing 65.00 75.00
Urinalysis 45.00 60.00
Fecalysis 45.00 60.00
Occult Blood 80.00 100.00
Platelet Count 80.00 100.00
BLOOD CHEMISTRY (Note: Every Tuesday and Thursday)
FBS/RBS/2HPPBS P 100.00 P 110.00
Cholesterol 120.00 150.00
Uric Acid 120.00 150.00
Blood Urea Nitrogen 120.00 180.00
Creatinine 130.00 150.00
SGPT 130.00 180.00
Triglyceride 120.00 180.00
Sodium, Potassium, Chloride, lonized
Calcium 250.00 260.00
OTHER SERVICES
Pregnancy Test P 130.00 P 150.00
Gram Test (Open Urethral/Vaginal 60.00 90.00
Smear)
Circumcision 200.00 300.00
Pap Smear 350.00 370.00
HIV Testing 250.00 260.00
HBS AG 130.00 140.00
Syphilis 150.00 160.00
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A. Routine Laboratory and Blood Chemistry

AGENCY FEESTOBE | PROCESSING PERSON
GRS SUIEAE ACTIONS PAID TIME RESPONSIBLE
1. Payment of
Fees 2. CTO staff-in- * Refer to Citv T ,
Go di charge assesses feeslisted 10 minutes Ity Ireasurers
o directly to the i bove Office
Treasurer’s Office for | P2YMen a
payment.
2. Fr);?:?e?;tt t%fflmal 2. Staff-in-charge
. gets the official 2 minutes
employee in- ,
charge receipt
3. Staffin-charge
3. Registration registers patient 3 minutes
and Interview and conducts
interview
4. potal VINCENT LEONOR
Medical Technologist |
Note: 4. Medical
After the procedure, Technologist
the patient is then performs None 3 minutes
instructed when to get | necessary
the result. Laboratory | procedure
results are usually required DR. EFA%EDiTO R.
available one (1) hour .
Pathologist/Consultant
after the performance
of procedure.
5. Release of
Result
Present your OR and S. Staff-in-charge 2 minutes
C releases result
sign in the logbook.
The result will then be
given to you.
Total
Total: | corresponding | 20 minutes
fee
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B. Blood and Other Blood Products

AGENCY FEESTO BE | PROCESSING PERSON
CEIENT SIS ACTIONS PAID TIME RESPONSIBLE
1. Present Blood VINCENT
Requestand Blood . LEONOR
Donor Card 1. Med|call N Medical
Technologist Refer to T -
. . echnologist |
Present above documents checks the feeslisted 3 minutes
to Medical Technologist documtenc:s above MAYBELL
(MT) and sign in the presente CANLAS
logbook Nurse I/
: Blood Program
2. Get copy of Signed \
Blood Request Form Coordinator
] 2. Medical And other Medical
NOTE,' Technologist Technologists on
The signed Blood Request repares and duty
Form will be presented to prep Bl .
the Blood Bank at the ggns o|<:)d None S minutes
Montelibano Memorial 10 vou
Hospital and Negros First you.
Provincial Blood Center so that
you can
avail of blood or other
blood products.
Total
Total: | corresponding 8 minutes
fee
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20. Ultrasound Services

% Gl
6, N
N PILIPINRS

ABOUT THE SERVICE

An ultrasound is an imaging that uses sound waves to make pictures of organs, tissues and other
structures inside your body. It allows health care provider to see into your body without surgery.

The purpose of this service is to make ultrasound available to the constituents of Victorias City, which
is affordable and accessible. It will aide not only pregnant women, but also the doctors, in the
diagnosis of different conditions that afflict the patient. It can be availed every Week on a Wednesday
afternoon at City Health Office at the following rates:

Office or Division: City Health Office
Classification: Simple
Type of Transaction: G2C
Who may avail: All
FEE(S)
Ultrasonological Services: Resident Non-Resident
Whole Abdomen P 1,200.00 P 1,700.00
Upper Abdomen 600.00 700.00
Lower Abdomen 600.00 800.00
Pelvic 400.00 600.00
KUB 400.00 600.00
Hepatobiliary Tree 450.00 600.00
Per Organ 250.00 400.00
CLIENT STEPS AGENCY ACTIONS FEEF?A-Eg BE PRO_(?II%ASESlNG RESPIEORSgINBLE
1. Payment of
Fees : * Refer to
1. CTO staff-in- fees 10 mi City Treasurer’s
i harge assesses ) minutes :
Go directly to the Charg listed Office
Treasurer’s Office for | payment above
payment.
2. Present Official ERNA
Receipt 2. Radiologic BALBONTIN
Technologist . Nursing
Present OR to writes the entry in 2 minutes Attendant I/
Radiologic the logbook Radiologic
Technologist Technologist
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3. Examination

3. Nurse
coordinator
prepares patient for
examination

15 minutes

BALBONTIN
Attendant I/
Radiologic
Technologist

of patient
Ultrasonologist
performs procedure/ DDTJIVTAECI;‘.\ILIJ-II-¢
examination Radiologist
4. Releasing of
Result 4. Radiologic 1 hour after BAE\LREI:IOANI\'I/!IN
Get your copy of the T(Tchnologtj:st | None perform?jnce of Radiologic
result and sign in the releases the result procedure Technologist
logbook.
Total
Total: | corresponding 1 hoyr, 27
mins.
fee
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21. Provision of Radiologic Services
ABOUT THE SERVICE

Radiology as one of the key diagnostic tool for many diseases, plays an important role in monitoring
treatment and predicting outcomes, this imaging technology is to diagnose and treat disease. It helps
health care providers see structures inside your body that helps in their diagnosis and treatment. This
service can be availed daily.

Office or Division: City Health Office
Classification: Simple
Type of Transaction: G2C
Who may avail: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
o X-Ray Request ¢ City Health Office

The following are the radiology services available and its corresponding fees.

SERVICES RATE (Victorias residents) RATE (non-resident)
Chest -PA P 170.00 P 200.00
Chest - Bucky 220.00 250.00
Chest - PA and Lateral 270.00 300.00
Skull - AP Lateral 330.00 350.00
Skull - Towne’s View 345.00 370.00
Skull - Water’s View 345.00 370.00
Cervical - AP and Lateral 290.00 320.00
Mandible - AP and Oblique 265.00 290.00
Temporo - Mandibular (TMJ) 150.00 200.00
Nasal Bones 280.00 380.00
Thoraco - Lumbar - AP and Lateral 350.00 400.00
Lumbo - Sacral - AP and Lateral 370.00 400.00
Pelvimetry (No Pelvimeter) 370.00 400.00
Arm - AP and Lateral 252.00 280.00
Forearm - AP and Lateral 250.00 290.00
Hand - AP and Lateral 220.00 270.00
Femur - AP and Lateral 260.00 280.00
Foot - AP, Oblique, and Lateral 260.00 280.00
Knee - AP and Lateral 250.00 260.00
Leg - AP and Lateral 232.00 250.00
Ankle - AP and Lateral 200.00 250.00
Scapula - AP and Lateral 230.00 280.00
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AGENCY FEES TO BE PROCESSING PERSON
CLIENT STEPS ACTIONS PAID TIME RESPONSIBLE
For city
residents:
1. Present the X- 1. Staff on duty £170.00
Ray request to reviews X-Ray 20 minutes Staff on Duty
staff on duty request For non-
residents:
£200.00
2. Go to the cashier | 2. CTO staff
and pay the assesses the 5 minutes Cashier
required fee/s payment
> egraton | 3 Stafonduty
procedure. Wait calls patlentE 5 minutes Staff on Duty
for your name to names one by None
be called one
4. Present 4. Physician on
registration paper duty checks Physician on
and submit to x- patients’ Case to case Duty
ray test/s registration
papers and
determines if
he/she should
e Ifrequired, submit | undergo x-ray 28 minutes
to chest test/s.
examination EDGAR
Radiologic Hll?ilgé\llg?cp‘
e Ifrequired, submit | Technologist : :
to o(rqthopedic, conducts required 30 minutes Technologist |
abdominal and X-ray test/s None
miscellaneous
examination
5. Radiologic
5. Take note of the Technologist EDGAR
date of the informs patients 5 minutes HIBIONADA
release ofthelab | of the date of Radiologic
result release of x-ray Technologist |
results
Total
Total: | corresponding 1 hrgrnré 33
fee '
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22. Electrocardiography (ECG) Services
ABOUT THE SERVICE

ECG is used to see how the heart is functioning. It records how often the heat beats (Heart Rate) and
how regularly it beats (Heart Rhythm). it can give us information when about possible narrowing of the
coronary artery. A heart attack or irregular heart beat like atrial fibrillation.

As a response to the increasing number of non-communicable or lifestyle diseases, the Victorias City
Health Office offers ECG services. As one of the necessary diagnostic tools, ECG service is offered
daily from Monday to Friday.

Office or Division: City Health Office
Classification: Simple
Type of Transaction: G2C
Who may avalil: All
AGENCY FEESTOBE PROCESSING PERSON
CLIENT STEPS ACTIONS PAID TIME RESPONSIBLE
1. Payment of Resident
Fees P 250.00
: Non-resident
Go directly to the 1|'1CTO staff-in- P 300.00 City Treasurer's
Treasurer’s Office for charge assesses Office
payment. You will be payment Document
issued an Official Security Seal
Receipt (OR) P 50.00
2. Present your 2. Nurse
Official Receipt | Coordinator writes 1 minutes ERNA M.
to Nurse the entry in the BALBONTIN
Coordinator logbook Radiologic
3. Nurse Technologist/
3. Registration and | Coordinator will 2 minutes Nursing
interview register you and Attendant
conduct interview
4. Nurse None Radiologic
4. ECG Procedure | Soordinator 7 minutes Technologist on
performs ECG Duty
procedure
> Nurse BALBONTIN
Result releas_e_s result 1 minute Technoloaist!
after filing and 109
. Nursing
recording of data Attendant
Total
Total: | corresponding 11 minutes
fee
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23. Newborn Screening and Auditory Hearing Services

ABOUT THE SERVICE

The purpose of this service is to detect early congenital mental disorder, to give proper treatment
and guidance and to prevent the consequences of untreated conditions. It can be availed daily at the
City Health Office. Newborn screening identifies conditions that can affect a child long term health or
survival since early detection diagnosis and intervention can predict death or disability and enable

children to teach their full potential. It can be availed daily at the health center.

Office or Division: City Health Office
Classification: Highly Technical
Type of Transaction: G2C
Who may avail: All
PERSON
CLIENTSTEPS | AGENCY ACTIONS | TEESTOBE | PROCESSING | pronnnsiBLE
PAID TIME
Resident
P 1,700.00
1. Go to Newborn Non-resident
Screening Section 1. Staff-in-charge P 1,800.00 1 minute
(NBS) and look for the assists client VALERIE
staff in-charge Document TERUEL, RN
9 Security Seal - Nurse I/ NBS
P 50.00 Coordinator
2. Coordinator
2 Interview interviews client and 2 minutes
’ fills up NBS filler
card.
3. Payment of fees
Go to the City 3. CTO staff-in- City
Treasurer’s Office for charge assesses 5 minut Treasurer’s
payment. You will be payment uies Office
issued an Official
Receipt (OR)
4. Preparation of None
Client VALERIE
Present your O.R. to 4. Coordinator . LEEZEELNFQE
the coordinator, after writes the entry in 5 minutes Coordinator
which the client (baby) | the logbook
will be prepared for MARY GRACE
NBS CASTILLANO,
5. Performance of 5. Nurse performs 5 minutes L T)MT |
Procedure procedure aporer
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6. Coordinator gets

6. Give contact contact information /
information to number of clients for
coordinator information as to

availability of result

7. Wait for the
release of the
result

NOTE: 7.NBS samples are

NBS results are
available 7-14 days
from the time NBS
samples are received
at NBS Center

sent to NBS center
in lloilo

8. Releasing of

Result

Once NBS resultis
available, client is
informed to get the
result from nurse
coordinator.

8. Coordinator
releases the result

9.

If NBS result is
positive, client is
made to come
back for follow
up procedure

9. Coordinator

conducts health
teaching

None

2 minutes

1-2 weeks after
performance of
procedure

Maximum of 14
days

2 minutes

5 minutes

VALERIE
TERUEL, RN
Nurse I/ NBS
Coordinator

Total:

Total
corresponding
fee

14 days, 27
mins.
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24. Ambulance Transport Services

ABOUT THE SERVICE

The City Health Office acknowledges the importance of saving lives and one of the important services
is the referral of patients during emergencies and non-emergency cases. Transport services to serve
Victoriasanons & in some instances neighboring municipalities. These ambulance vehicles play a
dominant role to rescue injured and ill peoples and transport them to facility so as they can reach

safely, efficiently and inescapably in time in the hospital.

Office or Division: City Health Office
Classification: Simple
Type of Transaction: G2C
Who may avail: All
AGENCY FEESTO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
Resident (Free)
Non-resident
SEISHEO P
1. Inquiry for cases 1. Doctor-in- P300) . e
. quua t}i/en s that | Charge takes (To Bacolod City Health Officer
p’ charge of cases P500.00)
can’t walk f patients that Use of LOUELLAP.
needing of patien’s tha 3minutes | GARLITOS,M.D
transoort as well | €@t walk and Oxygen . N
p needing transport (100.00) Medlc_al Oﬁlce_r "/
as patients as patients Assistant City
discharge. dischar Use of Health Officer
ge .
Nebulizer
(330.00) APRILGOLDAA.
Seal ACUNA
P 50.00 Administrative
2. Secure referral 2. Doctor-on-duty Officer IV
form from issues referral 3 minutes
referring agency | form
3. Present official JOEMAR JOAQUIN
receipts (Driver _ ARSENIO ARCENAS
on duty during 3. Driver on duty ALBERTINI DUENAS
night time, has gets Official None 2 minutes JAMES PRADO
OR on hand for Receipt DANTE LINGA JR.
patients outside BERNN VILLACRUZ
Victorias) Ao Ambulance Drivers
. Ambulance : -
4. Transport/Fetch | driver on duty 'I(':;me vgpes
atient transport/fetch epending
P . on distance
patient
Total: Ap?hcable 8 minutes
ees
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25. Community-based Mental Health Services
ABOUT THE SERVICE
The City Health Office is concerned not only with the physical well-being of the Victoriasanons but

also with their mental hygiene. Our Mental Health Services reduces the risk of chronic diseases
related to stress, anxiety, and substance abuse.

The purpose is to safeguard the mental well-being of clients and live a productive life.

Office or Division: City Health Office
Classification: Simple
Type of Transaction: G2C
Who may avail: All
AGENCY FEESTO [ PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Register as 1. Employee-in-
mentally charge registers 7 minutes APR!L‘CGUONLE AA.
challenged mentally ill clients - . ,
client Administrative Officer IV
APRILGOLDA
ACUNA
2. Employee-in- Administrative Officer
2. Inquire on the charge informs v MentgleTSeo?]lth Focal
availment of client of the
services available services 5 mi REGGIE_ MER BITAR
and schedules minutes Admin. Asst. |
(Computer Op. 1)/
Mental Health Focal
None Person
3. Staff-in-charge APRIL GOLDA
3. Client brings ITR | jigts clients andg 5 minutes ACUNA
for Consultation assists psychiatrist Administrative Officer IV
: 4. Psychiatrist DR. AMADOR
H consdtation | conducts 20 minutes AGUIRRE
consultation Psychiatrist / Consultant
DR.RICHARDP.
5. Client ask for .- GARLITOS
availability of g.r(')\f:icrjg(:::naens dare 10 minutes City Health Officer
psyc_hgtroplc distributed to client REGGlE. MER BITAR
medicine Admin. Asst. |
(Computer Op. 1)
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6. Referral to
counseling

APRIL GOLDA
ACUNA

6. Ask for i services at the 10 minut Administrative Officer IV
gg:i/?geesmg culture and ethics minutes
office for DR.JOSELITOB.
scheduling D_IAZ’ RQC
Executive Assistant IV
SHERLOU Q.
— LABRADOR,
7. Visits Culture and 7. Collaborate and Executive Asst. I/
Ethics with schedule partnered with the Guidance Associate
session Culture and Ethic
counselors
Total: None 57 minutes
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28. Live Birth Certification Services

ABOUT THE SERVICE

City Health Office issues Live Birth Certificate after the mother gave birth or at the clients chosen
time to process the document, though they are instructed to do this within the month of delivery to
avoid late registration and penalty.

Office or Division:

City Health Office

Classification: Simple
Type of Transaction: G2C
Who may avail: All

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

1. Client’s information on giving birth
2. Cedula for non-married couple

e City Health Office

AGENCY FEESTO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Approach the 1. Midwife/
Maternity Section Nursing Aide on Midwife or
and inquire on duty assists and 10 minutes Nursing Aide on
processing of Live answers questions duty
Birth Certificate of client
None
2. Admin Office
2. Proceed to Admin staff
Office for Live Birth | accommodates 15 minutes Encoderon
Issuance and other | request and gives duty
instructions instructions to
client
Total: None 25 minutes
219

The Victorias City Citizen’s Charter - A GUIDEBOOK ON CITY GOVERNMENT SERVICES




29. Wound Care Management Services

ABOUT THE SERVICE

Wound care management is to understand the different stages of wound healing and treat the wound
accordingly, also keep scarring to a minimum and prevent dangerous infections.

The objective of this service is to make wound care management readily available to clients with wounds
that are secondary to infections, injury, burns & bites.

Office or Division: City Health Office
Classification: Simple
Type of Transaction: G2C
Who may avail: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
¢ Referral form from respective barangay , :
health station e City Health Office
AGENCY FEESTO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Walk-in clients 1. Nursing
inquire about attendantanswers 2 minutes
the service client inquiries
2. Wait as nursing .
attendant evaluates 2;/N|urst|ng tittev?da:; 2 minutes REYNALDO ANAS
the wound evaluates the wol Staff in-charge
. 3. Nursing
3. Wrc;ur;crl dressing attendant performs Time varies
prop wound dressing
RICHARD P.
4. For abrasion, %AR#T&SC’):}/_'-D-
punctured, 'tLyOSE It_LA FI’CEY
lacerated 4. Nursing attendant None GARLITOS M.D
wounds, clients | refers patient to 2 minutes Medical Offi,cer.lll.
are referred to Physician on duty MARIE MERCIE L
Physician on DEBUQUE. M.D '
duty for further Medical Officer II
management THEA MAE D.
DINO, M.D.
Medical Officer llI
5. Follow-up 5. Nursing attendant
dressings/ performs follow-up . . REYNALDO ANAS
removal of dressings/ removal Time varies Staff in-charge
sutures of sutures
Total: None 6 minutes
220

The Victorias City Citizen’s Charter - A GUIDEBOOK ON

CITY GOVERNMENT SERVICES




30. Primary Eye Care Program Services

ABOUT THE SERVICE

The City Health Office ensures that Blindness Prevention Program of the Department of Health
through early detection prevention of eye diseases and disorders are being delivered and detect early
through the conduct of visual activity testing in school and barangays and in health center. By
protecting our eyes, we will reduce odds of blindness and vision loss while also staying on top of any
developing eye diseases such as Cataracts and Glaucoma.

Office or Division: City Health Office
Classification: Simple
Type of Transaction: G2C
Who may avail: All
AGENCY FEESTO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Request for 1. Staffin-charge leli?_i\;{ggﬁcl?\l’EN
visual activity request and 4 hours VN ’
testing schedule activity Nurse Il
2 Wait for 2. Give feedback MARY GRACE
schedule date on the date when DELAROSA, RN
and prepare area activity will be MN
for callin conducted Nurse Il
9 In-charge BHWs
3. Prepare 3. Nurse in-charge None MARY GRACE
constituents to and BHWs will go DELAROSA,RN
be examined, to the area and do 2 hours MN
prepare students | visual activity Nurse Il
to be examined | testing (VAT) In-charge BHWs
4. Wait for 4. Referral to Private
i hospital or private '
Cons_u:_tattlon to cIinti): p 10 minutes Ophthaimologist and
Specialis - Optometrist
5 Secure referral 5. Records filed at
nbt e triage and indorse to 10 minutes Triage
Barangay Midwives
) 6 hours, 20
Total: None minutes

B. For School Activity, Schedules all 27 Schools of the City for Visual Acuity Testing Health

Education and distribution of corrective eye glasses for identified beneficiaries.
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31. STIPrevention and Treatment Services

ABOUT THE SERVICE

THE CITY Health Office runs an STI Prevention and Control Services, especially for workers in the

entertainment industry, male having sex with males, and other high-risk groups.

The objective of the program is to identify, give health education and treat clients with Sexually
Transmitted Infections, likewise advocate the practice of safe sex. Furthermore, it provides for testing
available for ease in diagnosis. Gives treatment to diagnosed STI positive clients.

Office or Division: City Health Office
Classification: Simple
Type of Transaction: G2C
Who may avail: All
FEES TO BE PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS PAID TIME RESPONSIBLE
Triage
. 1. Answers query . .
1. Inquiry and guides client None 5 minutes Triage Nurse
to service needed
* Issuance of
Pink Card
2. Payment of .
Fees resident
2. Give numberto | P 50.00 non- Doctor on duty
. client for queuing. | resident
3. Referclient for P 60.00 City Treasurer’s
; x Office
counseling 3. Referto nurse | éJrethra
coordinator n:jeart MARY GRACE
residen .
1 DELAROSA, RN
4. Client for P 60.00 non- > minutes MN
diagnostic 4. Lab personnel resident Nurse Il
procedure i P 90.00
caters client * Pap Smear CHITALISA
- raymento 5. Assigned P 350.00 non-
fees . . Nurse I
Cashier accepts resident
payment P 370.00
* Seal P 50.00
6. Present Official
Receipt
Present Official 6. Lat.)ora.tory None 3 minutes VIN_CENT LEONQR
i examination taken Medical Technologist |
Receipt for
examination fee.
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7. Client undergo
procedure

7.1 Client undergo

procedure
7.2 Recorded
complaint &
previous
examination MARY GRACE
7.3 Gave ) DELA ROSA, RN
instructions on 25 minutes MN
examination Nurse Il
procedure
7.4 Collected
7.1 Collects vaginal/ \éi?jlonc?el/rvical
endocervical urethral .
specimen urethral specimen
8.1 Advised client MARY GRACE
about the time of DELAROSA, RN
. results released _ MN
8. Waits for result 8.2 Examined 30 minutes Nurse Il
SpeCimen & results VINCENT LEONOR
released Medical Technologist |
9. Client for
counseling
session MARY GRACE
Clients found positive | 9. Counseling 30 minutes DELAROSA, RN
for sexually given to Client MN
transmissible Nurse Il
infections are given
counseling.
10.Received
Client’s results DR. RICHARD P.
Medical Officer or City | 10-1- Release GARLITOS
Health Officer: signed Health City Health Officer
10.1. Signs Health ?grzd a MARY GRACE
. ) .2. Gave
Card of clients with medicines 7 minutes DELA ROSA, RN
negative results, and , ’ MN
advised clients
release card with positive Nurse Il
Gives medicine, Ip & hold
advises clients with ::Zsrg ts &holds LEXIE GRACE
positive results, and ABR_AHAM’ RN
holds card. Sanitation Inspector |
Total 1 4 hour& 55
Total: | corresponding i
minutes
fee
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32. HIV AIDS Prevention, Treatment and Control Services

ABOUT THE SERVICE

The objective of the program is to reduce the transmission of HIV and AIDS among the most at risk
population and mitigate its impact on the individual family and community level.

The City Health Office is rendering assistance to persons with HIV and AIDS giving them medicines for
Ol's opportunistic infections and give referrals to HIV-AIDS core team. Dispensing of Anti-Retroviral
Drugs, conduct of urethral smearing to CSW’s, refer for consultation, give treatment and medicines.

Office or Division: City Health Office
Classification: Simple
Type of Transaction: G2C
Who may avail: All
AGENCY FEESTO | PROCESSING PERSON
CEIENT SV SRS ACTIONS BE PAID TIME RESPONSIBLE
1. Triage answers
1. Inquiry of services | 44" gnd guides 3 minutes 'I\_AAA\EB(SBEAFSNEI\[/I)E
- inquiry clients to services Nurs
urse Il
needed
2. If with request, 2. Directs clients to 5 minutes City Treasurer’'s
proceed to Med Tech | service provider Office (CTO)
3. If with referral 3. Pre-counseling RICHARD P.
from doctorand | fromnurse ofmed | none | case to case GARLITOS,
TB-DOTS, proceed |t€ch basis MD.
to HIV services HIV testing by med City Health Officer
tech
4. Wait for HIV 4. Post-counseling 20 minutes
testing result to clients MARY GRACE DE
5. If non-reactive, 5. Post-counseling LA ROSA, RN MN
proceed to post- conducted by nurse 20 minutes Nurse I
counseling or med tech
6. If reactive, will 6. Med tech extract
have collection of blood and bring it to Case to case LEE/)KI“C():IENFIMT
specimen for hospital for basis Medical Tect’molo ot |
confirmatory testing | confirmatory testing g
7. Proceed to post- MARY GRACE DE
counseling and 20 minutes LA ROSA, RN MN
referral Nurse I
Total: None Time varies

For Barangay Activities, voluntary counseling and testing is done for LGBTQ Community, high risk
individuals, persons deprive of liberty (PDL), Negros Occidental Drug Rehabilitation Clientele, BJIMP
Staff and pregnant women during pre-natal.

For Schools, Advocacy on STI-HIV AIDS in all 27 Schools.
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33. Pandemic Year — Quarantine Facilities Services
ABOUT THE SERVICE

A Quarantine facility uses set up at Victorias Elementary School (VES), to cater Locally Stranded
Individual (LSI), arriving in our locality, likewise close contacts of these tested positive to ensure that
these people are contained.

House Rules were made to be followed by guests during their stay in the facility likewise. Discharge
notes with remaining days to complete isolation as quarantine in their respective houses are issued
and to be followed up by BHERTS in the barangay.

City Health Office personnel were deployed to answer & cater to their needs & do proper assessment
& referral.

Swab testing were done by our medical technologist. Interview & assessment on admission & during
interview done by staff & contact tracers assigned & nurses supervising them.

Diaries are given to these tested persons for them not to get bored & do some activities.

Office or Division: City Health Office
Classification: Simple
Type of Transaction: G2C
Who may avail: All
AGENCY FEESTO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Accepts guests City Health Office
as delivered by the (CHO) Facility
CDRRMO at the
1. Secure facility with Local Repatriation
acceptance letter | communication Office
from barangay from the Local
you are residing. | Repatriation Office City Disaster Risk
Present Chest X- | with the number of None Time varies Reduction
Ray, RT-PCR guests to arrive. Management
result, Date of Interviews Office (CDRRMO)
departure & time. | assessment,
temperature taking Victorias City
done. Orientation Health Office
of House Rules Quarantine Facility
done. staff
Total: None Time varies
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34. Non-Communicable Diseases Prevention & Control Program
ABOUT THE SERVICE

To reduce or eliminate exposure to risk that might increase the chances that an individual or group will
incur the disease, disability or premature death.

The aim of reducing major modifiable risk factors such as tobacco use, harmful use of alcohol,
unhealthy diets & physical inactivity part of City Health Office activity in managing NCD, and will include
detecting screening and treating these diseases.

Office or Division: City Health Office
Classification: Simple
Type of Transaction: G2C
Who may avail: All
AGENCY FEESTO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. BMI taking, vital
1. Put subject signs & Iaborgtpry
oneself torisk screening. G_lvmg 5 minutes CHITALISA
assessment of medicines in VALENGIANO. RN
hypertension & ’
diabetes. MN
2. Smoking Nursell
cessation clinic. Nurse Coordinator
2. Verbalize to quit Health Education, 8 minutes Rlli/ll’iadIV\Il_i'\(/a:Slth
smoking Healthy Lifestyle, None
Modification given
by staff.
CHITALISA
VALENCIANO
3. Dip Sticks and 3. Urine Nurse Il
Urinalysis for examination for 8 minutes Nurse Coordinator
Grade V and VI Renal Disease
Students Control Program. VINCENT
LEONOR
Medical Technologist |
Total: None 21 minutes

For Schools, schedules advocacy on all 27 Schools on maintaining healthy Kidneys.
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35. Hemodialysis Services (Monday, Tuesday, Thursday, Friday)

ABOUT THE SERVICE

Hemodialysis is a treatment to filter waste and water from your blood. This is done to help control
blood pressure and balance important minerals such as potassium, sodium, calcium in your blood. It
is one way to treat advance Kidney failure could help patients carry on an active life despite failing

kidneys.

The service is available on Monday, Tuesday, Wednesday and Fridays.

Office or Division: City Health Office
Classification: Simple
Type of Transaction: G2C
Who may avail: All
AGENCY FEESTOBE | PROCESSING PERSON
CLIENT STEPS ACTIONS PAID TIME RESPONSIBLE

1. Client submits

1. Advise client

self:}orl . for nephrologist 10 minutes Consultant Doctor
nephrologist consult on Duty

assessment
2. Client has one 2. Staffindorse

HD center being | patients to HD Time varies

affiliation clinic

3. Schedules

3. Clients wait for client once a .

scheduled dates | week session and > minutes ROWENA

advised patient. GULMATICO, RN
. P 2,000.00 Nurse |

b Dioeoestor | 4 HDperformed | +1,680.00/ 4 hours

Schedule to patient Dialysis MARY GRACE

Session AVENTURA

5. Client subjects Staff given Nurse/ Admin. Aide

self to due request for Time varies | (Casual Laborer 1)

request for CBC | monthly CBC and

and Serology Semi annually

Total A . |
Total: | corresponding pproxmat_e y
fee 4 hrs., 15 mins.
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36. Adolescent Health Services

ABOUT THE SERVICE

Adolescent Health encompasses changing transitions within multiple domains, including the physical,
social, emotional cognitive and intellectual.

It is a non-judgmental service provider which contributes to adolescent friendly environment. It
produces adolescent with information on where to obtain services.

This service aims to tackle issues with improved health and well-being of high risk groups 15-19 years
old from risky behavior such as alcohol use and unsafe sex and furthermore the prevention of teenage
pregnancies and repetitive teen pregnancies.

The service is available on Monday, Tuesday, Wednesday and Fridays.

Office or Division

City Health Office

Classification

Simple

Type of transaction

G2C

Who may avail

Adolescents

FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Get and fill up 1. Triage - Issue 5 minut
information slip information slip minutes N D
. . . 2. Taking of vital . urse on Duty
2. Submit to vital signs ; . 5 minutes
signs and weight
3. Proceed to .
Adolescent Health 2§Is:net§r<;liz\:1vt and 5 minutes
Room
4. Counseling
Services and None
i advocacy. IAN PUBLICO, RN
?)' Listen to Nurse on Distribution of flyers 10 minutes Nurse |
uty
Referral to
appropriate teen
services.
5. Take not of follow up | 5. Schedule follow- 5 mi
minutes
schedule up
Total: None 30 minutes
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37. Nutrition Program Services

ABOUT THE SERVICE

Nutrition service promotes patient education and counseling on their diet and focuses on the overall
health and well-being or may be part of treatment for specific disease.

This program aims to improve nutrition status if Filipinos by reducing prevalence of stunting prevent,
control and eliminate micronutrient deficiency.

The service is available on Monday to Fridays.

Office or Division City Health Office
Classification Simple
Type of transaction G2C
Who may avail All
AGENCY FEESTO | PROCESSING PERSON
SGRISNESIE ACTIONS BE PAID TIME RESPONSIBLE
1.1 Weighing and BAI\T[')A\OR\IJ%L RN
1. All 0-59 Months be height taking by BHW MN '
weighed for operation and BNS 5 minutes Nurse |
timbang. 1.2 Giving of
deworming tablets BNS & BHW
2.1 Registry of
Underweight, Severely
Underweight, Wasted,
Severely Wasted,
2. Clignt’s P:ﬁrgnt/ Stunted, and Severely NARIEL
Guardian will be Stunted per Barangay .
informed of child’s are recorded. 20 minutes BANDOJO, RN
nutritional status None Nurse |
2.2 Refer for medical
consultation and
nutritional
supplementation
3.1 Refer clients for
3. Pregnant women medical consultation,
subject themselves to counseling and Doctors on Duty
renatal visits and nutritional .
Ehould complete the 4 management. > minutes NARIEL
: L BANDOJO, RN
rc_aquwgd clinic Nurse |
visitations. 3.2 Iron and Calcium
supplementation
Total: None 30 minutes

Barangay Activity: Advocate for women’s health and safe motherhood during prenatal schedule.
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38. Dengue Prevention and Control Program Services

ABOUT THE SERVICE

The Anti-Dengue campaign is a preventive and vector control intervention aimed to reduce Dengue
transmission thereby decreasing the incidence of infection and thereby preventing the outbreaks of the

Disease.

It is also important to detect Epidemic early and to respond effectively through strengthening,
monitoring and evaluation for optimal management.

Office or Division

City Health Office

Classification Simple
Type of transaction G2C
Who may avall All
AGENCY FEESTO BE | PROCESSING PERSON
SLIANT SRS ACTIONS PAID TIME RESPONSIBLE
1. Secure ITR from
BHS
Consult Members of family 1. Vital Signs taking 5 mi Triage
o minutes
with signs of Dengue Proceed to Doctor
i GEMMA DE
High Fever 40°C Severe ODZSUW V|Vlth ofur CASTRO, RN
: : gue lane for ,
headache Pain be:\h_lnd th_e consultation and 5 minutes Nurse | /_Dengue
eyes Muscle and joint pain | ;5sessment. Coordinator
Nausea & vomiting Swollen
glands
Rash
Depending
on type of VINCENT
examination LEONOR, RMT
2. Patient proceed to | 2. Laboratory with Citizens Medical
Laboratory section | examination Charter for 15 minutes Technologist |
for examination performed. viewing of and other Med
fees outside Techs on Duty
the
Laboratory
Doctors gives
treatment orders,
3. Patient listens to management
instructions of Doctors | instructions or
on treatment and referral for 15 minutes Doctor on Duty

management or if need
of referral

admission as the
case maybe.
Nurse follows up
patient.
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Total:

Depending on
type of
examination
with Citizen’s
Charter for
viewing of
fees outside
the
Laboratory

40 minutes

For Barangay: Advocacy on the 55 of Dengue is explained. Observance of the 4 o’clock habit is

encouraged and application of anti larviciding agents in canals.

In Schools: Advocacy on the prevention and control of Dengue is given as well as IEC materials for

reading.
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39. Voluntary Blood Letting Program Services

ABOUT THE SERVICE

The primary objective of the activity is to collect a variety of safe blood and blood products that
will be utilized in saving the lives of patients who are in need of blood.

The Blood Letting Activity aims to create a network of blood donors ready to serve those who are
having difficulty in finding donors and to spread awareness on the health benefits of donating blood.

Office or Division City Health Office
Classification Simple
Type of transaction G2C
Who may avalil All
AGENCY FEESTO BE | PROCESSING PERSON
GRS ACTIONS PAID TIME RESPONSIBLE
1. Intent to donate Interviews probable _
Blood with the donor with checklist 5 minutes
following criteria: produced by DOH MAYBELL
CANLAS, RN
_ . . . Nurse | /

e Being 17y/o or . Vital Slgns_taklng 3 minutes Blood Program
older or 16y/o with | and weighing Coordinator
parental consent donors

e 110Lbs Nurses and Rural

e In good health 20 minutes Health Midwives by

e Feelingwell and not | Laboratory test group
taking antibiotic

e Pulse rate 60-100 c ati ith Triage
125gms Doctors

2. If patient is fit, E:élent positionin Med Techs on
made to sign 15 minutes Duty and
consent for blood , Trained

: Phlebotomist :
extraction Phlebotomist

extract blood

3. Donors rest after
extraction with vital Nurse on Duty
signs checked

Total: None 48 minutes
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40. Community-Based Drug Rehabilitation Services

ABOUT THE SERVICE

Community-based drug rehabilitation services serves as an avenue for Persons Who Used Drugs
(PWUDs) to submit themselves into rehabilitation in a community setting.

It involves therapeutic sessions and counseling to restore health of patients and reconnect them with
their families with various interventions.

Office or Division City Health Office
Classification Complex
Type of transaction G2C
Who may avail All
AGENCY FEESTOBE | PROCESSING PERSON
CLIENT STE=S ACTIONS PAID TIME RESPONSIBLE
PNP endorses
1. Client surrenders referral of PWUDs 8 davs
self for CBDR to City Health sessigns
sessions Office for CBDR APRIL GOLDA
sessions ACUNA
) Administrative
- Enroll clients for Officer IV
2. Client subjects CBDRP
themselves fqr - Assessment FRANCIS
CBDRP sessions - Assist ' None ROLAND
- Drug testing ALMASOL
- House rules Nurse I/
- Orientation of the 6-7 hours/day Substance
program sessions abuse focal
3. Attend the 8 days - Daily schedule persons
sessions without fail | - Tasking/
Intervention ROMMEL
- Examination of BALBOA
patients Staff in-charge/
Encoder
4. PWUDs completion PWUDs graduayon
. from program with 4 hours
activity .
certificates
Total: None 8 days, 4 hours
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41. Brief Tobacco Intervention Services
ABOUT THE SERVICE

The City Health Office strongly advocates to all Victoriasanons to quit smoking as it is one of the best
things to do for your health.

For smoking cessation, brief intervention involves opportunistic advice, discussions, negotiations, and
encouragement that typically takes a short period of time. It may involve referral to a more intensive

treatment.

Office or Division: City Health Office
Classification: Simple
Type of Transaction: G2C
Who may avail: All Victoriasanons
AGENCY FEESTO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
Triage
1. Triage refers CHITALISA
1. Inquire about the client to smoking None 7 minutes VALENCIANO,
service cessation RN MN
coordinator Nurse I/ Health
Lifestyle
Coordinator
2. Nurse in-charge
gives overview of
the services
2. Proceed to nurse 30 minutes CHITALISA
coordinator Gives brief counseling VALENCIANO,
RN MN
Gives referral to Nurse II/ Health
doctors as necessary Lifestyle
3. Schedule follow Coordinator
3. Follow-up up for time and date
of quitting
Total: None 37 minutes
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42. Free Availment of Counseling Services for Victoriasanons
ABOUT THE SERVICE

The City Culture and Ethics Office offers counseling services provided to all Victoriasanons who
wish to seek professional help through counseling.

Walk-in Counseling

1. Victoriasanons (employees or residents) who are in need of counseling, visit the City Culture
and Ethics Office to schedule an appointment with any counselor.

2. City Culture and Ethics Office personnel assists the client and checks the availability of
counselors:

a. Ifany counseloris available, then, counselor conducts counseling right away.

b. If no counselor is available due to prior engagements, the office personnel set the date and time
for counseling based on the availability of any counselor and if counselee agrees then
appointment is set.

3. Counseling session.

4. Follow-up sessions are conducted when necessary.

5. Referral to Psychiatrist/Psychologist should there be a need.

Referral Counseling

1. Any Victoriasanon (employee or resident) who needs and wish to avail of counseling can be
referred to the City Culture and Ethics Office by:

a. The CHO Mental Health Unit refers Victoriasanons (employees or residents) by filling- out the
referral form to the City Culture and Ethics Office for counseling.

b. Department Head refers his/her respective employee who wishes to avail of the counseling
services by filling-out the counseling referral form to the City Culture and Ethics Office. (See
attached counseling referral form).

2. City Culture and Ethics Office personnel set the date and time for counseling based on the
availability of counselors and if counselee agrees then appointment is set.

3. Counseling session.
4. Follow-up sessions are conducted when necessary.
5. Referral to Psychiatrist/Psychologist should there be a need.
Office or Division: City Culture and Ethics Office
Classification: Highly Technical
Type of Transaction: G2C
Who may avail: All Victoriasanons
AGENCY FEESTO | PROCESSING PERSON
CLIENT STEPS ACTIONS | BEPAID TIME RESPONSIBLE
1. Client visits the City 1. Employee-in-
Culture and Ethics charge assists 1 minute CCEO personnel
Office client
None DR.JOSELITO
, . 2. Counselling Casetocase DIAZ,RGC
2. Receives counseling session with client basis Executive Assistant
v
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SHERLOU
LABRADOR
Executive Asst. I/
Guidance Associate
Total] None Time varies
If no counselor is available at the moment
AGENCY FEESTO | PROCESSING PERSON
Sl Bl ACTIONS BE PAID TIME RESPONSIBLE
1. Visits and sets 1.;\6\sskists client
appointment with the (c ecks 2 minutes CCEO personnel
availability of
counselor
counselors)
2. Received appointment | 2. Glyes _ 1 minute CCEO personnel
schedule appointmentslip
3. Returnstothe CCE 3. Assists client
Office on the time and brings cllgnt 1 minute CCEO personnel
and date of to the counseling
appointment room
None DR. JOSELITO
DIAZ, RGC
Executive Assistant
\Y2
4. Counseling Case to case
4. Receives counseling | session with the basi and/or
- asis
client
SHERLOU
LABRADOR
Executive Asst. Il/
Guidance Associate
Total: None Time varies
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DISASTER RISK REDUCTION MANAGEMENT

SERVICES
External Services
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1. Disaster Response Operations Monitoring and Information (DROMIC),
Basic Occupational Safety and Health (BOSH), Earthquake Drill, Swift
Water and Flood Rescue Training, Post Disaster Needs Assessment Workshop
for TEFS/ITCZand Other Trainings and services related to DRRM

ABOUT THE SERVICE

CDRRMO shall implement the required actions and measures pertaining to all aspects of disaster risk
reduction and management, including good governance, risk assessment and early warning,
knowledge building and awareness raising, reducing underlying risk factors and preparedness for
effective response.

Office or Division: VCDRRMO
Classification: Simple
Type of Transaction: G2C
Who may avail: Victorias Citizens and other interested requesting parties
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Request letteror thru email / e VCDRRMO (Admin & Training
(victoriasdrrmo@gmail.com) Section)

Formal Request Letter (Scheduled at least 3
days ahead of request scheduled date) and

provided there were no previous request
scheduled on the same date.

AGENCY FEESTO | PROCESSING PERSON

CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE

5. Client will give letter

of request for 1. Acceptand

training/ seminar or record letter 5 minutes Receiving Clerk
send thru email
(victoriasdrrmo@gmail.com)
2. Assign a .
6. Approval from the Trainer who will 5 minutes Admin and

Head, VCDRRMO Training Section

handle the request

3. Coordinate to None
7. Client will coordinate | the requesting 10 minutes VCDRRMO Pool
at VCDRRMO party for a of Trainers
meeting
8. Client will facilitate | - ~O"4USt
the training / seminar ining Trainer Assigned
submit after
request -
activity report
Total: None 20 minutes
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2. Request for DRRM-related Date and/or Materials

ABOUT THE SERVICE

CDRRMO shall implement the required actions and measures pertaining to all aspects of disaster risk
reduction and management, including good governance, risk assessment and early warning,
knowledge building and awareness raising, reducing underlying risk factors and preparedness for

effective response.

Office or Division: VCDRRMO
Classification: Simple

Type of Transaction: G2C

Who may avalil: General Public

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

e Request
- Must be in writing
- Must contain the following:
a. Full name and affiliation (e. g school) of the
requirements party
b. Purpose
c. Contactdetails including email of the requesting
party
d. List of specific data and template to be requested
e Properly accomplished Data request Form
e Other documents such as:
- Survey forms, if applicable

e VCDRRMO (Research and
Planning Section)

FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit request
to the Admin
Section of the 1. Acknowledge receipt
VCDRRMO or and process the 5 minutes Front desk Clerk
thru email at request
(victoriasdrrmo
@gmail.com)
2. Approve and None RODOLFO QE.
endorse the request to 5 minutes RETIRADO Il
the Research and LDRRMO IV
Planning Section
3. Prepare requested
documents/materials. Research and
3 hours Planning
If not available, the personnel
request will be
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endorsed to other
concerned offices.

4. Accomplish Data

4. Release the
requested

Research and

Request Form and data/materials to client 20 minutes Planning
Submit to email. thru email. personnel
: 3hrs., 30
Total: None minutes
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3. Request for Interview or Study Tour

ABOUT THE SERVICE

CDRRMO shall implement the required actions and measures pertaining to all aspects of disaster risk
reduction and management, including good governance, risk assessment and early warning,
knowledge building and awareness raising, reducing underlying risk factors and preparedness for

effective response.

Office or Division: VCDRRMO
Classification: Simple

Type of Transaction: G2C

Who may avail: General Public

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

e Request

- Must be in writing
- Must contain the following:
a. Full name and affiliation (e. g school) of the
requirements party

b. Purpose

c. Contactdetails including email of the

requesting party
d. Proposed and schedule of interview or study

tour

e Other documents such as:
- List of guide questions
- Survey forms, if applicable

e VCDRRMO (Research and
Planning Section)

FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit request
to the Admin 1. Acknowledge
Section of the receipt and process 5 minutes Front desk Clerk
VCDRRMO or the request
thru email
2. Approve and RODOLFO QE.
endorse the request to 5 minutes RETIRADO |l
the Research and LDRRMO IV
Planning Section None
3. Coordinate with Research and
requesting part on . .
schedule and other 10 minutes Pelfsrl)nr:ggl
logistical needs. P
4. Accomplish Data 4. StCh ded;JIe Interview Research and
Request Form and or study tour 5 minutes Planning
Submit to email. Due to safety personnel

241

The Victorias City

Citizen’s Charter - A GUIDEBOOK ON CITY GOVERNMENT SERVICES




concerns, all
interviews or Study
Tours will be done via
online platforms
unless absolutely
necessary.

Total:

None

25 minutes
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4. Review and Approval of the Barangay Disaster Risk Reduction and
Management Plan (BDRRMP)

ABOUT THE SERVICE

CDRRMO shall implement the required actions and measures pertaining to all aspects of disaster risk
reduction and management, including good governance, risk assessment and early warning,
knowledge building and awareness raising, reducing underlying risk factors and preparedness for
effective response.

Office or Division: VCDRRMO
Classification: Simple
Type of Transaction: G2G
Who may avail: Barangay Officials and other authorized individuals
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Proposed Barangay Disaster Risk Reduction and e VCDRRMO (Admin &
management Plan (BDRRMP) for the incoming year. Training Section)

e One (1) Copy of Approved BDRRMP of the previous
year (and the current year, if the request pertainsto a
review of the amended BDRRMP)

e Annual report on the utilization of the BDRRMP Fund of
the previous year with a copy of the inventory of
purchased equipment and conducted trainings/seminars
charged against the BDRRM Fund

e Legalinstrument adopting the BDRRMP (e.g. Executive
Order, Resolution)

Legal instrument creating the BDRRM Committee
Hazard, Vulnerability and Risk Assessment

e The HVRA with the evacuation and hazard maps should
be updated at least every three (3) years (i.e. population,
recommendation, and community-initiated efforts)

FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit request
to the Admin 1. Receive the BDRRMP
Section of the and attachments or Researchand
VCDRRMO or supporting documents 5 minutes F"a”r?'”g
thru email at and accomplish the Section
(victoriasdrrmo@ | BDRRMP Approval Form. None Personnel
gmail.com)
2. Review and evaluate Research and
the B_DRRMP f':md make 20 minutes Plann.ing
clarifications, if Section
necessary. Personnel
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Check the following:

a. Completeness and
validity of supporting
documents/requirements
b. Correct allocation of
programs, projects, and
activities under disaster
prevention and mitigation,
disaster preparedness,
disaster response, and
disaster recovery and
rehabilitation.

3. Accomplish the
“‘Remarks and Action
Taken” portion of the
BDRRMP Approval Form
and affix signature over
printed name on space
provided for “Checked
By:”

4. Received the

BDRRMP Approval Form
and make final evaluation
on validity of BDRRMP’s.

Research and

5 minutes F;zgﬁl,nng
Affix initials next to the P |
name of the Local ersonne
Disaster Risk Reduction
and Management Officer.
o RODOLFO QE.
2. gggg‘,ﬁ?”at”re onthe 15 minutes | RETIRADO Ill
) LDRRMO IV
3. Recelve (tjhe 6. Photocopy documents Research and
g%pgaﬁp d for record keeping and Plannin
ianin th ?n t release the approved 15 minutes Sectiong
signintheiront = sHRRMP and supporting
desk clerk for documents Personnel
record keeping. ’
Total: None 1 hour
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5. Request for Emergency Medical Services (EMS) and Search and

Rescue (SAR)

ABOUT THE SERVICE

CDRRMO shall implement the required actions and measures pertaining to all aspects of disaster risk
reduction and management, including good governance, risk assessment and early warning,
knowledge building and awareness raising, reducing underlying risk factors and preparedness for
effective response.

Office or Division: VCDRRMO
Classification: Simple
Type of Transaction: G2C

Who may avail:

Victorias City Constituents / Other interested requesting parties

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

Request letter or thru email /
(victoriasdrrmo@gmail.com)

Formal Request Letter (Scheduled at least 3

days ahead of request scheduled date) and
provided there were no previous request
scheduled on the same date.

VCDRRMO (Operations and
Warning Section)

AGENCY FEESTO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Call thru the . 1. Accept phone call 5 minutes Radio Operator
emergency hotline
2. Discussion on
Incidents situation 2. Dispatching of 5 minutes Operations Head
and patients’ EMS / SAR units and Team Leader
information None
3. Patients/ Incidents
assessment 3.EMS/SAR Team 10 minutes Team Leader
providing assigned
immediate care
4. Patients transfer to 4 EMS/SAR Team .
. . 10 minutes Team Leader
the Hospital assigned
Total: None 30 minutes
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6. Request for Ambulance Transfer/ Stand By
ABOUT THE SERVICE

CDRRMO shall implement the required actions and measures pertaining to all aspects of disaster risk
reduction and management, including good governance, risk assessment and early warning,
knowledge building and awareness raising, reducing underlying risk factors and preparedness for
effective response.

Office or Division: VCDRRMO
Classification: Simple
Type of Transaction: G2C

Victorias City Constituents / Other interested requesting parties /

Who may avail: Other interested requesting parties

CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Request letter or phone calls e VCDRRMO (Operations and Warning
Section)
AGENCY FEESTO | PROCESSING PERSON
e ACTIONS BE PAID TIME RESPONSIBLE
1. Client will give letter
of request for Stand c1:é$cr(;ec%trgrl1eot?:r 5 minutes Radio Operator
by Ambulance
2. Coordination to . .
Hospital Patient E'N?S'S}Dgfgng '(t) f 5 minutes Team Leader
Status/ Fit to travel units
3. Patients/ Incidents None
assessment 3.EMS/SAR Team 10 minutes Team Leader
providing assigned
immediate care
4. Patients transferto 4 EMS/SAR Team .
. . 10 minutes Team Leader
the Hospital assigned
Total: None 30 minutes
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7. Request for CCTV Footages

ABOUT THE SERVICE

CDRRMO shall implement the required actions and measures pertaining to all aspects of disaster risk
reduction and management, including good governance, risk assessment and early warning,
knowledge building and awareness raising, reducing underlying risk factors and preparedness for
effective response.

Office or Division: VCDRRMO
Classification: Simple
Type of Transaction: G2C

Victorias City Constituents / Other interested requesting parties /

Who may avail: Other interested requesting parties

CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Request letter or phone calls e VCDRRMO (Operations and Warning
Section)
FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE

1. Client will give
letter of request for | 1. Accept phone call/

a copy of CCTV record letter 5 minutes Receiving Clerk
footage
2. Assign Emergency
Operations Center .
2. Approval from the , . Operations and
Head, VDRRMO (EOC) officer None S minutes Warning Head

assigned to handle
the request

3. Reviewing / Giving | 3. Assign Emergency
of copies of CCTV | Operations Center
Footages provided | (EOC) officer 20 minutes EOC Officer
it will not be used | assigned to handle
for legal purposes | the request

Total: None 30 minutes
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8. Request for Ambulance Conduction Transfer
ABOUT THE SERVICE

CDRRMO shall implement the required actions and measures pertaining to all aspects of disaster risk
reduction and management, including good governance, risk assessment and early warning,
knowledge building and awareness raising, reducing underlying risk factors and preparedness for
effective response.

Office or Division: VCDRRMO
Classification: Simple
Type of Transaction: G2C

Victorias City Constituents / Other interested requesting parties /

Who may avail: Other interested requesting parties

CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE

e Request letter or phone calls e VCDRRMO (Operations and Warning
Section)
AGENCY FEESTO | PROCESSING PERSON
CILIENT SN2 ACTIONS BE PAID TIME RESPONSIBLE
1. Client will give letter 1 Acce
. pt phone . -

of request for Stand calll record letter 5 minutes Receiving Clerk

by Ambulance
2. Approval from the 2. Assign ateamto None 5 minutes Operations and

Head, VDRRMO handle the request Warning Head
3. Dispatching of 3. EMS /Inspection 20 minutes EOC Officer

Ambulance Team

Total: None 30 minutes
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9. Request for Inspection of Hazard and Non-Hazard Areas
ABOUT THE SERVICE

CDRRMO shall implement the required actions and measures pertaining to all aspects of disaster risk
reduction and management, including good governance, risk assessment and early warning,
knowledge building and awareness raising, reducing underlying risk factors and preparedness for
effective response.

Office or Division: VCDRRMO
Classification: Simple
Type of Transaction: G2C

Victorias City Constituents / Other interested requesting parties /

Who may avail: Other interested requesting parties

CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Request letter or phone calls e VCDRRMO (Operations and Warning
Section)
FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Client will give 1. Accept and record 5 minutes Receiving Clerk
letter of request letter
endorss loter o the . RODOLFOQE.
) 5 minutes RETIRADO Il
Operations and
. . LDRRMO IV

Warning Chief None

3. Coordinate with

requesting party for . Operations and

pertinent information 5 minutes Warning Head

related to the letter

4. C(_)nductsmspectlon 1 day Team Leader

on site submit report

Total: None 1 d_ay, 15
minutes
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AGRICULTURAL SERVICES
External Services
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1. Accessing Technical Support Services Assistance on Agri-

Fishery Technologies
ABOUT THE SERVICE

The City Agriculturist’'s Office (CAO) support to farmers according

to the banner programs offered by the office.

The information and assistance is given by the designated

coordinator of the said program.

OSMENA AVENUE

E
§

ICTORIAS COMMERCIAL
CENTER

CITY PUBLIC PLAZA

r

¥INO

uLS

CITY AGRICULTURE

OFFICE
]

133,

2/F ADMINISTRATIVE BUILDING

I

Office or Division: City Agriculture Office —
o z T CITY AGRICULTURE
Classification: Simple OFFICE
Type of Transaction: G2C,G2B,G2G Formore nformation, please contac: Lni M. Lauesta, OIC-
Who may avail: All el No 034) 395.35
AGENCY FEES TO | PROCESSING PERSON
GRISNIESUERS ACTIONS BE PAID TIME RESPONSIBLE
1. Approach the
Agricultural 1.1 AT assigned will
Technologist [facilitate client/s concern
(AT) incharge |and inquiry 10 minutes
of Agricultural (1.2 Fill out the clients
Banner log book
Programs _ DIEZA ETCHON
_ | 2. RSBS Registration Agriculturist Il (HVCDP-
2. Provide Basic | crop and fishery RIC)
Extension insurance farm input
Services in assistance (Dispersal of 10 minutes EDUARDO
Agriculture & vegetable seedlings, FUENTEBELLA JR.
Fishery compost, concoction, Agricultural Technologist
tilapia fingerlings. N Il (Fishery Section)
3.1 Provide information one
(Crops-Rice & HVCDP, ERNESTO ESTILO
Animal-Poultry & Agricultural Technician
Livestock, Fishery- (Aquaculture)
3. Provide Basic | Aduaculture and
: ; Organic Agriculture) MYRO RAMOS
Extension - - Agricultural Technologist
Services in 3.2 Provide technical 10 minutes (RICE)
Agriculture & support, marketing
Fishery advise & technical
assistance linkages to
improve productivity
and income.
Application of
innovative knowledge.
Total: None 30 minutes
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2. Availing of Farm Input Assistance

ABOUT THE SERVICE

The City Agriculture Office provides farm input assistance and be the frontline of delivery on basic
agricultural services which will improve the productivity and living condition of farmers and fisherfolks.

Assistance comes in the form of certified rice seeds, corn seeds, assorted vegetable
seedlings/planting materials, organic fertilizers (Compost, Vermicast, Mokusaku & Concoction) and
IEC materials based on LGU and national budget.

NOTE: Assistance is based on program availability.

Office or Division: City Agriculture Office
Classification: Simple
Type of Transaction: G2C,G2B,G2G
Who may avail: All
FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. AT assigned
1. Crop Insurance records the data to ]
' andpFisher enroll farmers and 15 minutes Agricultural
y fisherfolks on Extension
Insurance insurance. Worker (AEW)
assigned
. 2. AT assigned releases
2 Tr?:L?'[I;/eAssgitrgrq ce the farm inputs with None 1 hour Agricultural
approved request letter. Technologist
— - (AT) assigned
3. Assistin ”t‘ak'”g 3.1 AT assigned will in the
?pp;]roplrla © orient, interview client concerned
echnology, and fill out the PCIC Barangays
dissemination of Form
information on ' 1 hour EDUARDO
Crop INSUrance, | 3 5 supmit filled out FUENTEBELLA
prevention and | pciC Forms to PCIC JR.
cor;t:jq ofpest | pistrict Coordinator. Agricultural
and disaster. Technologistll
4. AT checks requirements (Fishery Section)
; ; attached and refers the :
4. Boat Registration client to pay at the City 15 minutes
Treasurer’s office.
Total: None 2 hours, 30 mins.
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3. Availing of the Animal Dispersal

% Gl
6, N
N PILIPINRS

ABOUT THE SERVICE

Availment of livestock dispersal program aims to improve the social and economic welfare of the rural
community. This covers the dispersal of black pigs, free-ranged-chicken, goat and other available
animals. This project is intended for livelihood program to help farmers and rural community increase
income and food security.

This also aims to increase animal production for food consumption and provide alternative livelihood

Office or Division: City Agriculture Office
Classification: Simple
Type of Transaction: G2C,G2B,G2G
Who may avail: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Certificate of training (for clients availing of e City Agriculture Office
cattle, carabao, swine and goat)
FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1.1 Receives the
request letter 15 minut
minutes
1. Request for 1.2 _Sets da_te of area
Dispersal inspection &
validation of area
& documents of ALI AMPINADO
beneficiary AEW
N (Animal
one Production
. 2.1 Sets date for MOA Coordinator)
2. '?tngrqul?o'\\fl(SrAa/nd signing with the Mayor 5 davs
Acceptance and the turn over to y MESRAIM
E P beneficiaries. POBLACION
orm AEW
3. Receives 3. Availment of animal
AN dispersal for livelihood 15 minutes
Animals .
project.
: 5 days, 30
Total: None mins.
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4. Availing Services of Provision of Agricultural Production,

Post-Harvest and Processing Facilities under the Regular Program

ABOUT THE SERVICE

The pre and post-harvest facilities/equipment are the existing technologies for agricultural raw materials

production while post-harvest is a system of handling, storing and transporting of agricultural
commodities after harvest.

To avail the services, client must approach the Agricultural Technologist (AT) assigned to the barangay.

Assistance shall be given to qualified and viable farmers’ association or cooperative in the availment of

soft loans or grants.

NOTE: Assistance is based on program availability.

Office or Division: City Agriculture Office
Classification: Simple
Type of Transaction: G2C,G2B,G2G
Who may avail: All
AGENCY FEESTOBE | PROCESSING PERSON
SIS ACTIONS PAID TIME RESPONSIBLE
1. Assistance
Specification 1. Receives letter of
intent and other LENI
Approach the pertinent . LACUESTA
Agﬁcultural requirements in the 15 minutes OIC-City
Technologist (AT) and | availment of the Agriculture
specify assistance program.
needed.
2.1 Endorsementto
provincial, regional,
national offices to
. avail intervention. None EDUARD
2. 3ubm|33|on of 122 Send pertinent 1 day FRAl[ﬂ]CO J?q
ocuments :
documents to Agricultural
agency concerned TechnologistI
and follow up for
updates.
MYRO
3. Inspection and RAMOS
validation of site | 3. AT assigned Agricultural
and documents | and facilitate 1 day Technologist
submitted
Total: None 2 days, 15
mins.
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VETERINARY SERVICES
External Services
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1. Accessing Veterinary Services

ABOUT THE SERVICE

The City Veterinary Office provides veterinary services for livestock, pets and poultry.

Veterinary services cover consultation, vaccination (e.g. foot-and-mouth disease, anti-rabies,
deworming, etc.) and treatment

Clients may bring their livestock / pets directly to the CVO for treatment; or request that services be

scheduled in their area.

Office or Division: City Veterinary Office
Classification: Simple

Type of Transaction: G2C,G2B,G2G

Who may avail: All

A. Veterinary Medical Services

FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Give the log book
to the client;
1. Request for
Services For Old patients: Pull
up Patient Record
Visit CVO orbring along | Form;
your pet animal. 15 minutes gf\ffgfsfrfﬁggzv
For New Patients: Fill y
Request for field/home out Patient
services or arranged Information Form;
schedule in your area. Resident:
Fill out Home Service None
Request Form;
2. Give the log book Non-
to the client; Resident:
. P 100.00 .
2. Consultation For Old patients: Pull For.walkjln
; clients:
Interview of the owner Ll_ip Pa?tlent Record 20 minutes
and assessment of the orm; MV'TLSQ(E?AEA
animal for information, . - Field: T
physical examination Eﬁtr g:&iﬁtlents' Fil Time Veterinarian i
and tentative diagnosis. Information Form: depending on
’ the location
Fill out Home Service
Request Form
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3. Treatment, giving

medical advice For walk-in
or other 3. Attending P 100.00 - clients:
veterinary Veterinarians give 500'0(.) 20 minutes
service medical advice or (depending
treats the patient on the Field:
a. For walk-in client | based on the diagnosis| Medicines/ Time
supplies depending on
b. Field/farm/home used) the location
schedule service
4. Attending P25.00 -
Veterinarians give P 100'0.0 .
. - (Depending Forwalk-in
4. Deworming dewormln_g Medicine on the clients:
to the patient and medicines/ 20 minutes
medical advice to the lies
Pet Owners. Slazzd)
4.a. Give the log book
to the client;
Resident:
For Old patients: Pull P 25.00/mL
4.a. Suspension gngr‘na;tlent Record Non- 15 minutes
Resident:
For New Patients: Fill P 35.00/mL
out the Patient
Information Form
4.b. Give the log book
to the client; Resident:
P 100.00/
For Old patients: Pull mL
4.b. Tablet gngr’]?;tlent Record Non- 15 minutes
Resident:
For New Patients: Fill P 150.00/
out the Patient mL

Information Form

MA. ANICKA
VILLEGAS
Veterinarian Ill

CVO Personnel/
Officer of the
day
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4.c. Give the log book

to the client; Resident:
P 50.00/
For Old patients: Pull dose
. up Patient Record . CVO Personnel/
4.c. lvermectin Form: Non- 15 minutes Officer of the day
Resident:
For New Patients: Fill P 75.00/
out the Patient dose
Information Form
5. Vaccination
5.a. Give the log book
to the client;
ForOld patients: Pull
5.a. Anti-Rabies up Pa.tlent Record P100.00/ 15 minutes
Form; dose
For New Patients: Fill
out the Patient
Information Form
5.b. Give the log book
to the client; Resident:
P 270.00/
For Old patients: Pull dose CVO P y
. ersonne
5.b. DHLPPi ‘;grif‘;“e”t Record No. 15 minutes Officg; of the
Resident: y
For New Patients: Fill P 300.00/
out the Patient dose
Information Form
5.c. Give the log book
to the client; Resident:
P 800.00/
For Old patients: Pull dose
up Patient Record .
5.c. 3n1 for cats Form: Non- 15 minutes
Resident:
For New Patients: Fill P 900.00/
out the Patient dose
Information Form
5.d. Kennel Cough ’ P 300.00/ 15 minutes CVO Personnel/
dose

For Old patients: Pull

Officer of the day
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up Patient Record Non-
Form; Resident:
P 350.00/
For New Patients: Fill dose
out the Patient
Information Form
5.e. Give the log book
to the client; Resident:
For Old patients: Pull P 250.00/
. dose CVO Personnel/
N up Patient Record . ,
5.e. Leptospirosis E i 15 minutes Officer of the
orm;
Non- day
- e Resident:
For New Patients: Fill
out the Patient P :;00'00/
Information Form ose
6. Surgery
6.a. Givz_a th(.a log book Resident:
to the client;
None
. . The Patient’s Record .
6.a. Feline Castration Form/ Waiver must be an- . 20 minutes
Resident:
completed by the Pet
) P 500.00/
Owner prior to the i
SUrgety - MA. ANICKA
f()'t;hg';’ﬁet:ﬁ logbook | pesident: VILLEGAS
’ None Veterinarian Il
. . The Patient’s Record .
6.b. Feline Spaying Form/ Waiver must be N_on- 45 minutes
completed by the Pet PRfS'gg r(1)t0 / LLOYD V.
Owner prior to the ’ t . I,-ORENZO
surgery ca Animal Health&
- - Welfare
Resident. Coordinator
None
6.c. Give the log book
to the client; Non-
Resident:
. The Patient’s Record P 1,000.00/ .
6.c. Dog Castration Form/ Waiver must be 10-15kg 30 minutes
completed by the Pet BW
Owner prior to the
surgery P 1,500.00/
16-20kg
BW
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6.d. Dog Spaying

6.d. Give the log book
to the client;

The Patient’s Record

Form/ Waiver must be
completed by the Pet
Owner prior to the

surgery

Resident:
None

Non-
Resident:
P 1,500.00/
10-15kg
BW

P 2,000.00/
16-20kg
BW

P 2,500.00/
21-30kg
BW

40 mins. -
1 hour

6.e. Cesarean Section

6.e. Give the log book
to the client;

The Patient’s Record
Form must be
completed by the Pet
Owner prior to the
surgery

Resident:
P 3,000.00/
10-15kg
BW

P 4,000.00/
16-25kg
BW

Non-
Resident:
P 6,000.00/
10-15kg
BW

P 8,000.00/
10-15kg
BW

2-3 hrs.

6.f. Other Surgeries

Resident &
Non-
Resident:
P 1,000.00-
P 20,000.00

2-3 hrs.

MA. ANICKA
VILLEGAS
Veterinarian Ill

LLOYD V.
LORENZO
Animal Health &
Welfare
Coordinator

(Depending on
the compl exity
of the
procedure)
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7. Other Services

7.a. IV Fluid Therapy

Resident:
P 800.00/
animal

Non-

Resident:
P 1,000.00/

animal

MA. ANICKA
VILLEGAS
Veterinarian Ill

LLOYD V.
LORENZO
Animal Health &
Welfare
Coordinator

(Including supplies and medicines

used for the first day of treatment)

7.b. Confinement

Resident:
P 200.00/
animal

Non-

Resident:
P 300.00/

animal

MA. ANICKA
VILLEGAS
Veterinarian Ill

LLOYD V.
LORENZO

Animal Health &
Welfare
Coordinator

(Excluding the medicines and supplies used during the confinement period)

7.c. Euthanasia

Resident:
P 500.00/
animal

Non-
Resident:
P 1,000.00/
animal

MA. ANICKA
VILLEGAS
Veterinarian Ill

Total:

Total
Corresponding
Fees

Total
Corresponding
Time

Note: Veterinary drugs and biologics are to be provided by the animal owner unless

available in the office for free.
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B. Laboratory Services N PiLipines

FEESTO | PROCESSING PERSON

CLIENT STEPS

AGENCY ACTIONS

BE PAID TIME RESPONSIBLE
1. The receptionist will
give the logbook to the
client.
The patient’s Record
Form must be
completed by the pet
owner prior the blood
sample collection. Resident:
The attending Medical Ps:agtr)no.IOeO/
1. CBC with Technologist will take P
: blood samples from the 40 mins. -1 hr.
Platelet patient Non-
' Resident:
The medical P 500.00/
technologist will sample
process the sample.
The Medical
Technologist will ALLEN JOY
forward the results to PANES
the Veterinarian for Medical
diagnosis and medical Technologist |
treatment.
1. The receptionist will
give the logbook to the
client.
The patient’s Record
Form must be Resident:
completed by the pet P 300 OO}
5 B owner prior the blood :
. Blood ; sample
Chemistry sample collection. _
Analvses Nor- 40 mins. -1 hr.
y The attending Medical Resident:
Technologist will take P 500 OO}
blood samples from the samp;le

patient.

The medical
technologist will
process the sample.
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The Medical
Technologist will
forward the results to
the Veterinarian for
diagnosis and medical
treatment.

2.a. The receptionist
will give the logbook to
the client.

The patient’s Record
Form must be
completed by the pet
owner prior the blood
sample collection.

Resident:
The attending Medical P 1’200|'00/
2 a. Preanestheti Technologist will take sample
-a. Freanesinetic blood samples from the 40 mins. -1 hr.
Panel patient Non-
’ Resident:
The medical P 2’50()"00/
technologist will sample
process the sample.
The Medical
Technologist will
forward the results to
the Veterinarian for
diagnosis and medical
treatment.
2.b. The receptionist
will give the logbook to
the client.
The patient’s Record |§ %solc(j)e&;/
Form must be sam .Ie
completed by the pet P
2.b. Creatinine owner prior the blood Non- 40 mins. -1 hr.
sample collection. Resident:
The attending Medical P 400.00/
sample

Technologist will take
blood samples from the
patient.

ALLEN JOY
PANES
Medical

Technologist |
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The medical
technologist will
process the sample.

The Medical
Technologist will
forward the results to
the Veterinarian for
diagnosis and medical
treatment.

2.c. The receptionist will
give the logbook to the
client.

The patient’s Record
Form must be
completed by the pet
owner prior the blood
sample collection.

Resident:

The attending Medical P 300.00/

Technologist will take sample
2.c. Blood Urea blood samples from the 40 mins. -1 hr.
Nitrogen patient. Non-

Resident:

The medical P 400.00/

technologist will sample

process the sample.

The Medical

Technologist will

forward the results to

the Veterinarian for

diagnosis and medical

treatment.

2.d. The receptionist

will give the logbook to Resident:

the client. P 310.00/
2 d. Alani The patient’s Record sample

-d. AAanine Form must be 40 mins. -1 hr.

Transaminase Non-

completed by the pet Resident:

owner prior the blood P 400 OO}

sample collection. samp;le

The attending Medical

ALLEN JOY
PANES
Medical

Technologist |
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Technologist will take
blood samples from the
patient.

The medical
technologist will
process the sample.

The Medical
Technologist will
forward the results to
the Veterinarian for
diagnosis and medical
treatment.

2.e. The receptionist
will give the logbook to
the client.

The patient’s Record
Form must be
completed by the pet
owner prior the blood
sample collection.

Resident:
: : P 300.00/
Tooattending Medial | sample ALLEN JOY
2.e. Alkaline gist will take . PANES
blood samples from the 40 mins. -1 hr. )
Phosphatase . Non- Medical
patient. ) _ :
Resident: Technologist |
The medical P 400.00/
technologist will sample
process the sample.
The Medical
Technologist will
forward the results to
the Veterinarian for
diagnosis and medical
treatment.
2.f. The receptionist will Resident:
give the logbook to the P 300.00/
client. sample
2.f. Glucose 40 mins. -1 hr.
The patient’s Record Non-
Form must be Resident:
completed by the pet P 400.00/
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owner prior the blood
sample collection.

The attending Medical
Technologist will take
blood samples from the
patient.

The medical
technologist will
process the sample.

The Medical
Technologist will
forward the results to
the Veterinarian for
diagnosis and medical
treatment.

sample

2.g. Progesterone

2.g. The receptionist
will give the logbook to
the client.

The patient’s Record
Form must be
completed by the pet
owner prior the blood
sample collection.

The attending Medical
Technologist will take
blood samples from the
patient.

The medical
technologist will
process the sample.

The Medical
Technologist will
forward the results to
the Veterinarian for
diagnosis and medical
treatment.

Resident:
P 1,500.00/
sample

Non-
Resident:
P 1,700.00/
sample

40 mins. -1 hr.

ALLEN JOY
PANES
Medical

Technologist |
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3. The receptionist will
give the logbook to the
client.

The patient’s Record
Form must be
completed by the pet
owner prior the blood
sample collection.

Resident:
The attending Medical P 50.00/
Technologist will take sample
3. Direct Fecal Smear | blood samples from the 15 - 20 mins.
atient. Non-
P Resident:
The medical P 100'?0/
technologist will sampie
process the sample.
The Medical
Technologist will
forward the results to
the Veterinarian for
diagnosis and medical
treatment.
4. The receptionist will
give the logbook to the
client.
The patient’s Record
Form must be
complete_d by the pet Resident:
owner prior the blood P 50.00/
sample collection. :
sample
Ii. Qulan_tltatlve The attending Medical N 25 - 35 mins.
ecalysis Technologist will take R %n' "
blood samples from the Pe18()loe(;10}
patient. .
sample

The medical
technologist will
process the sample.

The Medical
Technologist will

ALLEN JOY
PANES
Medical

Technologist |
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forward the results to
the Veterinarian for
diagnosis and medical
treatment.

5. The receptionist will
give the logbook to the
client.

The patient’s Record
Form must be
completed by the pet
owner prior the blood
sample collection.

Resident:
The attending Medical PS;%OF;?eO/
Technologist will take
5. Ear Swab Test blood samples from the Non- 15 - 20 mins.
patient. ) )
Resident:
The medical P 150.00/
technologist will sample
process the sample.
The Medical
Technologist will
forward the results to
the Veterinarian for
diagnosis and medical
treatment.
6. The receptionist will
give the logbook to the
client.
The patient’s Record . ]
Form must be Ee%gec;g/
completed by the pet :
. owner prior the blood sample
6. Skin Scrape sample collection 15 - 20 mins
(Parasites) ' Non- '
The attending Medical |§e135lge(;1(§/
Technologist will take :
sample

blood samples from the
patient.

The medical
technologist will

ALLEN JOY
PANES
Medical

Technologist |
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process the sample.

The Medical
Technologist will
forward the results to
the Veterinarian for
diagnosis and medical
treatment.

7. The receptionist will
give the logbook to the
client.

The patient’s Record
Form must be
completed by the pet
owner prior the blood
sample collection.

Resident:
The attending Medical P 100.00/
Technologist will take sample
7. Skin Test (Fungal) | blood samples fromthe 15 - 20 mins.
patient. Non-
Resident:
The medical P 150.00/
technologist will sample
process the sample.
The Medical
Technologist will
forward the results to
the Veterinarian for
diagnosis and medical
treatment.
8. The receptionist will
give the logbook to the
client. Resident:
The patient’s Record PS;?nobf;O/
Form must be
8. Vaginal Smear completed by the pet N 30 - 40 mins.
: on-
owner prior the blood ) .
sample collection Resident.
' P 100.00/
sample

The attending Medical
Technologist will take
blood samples from the

ALLEN JOY
PANES
Medical

Technologist |
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patient.

The medical
technologist will
process the sample.

The Medical
Technologist will
forward the results to
the Veterinarian for
diagnosis and medical
treatment.

9. The receptionist will
give the logbook to the
client.

The Patient’s Record
Form must be
accomplished by the
Client prior the

. ) . Resident:
Radiographic Imaging. P 300.00/
9 Radi hi The receptionist will Image MA. ANICKA
Iri"naainlograp Ic forward the fully- Non. 20 - 30 mins. VILLEGAS
ging accomplished formto Resident: Veterinarian Il
the attending P 500 00./
veterinarian. . )
image
The attending
veterinarian will conduct
Radiographic Imaging.
The attending
veterinarian will read
and analyze the results.
10. The receptionist will
give the logbook to the Resident:
client. |
P 500.00/
10. Ultrasound The Patient's Record animal 30 mins. - MA. ANICKA
e Form must be ; VILLEGAS
Imaging ! Non- 1 hour T
accomplished by the ) ] Veterinarian Il
. . Resident:
Client prior the
. P 500.00/
Ultrasound Imaging. .
animal

The receptionist will
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forward the fully-
accomplished formto
the attending
veterinarian.

The attending
veterinarian will conduct
an Ultrasound Imaging.

The attending
veterinarian will read
and analyze the results.

11. The receptionist will
give the logbook to the
client.

The patient’s Record
Form must be
completed by the pet
owner prior the sample
collection.

Resident:
. . P 300.00/
The attending Medical
Technologistgwill take test ALLEN JOY
11. Elisa Tests samples from the 30 - 40 mins. PAN_ES
patient. Non- Medical
Resident: Technologist |
The medical P 300.00/
technologist will run and test
read the sample taken.
The Medical
Technologist will
forward the results to
the Veterinarian for
prescription and
medical treatment.
;/?Iia.i\-;:?hsfgeggggltsc: Resident:
the glient. ) P 300.00/
test ALLEN JOY
I1:1e.vae.rCIaSS|caI Swine The Medmgl | Non 4(: rﬂz)nusr. Dﬁl;gj
Technologist will test . ) :
the result Resident: Technologist |
P 300.00/
test

The Medical
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technologist will forward
the results to the

Veterinarian for further
examination if needed.

11.b. The Receptionist
will give the logbook to
the client.

Resident:
The Medical P 300.00/
Technologist will test test .
11.b. Newcastle 40 mins. -
. the result.
Disease Non- 1 hour
The Medical szs(;ge(;g/
technologist will forward tesi
the results to the
Veterinarian for further
examination if needed.
11.c. The receptionist
will give the logbook to
the client.
The patient’s Record
Form must be
accomplished by the
pet owner prior the
sample collection. Resident:
The attending Medical P 2,[2&00/
Technologist will take
11.c. Brucella Tests samples from the 10 - 12 days
patient. Non-
Resident:
The medical P 250.00/
technologist will test
process the sample.
The Medical
Technologist will
forward the results to
the Veterinarian for
diagnosis and medical
treatment.
. . 11.d. The receptionist Resident:
,uig:ésf ob;;iecs (Direct will give the logbook to P 500.00/ 40 mins. -
the client. test 1 hour

Examination)

ALLEN JOY
PANES
Medical

Technologist |
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The Patient’s Record Non-

Form must be Resident:

accomplished by the P 500.00/

pet owner prior the test

sample collection.

The attending Medical

Technologist will take

samples from the

patient.

The Medical

Technologist will

process the sample

The test results will be

forwarded to the

Veterinarian before the

results are released to

the clients.

The receptionist will

give the logbook to the

client.

The Patient’'s Record

Form must be Resident

accomplished by the esiae

client. and . Non-
Resident:

The attending g) 300'001

veterinarian will 0g or ca

measure and record the

body weight PS00007 1 4omins.- | MA. ANICKA

12. Necropsy ' pig ] hour' VILLEGAS

The veterinarian will P 200.00/ Veterinarian i

conduct Dissection of bir d

the dead animal and

macroscopic

examination of all P 800.00/

oraans cattle or

9 ’ carabao

The veterinarian will
conduct Collection of
appropriate tissue
samples and
measurements of the
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carcass, internal

it to the client.

organs, and body fluids.

The veterinarian will
read and analyze the
results before releasing

Total Total
Total: | Correspond | Corresponding
ing Fees Time
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2. Securing Poultry and Livestock Shipping Permit, Health /Death
Certificates

ABOUT THE SERVICE

Livestock Shipping Permits along with Health Certificates are required from shippers before cattle,
carabao, swine and other livestock can be transported outside the city.

Health Certificates are issued to certify that the animals to be transported live do not have any
communicable diseases. These are also required for pet dogs and cats before they can be shipped
to other areas.

Death Certificates for livestock are needed by crop and livestock insurance companies before they

can process claims for indemnity.

The City Veterinary Office issues these permits and certificates.

Office or Division: City Veterinary Office
Classification: Simple

Type of Transaction: G2C,G2B,G2G

Who may avail: All

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

Health Certificate and Livestock Shipping
Permit

Secure Barangay Certification for your
livestock/bird

Certificate of Ownership or Transfer
(cattle and carabao)

Police Certificate if additional document
is required.

Death Certificate

Barangay Certification or Affidavit of 2
disinterested persons attesting to the
death

Report describing the circumstances
surrounding the death of the animal
Certificate of Ownership or Transfer
(cattle or carabao)

Barangay concerned
City Treasurer’s Office/City Veterinary

Office
Philippine National Police (PNP)

Barangay concerned

Barangay concerned

City Treasurer’s Office/City Veterinary
Office
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FEESTOBE | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS PAID TIME RESPONSIBLE
st | 1. presentcocuments,
A animal, meat or meat CHRISTIAN
Juy products to Deputized 5 minutes REY BABOR
1 Roquestor | Jeernens Quernine
Permit/Certificate P '
Large Cattle
2. Quarantine P50.00/ head
Personnel validate
papers, inspects the Hogs or Pigs
2. Inspection animal, meat and meat P15.00/ head 30 minutes
product to determine
validity/fitness for Goats, Sheep, MA. ANICKA
shipment. dogs and V|LLEGAS
, other animal Veterinarian Il
3. Quarantine P50.00 / head
Personnel collects
3. lssuance necessary fees and Fighting Cock: 10 minutes
charges and issues the
Veterinary Health First 20
Certificate heads:
Death Certificate P15.00/ head
. 4. Give the log book to From 21 to 50 RANDY
the client
1. Request for heads P30.00 10 minut PEDROSO
Death Certificate | Report to CVO the minutes AT —Livestock
death of the animal From 51 or Coordinator
immediately. more P40.00
5. CAO/CVO personnel | (based on City
conducts inspection of Ordinance
2. Inspection documents and : 2023-46) Within 1 day
necropsy of the animal MA. ANICKA
to determine cause of VILLEGAS
death Veterinarian /Il
3. Issugpce of 6. Issue Animal Death 2 days after
Certificate/ e . )
N Certificate inspection
ecropsy report
Total
Total: | Corresponding 2 days, o5
Fees mins.
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MARKET AND ABBATTOIR SERVICES
External Services
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1. Availing of Vacant Space/Block at the Victorias
Commercial Center (VCC)

OSMENA AVENUE

CITY PUBLIC PLAZA

= 8
ABOUT THE SERVICE 5 m— +n

3 : E::
Anyone who wishes to avail of vacant space/block can go A O DG
directly at the Victorias Commercial Center Office. EE e,

x® :

Office or Division: Victorias Commercial Center W
Classification: Simple JALANDONI STREET

Type of Transaction: G2C

VICTORIAS COMMERCIAL
CENTER

Any person 21 years of age, and

BHD ey EWEll is not legally incapacitated

For more information, please contact: Samson E. Garzon Jr.,
OlC-Market Supervisor
Tel. No: (034) 399-2877

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

e Vacant space/block/stall at the Victorias e VCIO Facebook Account

Commercial Center (VCC) published at
Victorias Communication & Information
Office (VCIO). After 10 days, the market
committee members convene to
evaluate applications that are qualified.
e Application letter - must be
accompanied by thefollowing:

- Letter of Intent to apply stating the e c/o Applicant

kind of business to operate

- Application to lease makert e VCC Admin Office

stall/booth space dully notarized
forms must be secured from the
VCC Office

- Brgy. Clearance e Brgy.

- Photocopy of 1 valid gov't. ID e c/o Applicant

- 2 pcs. ID picture
- Photocopy of vaccination card
e Awarding of stalls

The Market Committee shall have the

following duties:

- Conduct the drawing of lots or
“roleta” for two or more qualified
applicants applying on the same
vacant stall

- Certify to the City Mayor for the
result thereof

- Adjudicate the transfer of stall
holders from section to another, or
from 1 shall to another

e c/o Applicant
e c/o Applicant

Clearance
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e Rulesin awarding of stalls:
Applicant shall be categorized or
grouped into the following sections:

- Dry section - groceries, food &
pastries, RTWs & textile, Gen.
Merchandise, Footwear &
Leather goods, Rice, Grains,
Cereals and Poultry Supply,
Boutiqure, Jewelry, Novelties,
Gift Shops, School & Office
Supplies, Other Services

- Wet section -food stalls, Meat &
Poultry, Fish & other Marine
products, Fruits & Vegetables,
miscellaneous items

e The category shall be determined
through the applicant’s intention
reflected in the application form

AGENCY FEESTO | PROCESSING PERSON
CLIENT STEPS ACTIONS | BEPAID TIME RESPONSIBLE
1. Inquiries for any
vacant block/space R/ial\:lkaertket staff/ SAMSON E.
Gotothe VCC Office and | Supervisor None 10 minutes %’?‘szaNﬂfT
inquire from the Market accommodates Sy _erv?sof
Supervisor for a vacant the client P
block/space.
2. Submission of
Application Letter
a. Letterof Intentto
apply for a space
stating the
peoposed business | 2. Market
to operate and area | Supervisor
needed. (address receives and C?QIIZ\QAZSOOI\II\I J%
to Samson E. reviews the None 5 minutes OIC —Mark :
Garzon Jr., OIC- requirements oL _erv?sro?t
Market Supervisor) | provided by P
b. Brgy. Permit for client
business from Brgy.
2
c. Photocopy of any
valid gov’t. ID
d. 1pc. 2x2 ID Picture
e. Notarized
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application to lease
(secure form from
VCC office)

f. Photocopy of
vaccination card

Submit application letteris
addressed to the Market
Supervisor to avail a
vacant block/space

3. Processing/Endors | 3. Market
ement of Supervisor
application evaluates
applications ANA LIZADE
Application letter is convened by the 2-3 days LA PENA
endorsed to Market Executive Admin. Aide |
Committee for approval. Committee (Casual Laborer I)
Applicant will be informed | Informs applicant
of action on the of action on the
application. application.
4. Release approved ROGER
application letter of MOSQUEDA
client 4. Employee-in- ( Aclimin. Ailfle I)/
Utility Worker |
Get copy of approved zgz:gs;g leases 10 minutes ANA LIZADE
application from VCC icati
OF;fFi)ce. application letter LA PENA
Admin. Aide |
(Casual Laborer I)
5. Payment of vacant 5 Market * List of
block/space S.u pervisor payment
. iSSUES and fees c
o directly to the L are . ity Treasurer’s
Treasurer’s Office and pay g:rtr':gittlz? posted at 10 minutes Office
corresponding fees. You VaZant Block/ the City
will be issued an OR. S Treasurer’
pace s Office
6. Awarding of Vacant
Block / Space 6. Market
Supervisor SAMSON E.
Present your Official awards vacant None 25 minutes %Al\cl?zaglrl‘(]g.
Receipt to the VCC in- block/space to Sup_e ViSO
charge and get your client
Certificate of Award.
Total: Ap?gggble 3 days, 1 hr.
280

The Victorias City Citizen’s Charter - A GUIDEBOOK ON

CITY GOVERNMENT SERVICES




2. Payment of Market Rental

ABOUT THE SERVICE

ALL REGISTERED stallholders at the Victorias Commercial Center are required to pay their rental
at the City Treasurer’s Office within ten (10) days of the monthly periodic payment.

Office or Division: Victorias Commercial Center

Classification: Simple

Type of Transaction: | G2C,G2B

Who may avail:

Any person 21 years of age and is not legally incapacitated

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

Official Receipt Showing latest payment

c/o Client

NATURE OF IMPOSITION

EXISTING RATE

PROPOSED RATE | REMARKS

A. MARKET BLOCKS
AND STALLS (VCC)
1. Prime Blocks/Stalls P200/Month/Sq.m. P220/Month/Sqg.m.
located at Ground Floor
2. Non-Prime Blocks/Stalls P150/M0nth/8qm P170/M0nth/sqm
located at Ground Floor
3. Rolling Store P110/Month/Sq.m. P740/Month/Sqg.m.
4. PrimeBlocks/Stalls | p1go/Monthvsq.m. P130/Month/Sq.m.
9. Non-Prime Blocks/Stall P100/Month/Sq.m P120/Month/Sq.m
located at ground floor
6. Meat Section . P990/Month/Sq.m. P1,450/Month/Sq.m.
7. Fish Section P990/Month/Sq.m. P1,080/Month/Sq.m.
8. Fruit Section P660/Month/Sq.m P1,080/Month/Sq.m.
9. Vegetable
Section,Tobacco, &
Talipapa Sections P720/Month/Sq.m. P720/Month/Sq.m.
10.Rolling

Store/Movable Kiosk

11. Space for Transient

Vendors

12.Food Court
13.Food Court Cubicle

converted into dry

P360/Month/Sq.m.

P380/Month/Cub.
P3,900/Month/Sq.m.

P740/Month/Sqg.m.

P380/Month/Cub.
P3,900/Month/Sq.m.

goods/Drug store P250/Sq.m. P220/Sq.m.
14.Transient Vendors
(Special Occasions only) P45/Month/Sq. P45/Month/Sqg.m.
15.P tional A
(I\;l%r;]iﬁqll?r?qaof gg?jays P140/Month/Sq P140/Month/Sq
only)
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*Note: Provided that the
fees shall be increased at
the rate of Five percent (5%)
every year or at the renewal
of contract (Revised Market
Code 2022)

B. MARKET ENTRANCE
FEE

1. Third (3)Class Fish
*Anige, Blue Marlin

2. Second (2"9)Class Fish
*Lagaw, Bulao, Bangros

P 20/banyera

P 25/banyera

P 30/banyera

P 30/banyera

3. First(1st)Class Fish P 30/banyera P 30/banyera

*Gurayan, Tuloy

4. Spices and Beans P 5/banyera P 15/banyera
5. Fruits P S/banyera P 15/banyera
6. Root Crops P 5/banyera P 15/banyera
7. Crabs P 25/banyera P 35/banyera
8. Shrimps P 20/banyera P 30/banyera
9. Vegetables P 5/banyera P 15/banyera
10.Sea Shells P 20/banyera P 30/banyera
C. PARKING FEE

1. Private Cars/Motor

Vehicles

a. Four-Wheel P 5/Hour P 50/Hour -In excess of the
Cars/Van One hour parking

time limit

b. Tricycles P 3/Hour P 30/Hour -In excess of the

One hour parking

C. MOtorCydeS P 3/Hour P20/Hour EIIrr:]eel)l<r<]:1elts,s of the

2. Cargo/Delivery Cabs, fi)mnz :;r?qlijtr parking

Van, or Trucks

a. Container Van or P 50/day P400/day -In excess of the
Heavy Trucks (Ten- Two hour parking
Wheelerto Twelve- time limit
Wheeler
Trucks)

b. Light Cargo Van or P 30/day P 150/Hour -In excess of the
Truck (Four-Wheel to One hour parking
Six-Wheeler Trucks) time limit

c. Mini-Cabs P 15/day P 50/day -In excess of the

One hour parking
D. VICTORIAS CITY FOOD | p 3 600.00/Mo./Cub. | P 4,000.00/Hour/Mo./ time limit
HUB Cub.
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E. VICTORIAS CITY P 11.00Mo./sq.m. P 25.00/Mo./sq.m.
SATELLITE MARKET

a. Permanent Occupant P 25.00/Mo./sgq.m

b. Bolanteros (can operate P 2,970/Mo./Stall
during Fridays and
Saturdays)

CLIENT STEPS AGENCY ACTIONS | FEESTOBE | PROCESSING PERSON

PAID TIME RESPONSIBLE
1. Submission of SAMSON E.
Requirements _ GARZON JR.
1. Market Supervisor “Notarial Fee OIC —Market
Submit requirements to | receives - To be paid . Supervisor
the Office of the requirements and at the C|t.y 10 minutes
Market Supervisor issues certification Legal Office ANALIZADELA
after completion of P_ENA
requirements. Admin. Aide |

(Casual Laborer I)

2. Processing and
Contract

Signing 2. Employee in-

charge processes the
documents and
facilitates contract
signing. Lease

Employee-in-charge
processes the
documents and
facilities contract

o Contract is signed None 1 week
signing. by: SAMSON E.
.| a. Market Supervisor GARZON JR.
The . contract S| p. City Administrator OIC = Market
notarized. Tenant may c. Lessee witness Supervisor
have the contract d. Lessor P
notarized by the City| ™
Legal Office.
3. Issuance of
Contract 3. Market supervisor
issues contract to None 5 minutes
Get a copy of the client
approved contract.
1 week, 15

Total: | Notarial Fee

mins.
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3. Renewal of Market Lease Contract

ABOUT THE SERVICE

ALL REGISTERED market block/stallholders are required to renew their Contract of Lease annually.
The contract states the guidelines and conditions for stall occupancy at the Victorias Commercial
Center.

Office or Division: Victorias Commercial Center
Classification: Simple
Type of Transaction: | G2C,G2B
Who may avalil: Any person 21 years of age and is not legally incapacitated
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Updated Market Rental e Victorias Commercial Center
e Photocopy of Mayor’s Permit e c/o Client
¢ Photocopy of Updated Payment of Business e c/o Client
Permit
e Photocopy of any government issued ID e c/o Client
e Application form for lease contract e Victorias Commercial Center
e JIT form must be stamped cleared from all e Joint Inspection Team (JIT)
accounts

CLIENT STEPS AGENCY ACTIONS | FEESTOBE | PROCESSING PERSON

PAID TIME RESPONSIBLE
1. Submission of SAMSON E.
Requirements GARZON JR.
* i OIC—Market
Submit requirements to | 1- Market Supervisor | _ -?lgfensgzee Supervisor
the Office of the Market | réceives : :
Supervisor after requirements and Etetha?ggfti}(lze 10 minutes ANALIZADE
completion of issues certification 9 LA PENA
Admin. Aide |

requirements.
(Casual Laborer 1)

2. Processing and

Contract Signing 2. Employee in-
_ charge processes
Employee-in-charge the documents and
processes the facilitates contract SAMSON E.
documentsand facilities | signing. Lease None 1 week GARZON JR.
contract signing. Contract is signed OIC—Market
by: Supervisor
The contract is a. Market Supervisor
notarized. Tenantmay | b. City Administrator
have the contract c. Lessee witness
notarized by the City | d. Lessor
Legal Office
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3. Issuance of

Contract 3. Market supervisor
issues contract to None 5 minutes
Get a copy of the client
approved contract.
Total: | Notarial Fee 1 wegk, 15
mins.
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4. Issuance of Market Clearance for the Renewal of Business License

ABOUT THE SERVICE

All business entities have to secure/renew their business license annually (on or before January 20
each year).

Market stallholders have to get a certification from the VCC Office before their applications for
business license can be processed by the City Treasurer’s Office.

Office or Division: Victorias Commercial Center
Classification: Simple
Type of Transaction: G2C
Who may avail: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
¢ Rentalaccounts clearance or e City Treasurer’s Office
compromise agreements
¢ Photocopy of any Government ID e c/o Client
e Barangay Clearance e Barangay 2
e Copy of prior year business permit and e c/o Client
licenses
AGENCY FEESTO BE | PROCESSING PERSON
SLIENT STE#S ACTIONS PAID TIME RESPONSIBLE
SAMSON E.
GARZON JR.
1. Submission of 1. Market staff OIC — Market
Requirements receives 5 minutes Supervisor
requirements None
Submit requirements to | submitted by ANA LIZADE LA
the person in charge. client PENA
Admin. Aide |

(Casual Laborer 1)

2. Assessment for

permit to ROGER
engage in * List of MOSQUEDA
business 2. Staff-in- payment and Admin. Aide | (Utility
charge fees are Worker 1) /
Approach the personin | assesses posted at the 5 minutes
charge for the application for | City ANALIZADE LA
assessment and permit Treasurer’s PENA
application for permit Office Admin. Aide |
to engage in business (Casual Laborer I)

trade or occupation.
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SAMSON E.
) ] GARZON JR.
3. Wait for the 3. Staff-in- OIC — Market
issuance and charge issues Supervisor
release of release of None 10 minutes
market market ANALIZADELA
clearance clearance PENA
Admin. Aide |
(Casual Laborer I)
Total: Ap[f)llcable 20 minutes
ees
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5. Issuance of Certification as Registered Stallholder

ABOUT THE SERVICE

Market stallholders may request for certification that they are registered stallholders or transient
vendors operating at Victorias Commercial Center.

This certification is oftentimes required by water, electrical and telephone utilities before installation

of facilities and during renewal of Mayor’'s Permit and business license annually.

Office or Division:

Victorias Commercial Center

Classification:

Simple

Type of Transaction:

G2C,G2B

Who may avail:

Any person 21 years of age and is not legally incapacitated

CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
For Certification of Occupancy
e Barangay 2
e Barangay Clearance
AGENCY FEESTOBE | PROCESSING PERSON
CLIENT STEPS ACTIONS PAID TIME RESPONSIBLE
SAMSON E.
1. Request for GARZON JR.
Certification OSIC_ Market
_in- upervisor
R t for : St_aff mr chargte None 15 minutes
equest fo ecelves reques ANA LIZA DE LA
Certification from the &
Market Offi PENA
arket Litice Admin. Aide |
(Casual Laborer I)
2. Payment of
Fees * List of
2. CTO staff-in- payment and Citv Treasurer's
Pay the Certification charge assesses | feesare posted 10 minutes ty Office
Fee and secure your | payment at the City
Official Receipt at City Treasurer’s
Treasurer’s Office Office
SAMSON E.
GARZON JR.
3. Present Official | 3. Staff-in-charge OIC—Market
Receipt to presents Official . Supervisor
Market Receipt to Market 10 minutes
Sueni A P None ANA LIZA DE LA
upervisor upervisor PENA
Admin. Aide |
(Casual Laborer 1)
4. Preparation 4. Upon . ANA LIZADE LA
andrelease of | presentation of 30 minutes PENA
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certification

the Official
Receipt,
employee-in-
charge prepares
the Certification,
have it signed
and releases the
same to the
client.

Admin. Aide |
(Casual Laborer )

Total:

Applicable fees

1 hr., 45 mins.
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6. Payment of Fines by Apprehended Market Violators and Releasing of
Confiscated Goods

ABOUT THE SERVICE

All registered market block/stallholders and street vendors are registered with the VCC. They are
assigned at a specific area with the market at the city’s business districts where they can put up stalls
and sell their goods.

Those who do not follow the guidelines on vending should be reported to the VCC office. They are
apprehended and have to pay Php 200.00 as fine for the first offense, Php 500.00 for the second
offense, and Php 1,000.00 for the third offense plus confiscation of commodities and filing of
appropriate case in court.

Seized goods may be reclaimed after payment of a corresponding fine. During the first and second
offense, for the third offense, for the third offense, confiscated items will be donated to the BJMP (food

items).

Office or Division:

Victorias Commercial Center

Classification:

Simple

Type of Transaction:

G2C, G2B

Who may avail:

Any person 21 years of age and is not legally incapacitated

AGENCY FEESTO BE PROCESSIN PERSON
CLIENT STEPS ACTIONS PAID G TIME RESPONSIBLE
1. Issuance of citation
ticket
Go to Market Office and
approach the Market
Supervisor /Market Task ;‘gg@'ﬁﬂggz
Force to reclaim the goods | 1. Violator will
/ items seized or be endorsed to None 20 minutes Su'[\)ﬂgc(izf)r }
confiscated. the PNP Market Task
The Market Force
Supervisor/Market Task
Force referred violator for
the issuance of citation
ticket.
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2. Payment of Fines * List of
2. Pay the ]E)aymentand
Pay the corresponding corresponding | Tees are , City Treasurer’s
fines and secure an fines and postedat the 10 minutes Office
Official Receipt atthe City | secure OR City ,
Treasurer’s Office. Treasurer's
Office
3. Release of Goods/
seized items

Show the official receipt to

. LUDAISY B.
MarketSuperwsor./Market 3. Upon FERNANDEZ
Task Force who will resentation of Market
record the violation and gR release None 10 minutes S arke /
release the confiscated 00ds MUpE r\tn_?ork
goods/seized items. 9 arket 1as

Force
Defective weighing scale
must be immediately
repaired or replace.
Total
Total: | corresponding 40 minutes
fee
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7. Calibration of Weighing Scale

ABOUT THE SERVICE MONTINOLA STREET

LIVELIHOOD CENTER
x

All market stallholders and transient vendors are required to
have their weighing scales tested and calibrated before actual
use to protect the rights of consumers and in accordance with
the standard prescribed by the Department of Science and

BPLO Office
VICTORIAS

CITY PUBLIC CITY HALL
PLAZA

CULTURAL
CENTER

OSMENA AVENUE

Technology.
Calibrated scales are sealed by the Business Permits and
LICenSII'\g MOﬂItOI’Ing Team (BPLM) For more information, please contact: Christian Mari B. Debuque,

oIC - BPLO
Tel. No: (034) 399-2816

The BPLM Team regularly checks vendors’ weighing scale.
If a vendor is caught using an unsealed or defective weighing scale, the same is confiscated and
corresponding fines are imposed (please refer to Payment of Fines by Apprehended Market Violators
under Other Taxes, Fines and Administrative Fees).

Office or Division: Permits and Licenses Office
Classification: Simple
Type of Transaction: G2C,G2B
Who may avail: All
FEESTO BE | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS PAID TIME RESPONSIBLE
1. Request for testing 1. Inspect weighing
Owner should present Zg?éit.e';her good or 5 minutes
weighing scale for testing. v
2. Testing and
Sealing N
tested and calibrated . N None o
: staff-in-charge will Admin. Aide Il

using 1-,2-and 5- attach sticker (BPLO)
kilograms weights. i

marked:
Afterwards, the weighing SCC'X_&EE{ATEP 5 minutes
scale is sealed to ensure Tax Ord anf lIDSSUG t
that it will not be axiirderotraymen
tampered.
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3. Payment of fees
Present your Tax order 3. City Treasurer’s Referto 2017 PERFECTO
of payment to the City Office Authorized Revised S minutes IGHARAS
, . : ; Admin. Aide |
Treasurer’s Office representative will Revenue (CTO)
authorized issue an Official Code for the
representative and pay Receipt amount Fee
the corresponding fees.
Secure your official
receipt.
4. Release of
tested/sealed 4. Upon presenting
weighing scale the official receipt, JOSELITO
employee-in-charge N > minut GUANCO
Present your Official will release the one minutes e
Receipt and get your tested and sealed Admin. Aide |
tested / calibrated weighing scale
weighing scale.
Referto 2017
Revised
Total: Revenue 17 minutes
Code for the
amount Fee
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8. Slaughtering of Livestock and Issuance of Meat Inspection Certificate

ABOUT THE SERVICE

Livestock to be sold in public markets within the city are required to
be slaughtered and inspected for diseases at the Victorias City
Abattoir. This is to ensure the safety of raw meat sold in markets.

Individuals who need to slaughter livestock for their own purposes

may also avail of this service.

To Brillantes
Housing Site

=

VICTORIAS CITY
ABATTOIR ~

YCTORAS ITYTERMK

To Daan Banwa

LOPUE'S DEPARTHENT

OSMENA AVENUE

Office or Division:

CEED-Slaughterhous

e Operations

For more information, please contact: Ma. Anicka L.

Classification: Simple
Type of Transaction: G2C
Who may avail: All

Villegas, DVM, OIC-City Veterinarian

WICTORIAS CITY
AEBAT TOIR

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

Certificate of Ownership/Transfer (Large

e Victorias Commercial Center

Cattle)
TYPE OF FEE HOGS LARGE CATTLE
e Post-mortem Fee P 10.50/kg P 30.00/kg
e Ante-mortem Fee P 3.60/head P 6.00/head
e Permit Fee P 30.00/head P 42.00/head
e Slaughter Charges P 18.90/head P 90.00/head
CLIENT STEPS AGENCY ACTIONs | FEESTD | PROCESSING | EERSON
1. Registration of
Livestock
Register your livestock
with the guard on duty. 1. Watchman on duty 5 minutes WATCHMAN ON
Lairage is provided if registers livestock DUTY
animal is to be
slaughtered the next
day.
2. Presentation and fseesfﬁ;ttgd
Validation of above
Documents
(Large Cattle) 2. Meat inspector ,
Present Certification of verifies 3 minutes Iiﬁgil_cl)LA
Ownership/ information Admin. Aide |
lTra”Sfer to Meat (Utility Worker )/
nspector Meat Inspector
3. Ante-Mortem 10 minutes
Inspection
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Present animal for

inspection to determine if

the animal is fit for
slaughter.

4. Abattoir personnel

arranges the job JON ROMEO
* é::rﬁggﬁr::\rr:td()f schedul-e of 5 minutes LEGASPI
butchers but_c_herlng an(_j Admin. Aide IV
facilitates/ assigns (Storekeeper 1)
butchers.
5. Slaughtering
of the animal
e Hogs : 40
5. Butchers slaughter minutes/head ASSIGNED
* Cows,carabaos | o animal 60 BUTCHERS
and horses minutes/head
(Note: the owner may
bring his own butcher)
6. Meat is inspected JON ROMEO
6. Post-mortem for possible diseases 5 minutes LEGASPI
Inspection (post mortem Admin. Aide IV
inspection). (Storekeeper 1)
7. Meat is weighed.
7. Weighing and Meat Weigher issues JHEERAFL{E:QE
Assessment of a Gate Pass showing 3 minutes T
Fees the amount to be paid Admin. Aide Il/
by the client. Meat Weigher
JON ROMEO
LEGASPI
8. Issuance of Meat | 8. Meat Inspectors Admin. Aide IV
Inspection issue certificate of 2 minutes (Storekeeper )
Certificate inspection ISABELITA
PARCON
Admin. Aide |
(Utility Worker 1)/
Meat Inspector
9. Z?(lijegrtezfs I;%eni 9._ The guard on duty
Abattoir will get your Gate
Pass and inspects the JERALDINE
Show the Gate Pass to Officigl Receipt before 3 minutes HE.RRERA
the Collector, and pay you will be allowed to Admin. Al_de 1/
the required fees. You prlng slaughtered Meat Weigher
will be issued an Official | 1VeStock out of the
Receipt. abattoir.
Total
Total: |correspondi 1 hoyr, 36
mins.
ng fee
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EXECUTIVE SERVICES
External Services
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1A. Availment of Mayor’s Clearance and Certificate ——
of Good Moral Character Ix
-
ABOUT THE SERVICE Py % 2/F city Han (5]
Individuals need to secure a Mayor’s Clearance before they can S
apply for a Firearm License. People seeking employment are = ADMINISTRATIVE BUILDING
sometimes also required to secure the same. This is especially 28
true of applicants to the Philippine National Police (PNP). g o —
Some school and overseas employment agencies require their CITY MAYOR'’S OFFICE
students/recruits to secure a certificate of Good Moral Character o e aformation please contact: favier Wiguel - Benitet
before they are allowed to enroll or apply. Tel Not 034) 399-3459) 3992906
Office or Division: City Mayor’s Office
Classification: Simple
Type of Transaction: | G2C,G2B,G2G
Who may avalil: All city residents
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
For Mayor’s Clearance:
¢ Original Copy of Police Clearance ¢ Philippine National Police (PNP)
Abroad - 240.00
e Original Copy of Court Clearance e Hall of Justice
Firearms - 120.00
e Community Tax Certificate e Barangay Hall/City Treasurer’s Office
¢ Official Receipt from the City Treasurer’s e City Treasurer’s Office
Office
Barangay Clearance e Barangay Hall
Document Security Seal o City Treasurer’s Office

For Certificate of Good Moral Character:

e Barangay Certification (stating that the client e Barangay Hall

is a resident of the barangay and has no
derogatory records)

o Official receipt from the City Treasurer’s e City Treasurer’s Office
Office
e Document Security Seal o City Treasurer’s Office
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AGENCY FEES TO BE | PROCESSING PERSON
CLIENT STEPS ACTIONS PAID TIME RESPONSIBLE
. 1. Give client list of
froqm the City 2. Take down the None 5 minutes ARMADA
Mayor's Office contact number of Staff in-charge
the client
P 36.00
(clearance)
P 240 + 40 for
2. Payment of Fees docgg renr;)t:ry
Go directly to the .
Treasurer’s Office gﬁaErrggl/?/i);F aes-ls:ss (abroad) City Treasurer’s
and pay . your payment P 30.00 10 minutes Office
corresponding fees. (certificate)
You will be given an
OR. For both:
P 50.00 for
document
security seal
3. Filing/recording 3. Check the
of Request documents for
: completeness
Submit d t
the Official Receipt mayo_r’s plearance/ 2 days ARMADA
showing payment of cenlflqatlon Staff in-charge
; to th 3.2. City Mayor
ees, to the signs the
receiving clerk or document(s)
employee-in-charge. None
4. Release of
Clearance or
Certification
" Releasethe JOFRANCIS
Get a copy of the 41. File a copy of 3 minutes ARMADA
Clearance or the document Staff in-charge
Certification. Leave
a copy with the
records Section.
Total
Total: | corresponding 2 dr?qsi/r? s 18
fee |
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1B. Availment of Free Medicine

ABOUT THE SERVICE

Free medicine is given to individuals who are in need of medicine necessary for their existing illness.

City Mayor’s Office

Office or Division:
Classification: Simple
Type of Transaction: G2C

Who may avail:

All city residents

CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Doctor’s Prescription e c/o Client
AGENCY FEES TO BE | PROCESSING PERSON
SHIENT SEPE ACTIONS PAID TIME RESPONSIBLE
. : SHARON AMION
1. Visits the City . . C
; , 1. Assists client 1 minute Admin. Aide |
Mayor's Office (Casual Laborer I)
2. Checks and 1 minute
2. Submits assesses N (upon SH’QRQN:‘SMION
requirement submitted one submission of (CasLna:In Lal;o?er )
document requirements
3. Receiving of 3. Medicine/s : SHARON AMION
o . . 2 minutes Admin. Aide |
medicine/s is/are given to
: (Casual Laborer )
the client
Total: None 4 minutes
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1C. Availment of Solicitation (Small Amount)

ABOUT THE SERVICE

Solicitation service is available to any individual/group who is in need of financial assistance.

City Mayor’s Office

Office or Division:
Classification: Simple
Type of Transaction: G2C

Who may avail:

All city residents

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

e Solicitation Letter e c/o Client
AGENCY FEES TO BE | PROCESSING PERSON
CLIENT STEPS ACTIONS PAID TIME RESPONSIBLE
1. Assists client and
1. Visits the City conducts a SHARON AMION
' , , preliminary 5 minutes Admin. Aide |
Mayor’s Office interview (Casual Laborer |
(validation)
. 1 minute
. 2. Receives the SHARON AMION
% Sr:blljiquésment submitted None subr(r'dggirc])n of Admin. Aide |
9 document . (Casual Laborer |
requirements
. SHARON AMION
3. Receives the 3. Releases the 1 minute Admin. Aide |
cash cash
(Casual Laborer )
Total: None 7 minutes
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1D. Availment of City Venues, Transportation and Services

ABOUT THE SERVICE

Any individual or organization may avail of various, transportation and services available in the City

of Victorias.

Office or Division:

City Mayor’s Office

Classification:

Simple

Type of Transaction:

G2C,G2B,G2G

Who may avail:

All city residents

CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Request Letter e c/o Client
AGENCY FEES TO BE | PROCESSING PERSON
CLIENT STEPS ACTIONS PAID TIME RESPONSIBLE
1. Assists client and
. : conducts a JO FRANCIS
1. Visits t,he Cl.ty preliminary 2 minutes ARMADA
Mayor’s Office ; . .
interview Staff in-charge
(validation)
2. Checks the
concerned

2. Submits written
request

department if the
place,

transportation and

services are
available

None

Makes cover letter and
secures Mayor’s

5 minutes (upon
submission of
requirements)

JO FRANCIS
ARMADA
Staff in-charge

signature and informs 3 days
the clients once
approved
4. Confirmation i ?ggﬂ;?tstéhtie 3 minutes J(,)AII;II?/IAAI\[]),%\IS
' concerned Office .
: Staff in-charge
and client
. Instructs the client :
Payment varies : ,
5. Payment to pay the fees at (see schedule 10 minutes City Treasurer's
the City of fees) Office
Treasurer’s Office
6. Collects . Releases JO FRANCIS
approved and approved and None 2 minutes ARMADA
signed request signed request Staff in-charge
Total
Total: corresponding 3 dgys, 22
fee minutes
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2. Securing Permit to Conduct Motorcade, Parade or Procession

ABOUT THE SERVICE

All groups and entities that wish to stage a motorcade/parade and/or procession around the city are

required to get a permit from the City Mayor’s office prior to the scheduled activity.

This ensures coordination and orderly traffic management during the activity.

Office or Division:

City Administrator’s Office

Classification: Simple
Type of Transaction: G2C,G2B,G2G
Who may avail: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Letter of Request address to the City Mayor, e c/o Client

indicating the schedule of motorcade or parade,
planned route and purpose of the activity.

e For motorcades/parades conducted to promote o

concerts or other related fund-raising activities,
an Official Receipt from the City Treasurer’s
Office showing that the fees for staging the
concert or fund-raising activity have been paid.

City Treasurer’s Office

AGENCY FEESTOBE | PROCESSING PERSON
CLIENT STEPS ACTIONS PAID TIME RESPONSIBLE
MA. DOLORES
1. Filling/Recording of LEDESMA
Request 1. Receives '(A‘g(;gfbﬁ'g; II\I;
. and checks None 1 minute
Submit request letter to the details of the TWINKLE
secretary or employee-in- request FELIZARIO
charge. Admin. Aide |
(Casual Laborer 1)
2. Payment of Fees * List of
2. Employee- | payments and
Pay the prescribed fees at the | in-charge will | fees is posted 10 minutes City Treasurer’s
City Treasurer’s Office. You assess at the City Office
will be issued an Official payment Treasurer’s
Receipt. Office
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3. Forwards CHARMAINE
3. Approval of Permit :sqcuite;t letter None 5 minutes LEDESMA
for approval
MA. DOLORES
4. Release of Mayor’s 4. Secure a LEDESMA
Permit copy of the Admin. Aide IV
Official _ (Bookbinder II)
Get your copy of the permit and R?celptand None 1 minute TWINKLE
leave a copy with the records release FELIZARIO
Section approved IZAF
' permit Admin. Aide |
(Casual Laborer 1)
Total
Total: corresponding 17 minutes
) fee
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EDUCATION
External Services
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1. Information and Reading Services at the City Library

OSMENA AVENUE

ABOUT THE SERVICE 1

CITY HALL UOY]
Information on a broad range of topics may be obtained from E :I [ |£’ z
the City Library’s small collection of up-to-date reference sownsranesuone || | g
materials. E| L s
The Library provides national and local newspapers for the

enjoyment and edification of its clients on a daily basis. 2 COTRHETCENTER

The Library has acquired a collection of National Historical Data

YAP QUINA STREET
CITY LIBERARY

For more information, please contact: Mary Ann A. Lazo,

Papers on the City of Victorias including an upcoming Chronicle | 2i¢.c Ly

of the Cityhood of Victorias.

Tel. No: (034) 399-3070

Office or Division: City Library
Classification: Simple

Type of Transaction: G2C,G2B,G2G
Who may avail: All

Searching for Books

To search for reading material in the library, clients may request the assistance of any library
personnel available.

Reading Areas

The library has a reading area open to all readers. The following sections
in the library provide adequate space for research and reading.

1.

Filipiniana - materials published containing information on Philippine culture and history
whether published by Filipino or foreign authors.

Circulation - an area in the library where a variety of books and other materials are shelved.
These resources may be taken from the shelves for use inside the library only.

. General Reference - These materials provide in-depth information on a broad range of

subjects. (e.g. encyclopedia, dictionaries, almanac, yearbooks, bibliography, etc.)

Research - a collection in the library that supports research on a variety of disciplines or
fields of study. Most collections include primary sources (manuscripts, secondary sources
(unpublished theses, etc.), and materials from the national library.

Periodical - a collection containing magazines, journals, newspapers and other ephemeral
materials.

Special Section for kids ages 3-9 to encourage the development of love for reading.
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7. Historical Data of the Philippines on Victorias circa 1953 as may be found at the ,
National Historical Commission Archives and the National Library of the Philippines. Official
Documentation on the Cityhood of Victorias, Negros Island Region (XVIII).

8. E-Library Collection - a digital hub for online resources, where you can find educational
materials, storybooks, and more.
e Law Materials (Part 1 & 2)
e Macchiavellian Philosophy
e Mythology E-Library
e John Grisham
e J.K. Rowling
e Stephenie Meyer
e Paulo Coelho

The City Library is open during office hours on weekdays (Monday to Friday). Readers,
researchers, students and the general public are welcome to use the services of the library.
Photocopying of entire books is discouraged although there is a photocopying service available for
securing copies of resource books, references and other reading materials that may not be taken out
of the library. The library is also a distribution point for informative brochures and publications
pertaining to the City of Victorias and the local government’s programs and projects which is
replenished every quarter by the City Communication and Information Office (CCIO).

AGENCY FEESTO PROCESSING PERSON
CLsnl sl ACTIONS BE PAID TIME RESPONSIBLE
MARY ANN S.
BANGOC
Admin. Asst. |
. (Bookbinder 111)
1. Inquiry
. OR
Approach the library 1. Assist the client
staf_f on dut.y WhO will in finding the Library personnel
assist you in finding books and other None 3 minutes present

books and other reading

i reading materials
materials for your

particular need or OR
interest. MARY ANN A.
LAZO
In-Charge of the City
Library
Total: None 3 minutes
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2. Processing of Scholarship Application

ABOUT THE SERVICE

Distribution of cash assistance to deserving college students per semester, thereby helping them to
cope with their matriculation expenses.

Office or Division: City Vice Mayor’s Office
Classification: Simple
Type of Transaction: G2C
- Grantee must be enrollee in any College/University of his/her
Who may avail: preference
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Request letter addressed to the City Vice e c/o Applicant
Mayor
AGENCY FEESTO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Submit valid JAYA MAPA/
Certificate of 1. VMO staff 3 minutes RONA
Enrollment Form & receives documents SIMPRON
2x2 1D picture Staff in-charge
None
2. Fill-up the 2. VMO staff checks igﬁggg
Educational and records the 5 minutes Adrin. Aide |
Assistance Form documents (Utility Worker I
Total: None 8 minutes
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3. Application for College Scholarship (Various Courses)

ABOUT THE SERVICE | |:
College Scholarship is open to all qualified Victoriasanons who E—
want finish tertiary education. The grantee may pursue any course (CITY PLANNING AND
of his/her choice as approved by the Victorias City Scholarship and REAEENENT R
~

Educational Assistance Committee (VCSEAC) but shall enroll only
at the Central Philippines State University (CPSU) - Victorias City
Campus or private educational institution such as Mapua Malayan

Digital College for Information Technology courses. Bkl
[ o4 | PLANNING AND
DEVELOPNIENT OFFICE

Q UA L I F | CAT I O N S For more information, please contact: Evangeline B. Alo,

>

OSMENA AVENUE

13318 ¥3A0F

X
2/F_ADMINISTRATIVE BUILDING

CENTER

ICTORIAS COMMERCIAL

I

vl

City Planning and Development Coordinator
Telefax: (034) 399-3443 / Email: cpdo_victorias_city@yahoo.com

Must be a resident of any Barangay in Victorias City for at least two (2) years prior to
submission of the application to the program as certified by the Punong Barangay where
applicant is residing.

Must be of good moral character and has no derogatory records as certified by the principal
of the school graduated from and by the Punong Barangay where the applicant is residing.

Must not be related to any other existing full scholar of the City Government up to the third (39)
civil degree of consanguinity or affinity.

Must not be related to any Government official (department heads / heads of offices and elected
officials in the national, regional, provincial and city level only) up to the second (2"9) civil
degree of consanguinity or affinity.

Must be of good health condition and is physically fit to study.
If applicant is of voting age, he / she must be a registered voter of Victorias City

Must have graduated from any high school in the province with a general average of at least
80% or its equivalent. If applicants graduated from high schools outside of Negros Occidental,
only those who finished from government / public schools may be considered

Must not be more than 23 years of age (for CPSU) and not more than 35 years of age (for
private educational institution) at the time of filing of application to the scholarship program

Must belong to a family whose gross annual family income or income of the guardian (if
applicable), is below the poverty line set by the National Economic Development Authority
(NEDA) as evidenced by the preceding year’s BIR Income Tax Return or Certificate of Income
Tax Exemption from BIR or Certificate of Indigency issued by the Barangay concurred by the
Department of Social Welfare and Dev’t. Office (DSWD) or Victorias City Social Welfare and
Development Office

308

The Victorias City Citizen’s Charter - A GUIDEBOOK ON CITY GOVERNMENT SERVICES



Office or Division: City Planning & Development Office

Classification: Simple

Type of Transaction: G2C

Who may avail: All qualified Victoriasanons

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

Duly accomplished VCSEAP Application Form

Certification of residency from Punong Barangay

Senior High School (Grade 12) official report
card (either original or photocopy). If report
card is photocopy, it should be authenticated /
certified true copy by school registrar or
authorized representative

Original or certified true copy of Birth
Certificate

Certification of good moral character and has
no derogatory record from the Punong
Barangay and School Principal

Police Clearance

Latest BIR Income Tax Return or BIR'’s
Certificate of Tax Exemption or Certificate of
Indigency from the Barangay concurred by
DSWD of Victorias City Social Welfare and
Dev’t Office

Medical Certificate issued by the City Health
Officer

Voter’s ID or voter’s certification

Certification from parent / guardian that no
member of the family up to the 3 civil degree
of consanguinity is currently availing the City
Scholarship and that the applicant is not
related to any government official up to the 2nd
civil degree of consanguinity or affinity

CPDO / Barangay Captains / Barangay
Officials

Barangay Captains / Barangay Officials
School Registrar or duly authorized
representative

Local Civil Registrar

Barangay Captains / School Principal

Philippine National Police (PNP)
Bureau of Internal Revenue (BIR)

Victorias City Health Office

Commission on Elections (COMELEC)

c/o applicant (sample form available at
CPDO)
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FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. CPDO staff:
e Screens the applicant
if he / she qualifies to
the program category
e Reviews and explains
1. Secure/(_aet qualifications and None 10 minutes
application form requirements to the
applicant
o |[f the applicant
qualifies, he /she is
given the application
form
2. Upon submission,
CPDO staff shall :
e Check completeness MARIA
2. Submit of requirements ANGELA
complete e Receives complete 10 minutes SOLINAP
requirements application and advise Project Dev't.
the applicant to wait Officer I
for the schedule of
qualifying examination RI%\]ZAAIE_)EAE
3. VCSEAP Secretariat Admi
. p min. Asst. I
3. Take the with test administrators (Admin. Asst.)
qualifying facilitates the 2 hours ' '
examination examination on the FRETZIE
scheduled date and time ROSE CLAVEL
4. Check if Draftsman ||
included in the 4. VCSEAP Secretariat
list of post results of 5 minutes
Scholarship examination / list of
Examination passers
Passers
5. VCSEAP Committee
members conduct
S Undergo interview to those who 10 minutes
interview .
passed the qualifying
examination
6. Qheck i . 6. VCSEAP Secretariat
inclucied in list of posts list of interview 5 minutes
interview passers
passers
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7. Submit drug test

result (if 7. CPDO staffreceives
included in the | and checks drug test 5 minutes
list of interview results submitted
passers)
8. Check if 8. VCSEAP Secretariat
included in final | posts VCSEAC 5 minutes
qualified City Resolution specifying list
Scholars of approved city scholars
9. Attend 9. CPDO staff conducts
Orientation and | orientation & facilitates 3 hours
MOA Signing signing of MOA
Total: None 5 hrs, 50 mins.
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4. Application for Agriculture and Agri-Related College Scholarship

ABOUT THE SERVICE

Agriculture and Agri-Related College Scholarship is open to all qualified Victoriasanons who want to
pursue agriculture and agri-related course in any government school within the province recognized
by the Victorias City Scholarship and Educational Assistance (VCSEA) Committee with financial and
other assistance from the city government. If the chosen course is not offered in any government
school, the grantee may enroll in a private school/college within the province as concurred by the
VCSEA Committee.

QUALIFICATIONS

>

Must be a resident of any Barangay in Victorias City for at least two (2) years prior to filing of
the application to the program as certified by the Punong Barangay where applicant is residing

Must be of good moral character and has no derogatory records as certified by the principal
of the school graduated from and by the Punong Barangay where the applicant is residing.

Must not be related to any other existing full scholar of the City Government up to the third (3")
civil degree of consanguinity or affinity.

Must not be related to any Government official (department heads / heads of offices and elected
officials in the national, regional, provincial and city level only) up to the second (2 ") civil
degree of consanguinity or affinity.

Must be of good health condition and is physically fit to study.
If applicant is of voting age, he / she must be a registered voter of Victorias City

Must have graduated from any high school in the province with a general average of at least
80% or its equivalent. If applicants graduated from high schools outside of Negros Occidental,
only those who finished from government / public schools may be considered

Must not be more than 23 years of age at the time of filing of application to the scholarship
program

Must belong to a family whose gross annual family income or income of the guardian (if
applicable), is below the poverty line set by the National Economic Development Authority
(NEDA) as evidenced by the preceding year’s BIR Income Tax Return or Certificate of Income
Tax Exemption from BIR or Certificate of Indigency issued by the Barangay concurred by the
Department of Social Welfare and Dev’t. Office (DSWD) or Victorias City Social Welfare and
Development Office

Must be a child / dependent of a farmer who owns a farm or has a right to a farm land that is
at least 0.25 hectare (2,500 sq. mtrs.) located within Victorias City. (In case where the family
has no right over the farm, there should be a notarized agreement that the farm owner shall
allow the applicant / grantee to develop at least 2,500 sq. meters of his/her farm for a
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minimum of five (5) years after graduation of the grantee. The subject farm should be located
within the territorial jurisdiction of Victorias city and when it is developed by the grantee after
his/her graduation, it shall be planted preferably with high value crops, except sugarcane)

» Must be willing to work / cultivate / manage and improve the family farm or assigned farm for
at least five (5) years after graduation

Office or Division: City Planning & Development Office
Classification: Simple
Type of Transaction: G2C
Who may avail: All qualified Victoriasanons
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Duly accomplished VCSEAP Application Form e CPDO/Barangay Captains/
Barangay Officials
o Certification of residency from Punong Barangay e Barangay Captains / Barangay
Officials
e Senior High School (Grade 12) official report card e School Registrar or duly
(either original or photocopy). If report card is authorized representative

photocopy, it should be authenticated / certified true
copy by school registrar or authorized representative

e Original or certified true copy of Birth Certificate e Local Civil Registrar

e Certification of good moral character and has no e Barangay Captains / School
derogatory record from the Punong Barangay and Principal
School Principal

e Police Clearance e Philippine National Police (PNP)

o Latest BIR Income Tax Return or BIR’s Certificate of e Bureau of Internal Revenue (BIR)
Tax Exemption or Certificate of Indigency from the
Barangay concurred by DSWD of Victorias City Social
Welfare and Dev'’t Office

e Medical Certificate issued by the City Health Officer ¢ Victorias City Health Office
e Voter’s ID or voter’s certification e Commission on Elections (COMELEC)
o Certification from parent / guardian that no member of | e c/oapplicant (sample form

the family up to the 3" civil degree of consanguinity is available at CPDO)

currently availing the City Scholarship and that the
applicant is not related to any government official up to
the 2nd civil degree of consanguinity or affinity

e Duly notarized letter signifying the applicants’ e c/o applicant
willingness to work / cultivate / manage and improve
his / her family’s farm for at least 5 years after
graduation, with conformity of the parents/guardians

¢ Duly certified photocopy of land ownership or tenurial
instrument of the farm of parents/guardian (e.g., TCT, | e c/o applicant
CLOA, CSC, etc.) or notarized agreement that the farm
owner allows the applicant/grantee to develop at least
2500 sq. meters of his/her farm for a minimum of five
(5) years after graduation of the grantee
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CLIENT STEPS

AGENCY ACTIONS

FEESTO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Secure/Get

application form

—_

. CPDO staff:

e Screens the
applicantif he / she
qualifies to the
program category

e Reviews and
explains
qualifications and
requirements tothe
applicant

e |[f the applicant

qualifies, he /she is

given the application
form

2. Submit
complete
requirements

2. Upon submission,

CPDO staff shall :

e Check completeness
of requirements

e Receives complete
application and
advise the applicant
to wait for the
schedule of
qualifying
examination

None

10 minutes

10 minutes

3. Take the
qualifying
examination

3. VCSEAP Secretariat
with test administrators
facilitates the
examination on the
scheduled date and
time

2 hours

4. Check if

included in the

list of
Scholarship
Examination
Passers

4.VCSEAP Secretariat
post results of
examination / list of
passers

5 minutes

5. Undergo
interview

5. VCSEAP Committee
members conduct
interview to those who
passed the qualifying
examination

10 minutes

MARIA
ANGELA
SOLINAP

Project Dev't.
Officer IlI

RONA LEE
LOZADA
Admin. Asst. I
(Admin. Asst.)

FRETZIE
ROSE
CLAVEL
Draftsman I

314

The Victorias City Citizen’s Charter - A GUIDEBOOK ON CITY GOVERNMENT SERVICES




. Check if
included in list of

6. VCSEAP Secretariat
posts list of interview

interview passers 5 minutes
passers
. Submitdrug test
result (if 7. CPDO staffreceives
included in the and checks drug test 5 minutes
list of interview results submitted
passers)
: 8. VCSEAP Secretariat
. Check if
included in final posts V.CSEAC e )
s : Resolution specifying 5 minutes
qualified City list of d cit
Scholars ist of approved city
scholars
. Attend 9. CPDO staff conducts
Orientation and | orientation & facilitates 3 hours
MOA Signing signing of MOA
Total: None 5 hrs, 50 mins.
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5. Application for Information Technology (IT) College Scholarship
for Government Employee

ABOUT THE SERVICE

Information Technology (IT) College Scholarship is open to all qualified government employees of the
city who want to pursue Information technology course in any government or private educational
institution recognized by the Victorias City Scholarship and Educational Assistance (VCSEA)
Committee such as the Mapua Malayan Digital College.

QUALIFICATIONS

>

Must be a resident of any Barangay in Victorias City for at least two (2) years prior to filing of
the application to the program as certified by the Punong Barangay where applicant is residing;

Must be of good moral character and has no derogatory records as certified by the Punong
Barangay where the applicant is residing;

Must be of good health condition and is physically fit to study;
If applicant is of voting age, he / she must be a registered voter of Victorias City;

Must have graduated from any high school in the Philippines with a general average of at least
85% or its equivalent;

Must not be more than 50 years of age at the time of filing of applicat ion to the scholarship
program;

Must be employed with the City Government of Victorias for at least eighteen (18) months
preceding the filing of application;

Must not occupy the position of a department head or assistant department head;
Must have no pending administrative charges;

The course (Information Technology) to be enrolled is related to or necessary in the
performance of his/her functions;

Must obtain a performance rating of at least “Very Satisfactory” or its equivalent, in the last two
(2) rating periods immediately preceding the filing of application;

In cases where the employee opt to avail of this scholarship category as a continuing student,
he/she has should have no dropped subjects and no incomplete or failing grades in the previous
semesters.

Office or Division: City Planning & Development Office
Classification: Simple
Type of Transaction: G2C
Who may avail: All qualified Victoriasanons
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CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
Duly accomplished VCSEAP Application e CPDO/Barangay Captains / Barangay
Form Officials

Certification of Residency and Good Moral
Character with recommendation from the
Punong Barangay

Senior High School (Grade 12) official report
card (either original or photocopy). If report
card is photocopy, it should be authenticated
/ certified true copy by school registrar or
authorized representative or Certified True
Copy of Transcript of Records (TOR)
Original or certified true copy of Birth
Certificate

Police Clearance

Medical Certificate issued by the City Health
Officer

Certificate of Employment

Letter of Recommendation from direct
supervisor or Dep’'t Head

Certification from employer that the applicant
has no pending administrative charges
Certification from supervisor that the 2nd
course is necessary in the effective
performance of duty

e Barangay Captains / Barangay Officials

e School Registrar/duly authorized rep.

e Local Civil Registrar

e Philippine National Police (PNP)
e Victorias City Health Office

e Employer
e Employer / Supervisor

e Employer / Supervisor

e Employer / Supervisor

FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. CPDO staff : MARIA
e Screens the ANGELA
applicantif he / she SOLINAP
qualifies to the Project Dev't.
program category Officer Il
¢ Reviews and RONA LEE
1. Secure/Get explains :
application form qualifications and None 10 minutes LO.ZADA
requirements tothe Admin. Asst. ||
applicant (Admin. Asst.)
qyallfles, he /.She.IS ROSE CLAVEL
fgc;\r/rin the application Draftsman |l
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2. Uponsubmission,

CPDO staff shall :

e Check completeness
of requirements

- Submit e Receives complete .
complete C 10 minutes
) application and
requirements . .
advise the applicant
to wait for the
schedule of qualifying
examination
3. VCSEAP Secretariat
. Take the with test administrators
qualifying facilitate the examination 2 hours
examination on the scheduled date
and time
: (':he|d(; i‘:j e 4. \VCSEAP Secretariat
Included in listo .
. post results of 5 minutes
Scholarship examination/list of
Examination passers
Passers
5.VCSEAP Committee
Underdo members conduct
T g interview to those who 5 minutes
interview e
passed the qualifying
examination
. Check if )
included inlistof | & VtC?EtAFf’ .Sfcre.ta”at —
interview posts list of interview minutes
passers
passers
. Submitdrug test
result (if 7. CPDO staffreceives
included in the and checks drug test 5 minutes
list of interview results submitted
passers)
. 8. VCSEAP Secretariat
- Checkif o cts VCSEAC
included in final ) e )
o . Resolution specifying 5 minutes
qualified City list of dc
Scholars Ist of approved city
scholars
. Attend 9. CPDO staff conducts
Orientation and | orientation & facilitates 3 hours
MOA Signing signing of MOA
Total: None 5 hrs, 45 mins.
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6. Application for Technical-Vocational Scholarship

ABOUT THE SERVICE

Tech-Voc Scholarship is open to all qualified Victoriasanons who want to pursue any vocational and
/ or technical courses in any private or government school/ training institutions recognized by the
VCSEA Committee.

QUALIFICATIONS

>

Must be a resident of any Barangay in Victorias City for at least two (2) years prior to filing of
the application to the program as certified by the Punong Barangay where applicant is residing

Must be of good moral character and has no derogatory records as certified by the principal
of the school graduated from and by the Punong Barangay where the applicant is residing.

Must not be related to any other existing full scholar of the City Government up to the third (3rd) civil
degree of consanguinity or affinity.

Must not be related to any Government official (department heads / heads of offices and elected officials
in the national, regional, provincial and city level only) up to the second (2nd) civil degree of
consanguinity or affinity.

Must be of good health condition and is physically fit to study.
If applicant is of voting age, he / she must be a registered voter of Victorias City

Must have graduated from any high school in the province (If applicants graduated from high schools
outside of Negros Occidental, only those who finished from government schools may be considered.
If the applicant is a college graduate, he/she should not be a recipient of a college or tech-voc
scholarship grant of the city and should have graduated/studied in a government school within the
province)

Must not exceed 45 years of age at the time of filing of application

Must belong to a family whose gross annual family income or income of the guardian (if applicable), is
below the poverty line set by the National Economic Development Authority (NEDA) as evidenced by
the preceding year’s BIR Income Tax Return or Certificate of Income Tax Exemption from BIR

Office or Division: City Planning & Development Office

Classification: Simple

Type of Transaction: G2C

Who may avail: All qualified Victoriasanons
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CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

Duly accomplished VCSEAP Application Form

Certification of residency from Punong
Barangay

High School official report card (certified true
copy)

Original or certified true copy of Birth
Certificate

Certification of good moral character and has
no derogatory record from the Punong
Barangay and School Principal

Police Clearance

Latest BIR Income Tax Return or BIR’s
Certificate of Tax Exemption

Medical Certificate issued by the City Health
Officer

Voter’s ID or voter’s certification

Certification from parent / guardian that no
member of the family up to the 3 civil degree
of consanguinity is currently availing the City
Scholarship and that the applicant is not
related to any government official up to the 2nd
civil degree of consanguinity or affinity

e CPDO / Barangay Captains / Barangay
Officials
e Barangay Captains / Barangay Officials

e School Registrar or duly authorized
representative
e Local Civil Registrar

e Barangay Captains / School Principal

e Philippine National Police (PNP)
e Bureau of Internal Revenue (BIR)

¢ Victorias City Health Office
e Commission on Elections (COMELEC)

e c/oapplicant (sample form available at
CPDO)

FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. CPDO staff :
e Screens the
applicantif he / she MARIA
qualifies to the ANGELA
program category SOLINAP
e Reviews and Planning Dev't.
i Officer Ill
1. Secure/(_%et explgl_ns _ 10 minutes
application form qualifications and
requirements tothe None RONALEE
applicant AdLQZA,\ADA; ’
e Ifthe applicant min. ASSL.
qualifies, he /she is (Admin. Asst.)
glven the application FRETZIE
: om______ ROSE CLAVEL
2. Submit 2. Upon submission, Draftsman I
complete CPDO staff shall : 10 minutes
requirements e Check completeness
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of requirements

e Receives complete
application and
advise the applicant
to wait for the
schedule of
qualifying
examination

3. VCSEAP Secretariat
in collaboration with

. Take the partner institution
qualifying facilitates the 2 hours
examination examaination on the
scheduled date and
time
4. \VCSEAP Committee
. Undergo members conduct ,
s : . . L 10 minutes
interview interview to qualified
applicants
. Check if )
included in listof | - YCSEAP Secretariat .
. . post list of interview 5 minutes
interview
passers
passers
. Submitdrug test
result (if 6. CPDO staffreceives
included in the and checks drug test 5 minutes
list of interview results submitted
passers)
. 7. VCSEAP Secretariat
| Qheck i . posts VCSEAC
included in final ) e ,
o . Resolution specifying 5 minutes
qualified City list of dc
Scholars ist of approved city
scholars
. Attend 8. CPDO staff conducts
Orientation and | orientation & facilitates 3 hours
MOA Signing signing of MOA
Total: None 5 hrs, 45 mins.
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7. Application for Best of Victorias Scholarship
ABOUT THE SERVICE

Best of Victorias Scholarship is open to those who excel in sports and socio-cultural activities /
competitions of the city as approved by the VCSEA Committee. The grant shall only be for a period
of one (1) year and may be extended upon approval of the VCSEA Committee assembled in a special
meeting for the purpose with at least two thirds affirmative votes of all committee members. Grantees
under this category may include but not limited to the City’s Kadalag-an Queen; Provincial and / or
Regional champions of various sports competitions officially representing the City of Victorias.

In the case of Kadalag-an Queen (KQ), the top three (3) winners shall be afforded with a scholarship
grant. The grant shall commence upon approval of the KQ application to the VCSEA Program and
shall remain in effect for the period specified herein
o KQ Winner / Queen - full scholarship grant until the the scholar’s graduation from the course
enrolled, provided all other conditions enumerated under the “Best of Victorias Scholarship”
category are met.
o 1st and 2" Runners-up - full scholarship grant for a period of one (1) year or equivalent to
two (2) semesters, provided all other conditions enumerated under the “Best of Victorias
Scholarship” category are met”

QUALIFICATIONS

» Must be a winner in specific contest / competition related to sports and socio-cultural activities
sponsored by the City of Victorias or officially representing the City of Victorias, as evidenced
by a certificate issued by a person in authority.

Office or Division: City Planning & Development Office
Classification: Simple
Type of Transaction: G2C
Who may avalil: All qualified Victoriasanons
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Duly accomplished VCSEAP Application e CPDO/Barangay Captains/ Brgy.
Form Officials
e Certification issued by person in authority e c/o applicant

certifying specifically the sports or socio-
cultural contest where applicant is a
winner and the date of the contest;

For Kadalag-an Queen, 15t & 2"d runner-
up winners, certification issued by an
authorized representative of the City
Government concurred by the City Mayor
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PERSON

FEES TO BE |PROCESSING
AGENCY ACTION
CLIENT STEPS GENCY ACTIONS PAID TIME RESPONSIBLE
1. CPDO staff:
e Screens the
applicantif he / she
1. SaeCL:irfa/ﬁ:; form qualifies to the None 10 minutes
PP program category MARIA ANGELA
¢ If the applicant SOLINAP
qualifies, he /she is Project Dev't.
given the application Officer Il
form
2. Uponsubmission, RONA LEE
2 Submit CPDO staff shall : LOZADA
' e Check completeness : Admin. Asst. Il
complete . 10 minutes (Admin. Asst.)
) of requirements
requirements o Receives complete
application FRETZIE
, ROSECLAVEL
3. Submlt_drug test Draftsman I
result (if 3. CPDO staffreceives
included inthe | and checks drug test 5 minutes
list of interview | results submitted
passers)
Total: None 15 minutes
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8. Application for Graduate, Post Graduate and Second Tertiary Course
Scholarship

ABOUT THE SERVICE

This Scholarship is open to employees of Victorias City government and other government agencies,
who are assigned in Victorias City and who desire to pursue a graduate / post graduate degree or
second tertiary course. This may also be availed of by qualified employees who had started their
graduate / post graduate or second tertiary courses but have not yet completed the same; provided
however, that the applicant had not stopped schooling for more for more than four

(4) semesters or two (2) years.

QUALIFICATIONS

>

>

Must be a resident of any Barangay in Victorias City for at least two (2) years

Must be of good moral character and has no derogatory records as certified by the Barangay
Captain

Must be a government employee either in the local level (LGU-Victorias City) or national
office assigned in Victorias City

Applicants who are Victorias City Government employees may hold a contractual/casual, co-
terminus or permanent status of appointment at the time of filing of the application

Applicants who are national government employees assigned in Victorias City must hold a
permanent status of appointment at the time of filing of the application

Must have served the City Government of Victorias/assigned in the City of Victorias
continuously for at least three (3) years preceding the filing of application

Must possess good health and is physically fit to pursue graduate studies as evidenced by
health certificate issued by the City Health Officer

Must obtain a performance rating of at least Very Satisfactory or its equivalent, in the last two
(2) rating periods prior the filling of application

Must have no pending administrative charges
Must not exceed fifty-five (55) years old at the time of filing of application

Must be a graduate in any four-year course as evidenced by the applicant’s transcript of
records (TOR)

In case where the employee/applicant has already started his/her graduate studies or second
tertiary course, he/she may be qualified under this category provided that he/she had not
stopped schooling for more than four (4) semesters or two (2) years and has no failing grade in
any subject.

For employees/applicants in the second tertiary course, the second tertiary course to be
enrolled shall be related to or necessary in the performance of his/her duties/functions.

324

The Victorias City Citizen’s Charter - A GUIDEBOOK ON CITY GOVERNMENT SERVICES



Office or Division:

City Planning & Development Office

Classification:

Simple

Type of Transaction:

G2C

Who may avalil:

All qualified Victoriasanons

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

e Duly accomplished VCSEAP Application Form

e Certification of Residency and Good Moral
Character with recommendation from the

Punong Barangay

o Certified True Copy of Transcript of Records

(TOR)

e Original or certified true copy of Birth

Certificate
e Police Clearance

e Medical Certificate issued by the City Health

Officer

o Certificate of Employment

e Letter of Recommendation from direct
supervisor or Department Head

o Certification from employer that the applicant
has no pending administrative charges

e Certification from supervisor that the 2nd
course is necessary in the effective

performance of duty

CPDO / Barangay Captains / Barangay
Officials
Barangay Captains / Barangay Officials

School Registrar or duly authorized
representative
Local Civil Registrar

Philippine National Police (PNP)
Victorias City Health Office

Employer
Employer/Supervisor

Employer/Supervisor

Employer/Supervisor

CLIENT STEPS

AGENCY ACTIONS

FEESTO
BE PAID

PROCESSING PERSON

TIME

1. Secure/Get
application form

—_

. CPDO staff:
Screens the applicant
if he / she qualifies to
the program category
Reviews and explains
qualifications and
requirements to the
applicant
If the applicant
qualifies, he /she is
given the application
form

None 10 minutes
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MARIA

2. Upon submission, ANGELA
CPDO staff shall: SOLINAP
e Check completeness Project Dev’t
. Submit of requirements Officer Il
complete e Receives complete 10 minutes
requirements application and advise RONALEE
the applicant to wait LQZADA
for the schedule of Admin. ASst.
g . (Admin. Asst.)
qualifying examination
FRETZIE
3. VCSEAP Secretariat ROSE CLAVEL
. Take the with test administrators Draftsman II
qualifying facilitates the 2 hours
examination examination on the
scheduled date and time
. Check if
included in the 4. VVCSEAP Secretariat
list of post results of 5 minutes
Scholarship examination / list of
Examination passers
Passers
5. VCSEAP Committee
members conduct
' Lf:ti?;?ec\),v interview to those who 10 minutes
passed the qualifying
examination
: Qheck i o 6. VCSEAP Secretariat
included in list of . . . .
interview posts list of interview 5 minutes
passers passers
. Submitdrug test
result (if 7. CPDO staffreceives
included in the and checks drug test 5 minutes
list of interview results submitted
passers)
. Check if 8. VCSEAP Secretariat
includedinfinal | posts VCSEAC 5 minutes
qualified City Resolution specifying list
Scholars of approved city scholars
. Attend 9. CPDO staff conducts
Orientation and | orientation & facilitates 3 hours
MOA Signing signing of MOA
Total: None 5 hrs, 50 mins.
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9. Application for Research / Project Paper / Thesis Assistance (College

| Tertiary)

ABOUT THE SERVICE

This type of assistance is granted to Victoriasanon students duly enrolled in SUCs and who are
conducting researches, which may include project papers, theses or their equivalent. Applicants
enrolled in private universities and colleges may be considered for assistance if their proposed
research is in line with priorities of the city government as recommended by the Head of the City
Planning and Development Office and approved by the VCSEA Committee.

QUALIFICATIONS

>

Must be a resident of any Barangay in Victorias City for at least two (2) years prior to submission
of the application to the program as certified by the Punong Barangay where applicant is
residing

Must be of good moral character and has no derogatory records as certified by the principal
of the school graduated from and by the Punong Barangay where the applicant is residing.

Must be a registered voter of Victorias City

Must be of good health condition and is physically fit to conduct research, project paper or
thesis.

Must be enrolled in a government school in Victorias City and is ready to conduct the
thesis/project paper or research as certified by a duly authorized representative of the
school/SUC

Must not be more than 30 years of age at the time of filing of application

Must belong to a family whose gross annual family income or income of the guardian (if
applicable), is below the poverty line set by the National Economic Development Authority
(NEDA) as evidenced by the preceding year’s BIR Income Tax Return or Certificate of Income
Tax Exemption from BIR

Thesis / project paper to be conducted should be focused on agriculture, preferably organic
agriculture and natural farming, and the proposed research is relevant and/or in line with the
priorities of the City Agriculture Office as certified by the Head of the City Agriculture Office or
his/her duly authorized representative

If the proposed research / thesis or project paper is not related to agriculture, the application
may be considered if the research is in line with any of the priority development agenda of the
City Government. In this case, the Head of the City Planning and Development Office shall
certify and/or recommend such study to be conducted and provided assistance under this
category.
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Office or Division: City Planning & Development Office

Classification: Simple

Type of Transaction: G2C

Who may avail: All qualified Victoriasanons

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

Duly accomplished VCSEAP Application Form

Certification of Residency from the Punong
Barangay

Original or certified true copy of Birth Certificate

Voter’s ID or Voter’s Certification
Certification of good moral character and has
no derogatory record from the Punong
Barangay and School Principal

Police Clearance

Latest BIR Income Tax Return or BIR’s
Certificate of Tax Exemption

Medical Certificate issued by the City Health
Officer

Certification from the department head of the
City Agriculture Office (for agriculture related
research)

Certification from the department head of the
City Planning and Development Office if the
research is in line with any of the priority
development thrust / agenda of the City
Government

Certification from duly authorized representative
of the school/SUC that the applicant is ready to

conduct the thesis / project paper or research

CPDO / Barangay Captains / Barangay
Officials

Barangay Captains / Barangay Officials

Local Civil Registrar

Commission on Election (COMELEC)
Barangay Captains / School Principal
Philippine National Police (PNP)

Bureau of Internal Revenue (BIR)

Victorias City Health Office

City Agriculture Office

City Planning and Development Office

School Enrolled
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CLIENT STEPS

AGENCY ACTIONS

FEESTO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Secure/Get
application form

1. CPDO staff:

e Screens the
applicantif he / she
qualifies to the
program category

e Reviews and
explains
qualifications and
requirements tothe
applicant

e |[f the applicant
qualifies, he /she is
given the application
form

e Advise the applicant
to secure letter of
recommendation
from City Agriculture
Office

None

10 minutes

2. Submit
complete
requirements

2. Upon submission,

CPDO staff shall:

e Check completeness
of requirements

¢ Receives complete
application and
advise the applicant
to wait for the final

approval of the
VCSEA Committee

10 minutes

3. Check if included in
the approved list
for research/ thesis
assistance

3. VCSEAP Secretariat
informs applicant upon

approval of application
by VCSEAC

5 minutes

4. Submit drug test
result

4. CPDO staff receives
and checks drug
test results
submitted

5 minutes

MARIA
ANGELA
SOLINAP

Project Dev't.
Officer 1l

RONA LEE

LOZADA
Admin. Asst. Il
(Admin. Asst.)

FRETZIE

ROSE CLAVEL
Draftsman Il

Total;

None

20 minutes
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10.

Application for Thesis / Dissertation Assistance (Graduate

Studies / Post Graduate)

ABOUT THE SERVICE

This type of assistance is granted to Victoriasanon students duly enrolled in SUCs and who are
conducting researches which may include theses, dissertations or their equivalent. Applicants
enrolled in private universities and colleges may be considered for assistance if their proposed
research is in line with priorities of the city government as recommended by the Head of the City
Planning and Development Office and approved by the VCSEA Committee.

QUALIFICATIONS

>

Must be a resident of any Barangay in Victorias City for at least two (2) years prior to
submission of the application to the program as certified by the Punong Barangay where
applicant is residing

Must be of good moral character and has no derogatory records as certified by the barangay
captain

Must be a registered voter of Victorias City
Must be of good health condition and is physically fit to conduct thesis or dissertation

Must be an employee of the City Government of Victorias or any of its barangays or government
agency located in Victorias City;

Must have served the City of Victorias or assigned to the City of Victorias for at least two (2)
years prior to application.

If applicant is employed in a national government agency or other government agencies, such
agency or institution should have an office/branch/campus or equivalent, located in Victorias
City.

Applicants employed by the City of Victorias may occupy a permanent, co-terminus or casual
position. Applicants from other government agencies or barangays of the city should occupy a
permanent position;

» Must not be more than 55 years of age at the time of filing of application.
Office or Division: City Planning & Development Office
Classification: Simple
Type of Transaction: G2C
Who may avail: All qualified Victoriasanons
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Duly accomplished Victorias City Scholarship e CPDO / Barangay Captains / Barangay
Application Form Officials
o Certification of Residency from the Punong e Barangay Captains / Barangay Officials
Barangay
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Original or certified true copy of Birth Certificate
Voter’s ID or Voter’s Certification
Medical Certificate issued by the City Health

Officer

Certification from the school that the applicant
is ready to conduct his/her thesis / dissertation

e Local Civil Registrar -
e Commission on Election (COMELEC)™#"
¢ Victorias City Health Office

e School where he/she currently enrolled

CLIENT STEPS

AGENCY ACTIONS

FEESTO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Secure/Get
application form

—_

CPDO staff:
Screens the
applicant if he / she
qualifies to the
program category
Reviews and
explains
qualifications and
requirements tothe
applicant
If the applicant
qualifies, he /she is
given the application
form

2. Submit
complete
requirements

2.
CPDO staff shall:

Upon submission,

Check completeness
of requirements
Receives complete
application and
advise the applicant
to wait for the final
approval of the
VCSEA Committee

None

10 minutes

10 minutes

3. Check if
included in the
approved list for
thesis/
dissertation
assistance

3. VCSEAP Secretariat
posts VCSEAC
Resolution specifying
list of approved thesis /
dissertation assistance

5 minutes

4. Submitdrug test
result

4. CPDO staffreceives
and checks drug test
results submitted

5 minutes

MARIA
ANGELA
SOLINAP

Project Dev't.
Officer Il

RONA LEE
LOZADA
Admin. Asst. Il
(Admin. Asst.)

FRETZIE
ROSE CLAVEL
Draftsman I

Total:

None

20 minutes
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11. Application for Board / Licensure Examination Review Assistance

ABOUT THE SERVICE

Assistance for board or licensure examination review may be granted to qualified Victoriasanons who
finished college / tertiary education enrolled in SUCs within the province with priority for those who
graduated in SUCs in Victorias City. Applicants enrolled in private colleges and universities located in
Victorias City may be considered as second priority. No assistance may be provided for those who
graduated from private educational institutions outside Victorias City.

QUALIFICATIONS

>

Must be a resident of any Barangay in Victorias City for at least two (2) years prior to filing of
the application to the program as certified by the Punong Barangay where applicant is residing

Must be of good moral character and has no derogatory records as certified by the principal
of the school graduated from and by the Punong Barangay where the applicant is residing

Must be of good health condition and is physically fit to study/attend review classes
Must be a registered voter of Victorias City

Must have graduated from any of the following recognized educational institution and
prioritized as follows:

a. Government school (SUC) within Victorias City - First Priority

b. Private educational institution within Victorias City - Second priority

c. Government School within Negros Occidental - Third priority

*Applicants who graduated from schools other than those specified above will not be
considered

Must not be more than 35 years of age at the time of filing application

Must be qualified to take the board exam/licensure examination as certified by a duly
authorized school representative where the applicant graduated

Must belong to a family whose annual family income or income of the guardian (if applicable)
is below the poverty line set by the National Economic Development Authority (NEDA)
evidenced by the preceding year’s BIR income tax return or certificate income tax exemption.

Office or Division: City Planning & Development Office
Classification: Simple
Type of Transaction: G2C
Who may avail: All qualified Victoriasanons
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Duly accomplished Victorias City Scholarship e CPDO/Barangay Captains / Barangay
Application Form Officials
e Certification of Residency from the Punong e Barangay Captains / Barangay Officials
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Barangay

Certification of good moral character and has
no derogatory record from the Punong
Barangay and School Principal

Original or certified true copy of Birth Certificate
Certificate of Graduation specifying that the
grantee is qualified to take board exam signed
by school registrar or duly authorized
representative

Voter’s ID or Voter’s Certification

Medical Certificate issued by the City Health
Officer

Certificate of Income Tax Return or Tax
Exemption

e Barangay Captains / School Principai i

e Local Civil Registrar
e School Registrar/duly authorized rep.

e

e Commission on Election (COMELEC)
e Victorias City Health Office

e Bureau of Internal Revenue (BIR)

(%

FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. CPDO staff :
e Screens the applicant if
he / she qualifies to the
program category
1. Secure/Get | « Reviews and explains .
application qualifications and 10 minutes
form requirements to the
applicant
¢ Ifthe applicant qualifies, MARIA
he /she is given the ANGELA
application form S_OUNAP
— Project Dev't.
2. Upon submission, Officer II|
CPDO staff shall :
e Check completeness of RONA LEE
2. Submit requirements None LOZADA
complete e Receives complete 10 minutes Admin. Asst. Il
requirements application and advise (Admin. Asst.)
the applicant to wait for
the final approval of the FRETZIE
VCSEA Committee ROSE CLAVEL
3. Ci:nhcelt(jgelfd in 3. VCSEAP Secretariat Draftsman I
the approved posts.fV.CSIIEIA;C ]I:{esolutlog 5 minutes
list for review | SPoc/YINg (ISt of approve
: review assistance
assistance
: 4. CPDO staff receives and
S f’ei??léglrtug checks drugtest results 5 minutes
submitted
Total: None 20 minutes
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12. Application for Special Educational Assistance (SIKAT-CAMI)

ABOUT THE SERVICE

The Skills Intensification and Knowledge Advancement Training for Community Empowerment And
Active Multi-Sectoral Integration (SIKAT CAMI) is a specialized training package for local leaders
implemented by the Victorias City Scholarship and Educational Assistance Committee (VCSEAC) thru
CPDO in collaboration with Central Philippines State University (CPSU). It aims to enhance the
knowledge and skills of local officials in public administration and governance with the end view of
building a core of dynamic and pro-active local leaders. It is a comprehensive training package on
public administration and governance composed of three courses namely: (a) Basic Course in Public
Administration and Governance; (b) eCertificate in Fiscal Administration and Public Service
Management and (c) Local Executive Development Course.

QUALIFICATIONS

» Must be of good moral character and has no derogatory records as certified by the Punong
Barangay

» Must be of good health condition and is physically fit to attend training

» Must be an incumbent elected barangay official as certified by the DILG Officer in Victorias
City, for at least six (6) months prior to application

» Must have no pending administrative charges

Office or Division: City Planning & Development Office

Classification: Simple

Type of Transaction: G2C

Who may avail: All qualified elected barangay officials of Victorias City
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE

e Duly accomplished Victorias City Scholarship e CPDO / Barangay Captains
Application Form
o Certification of good moral character and e Barangay Captains
recommendation from the Punong Barangay
o Affidavit of No Pending Administrative Charges e Legal Office

e Police Clearance ¢ Philippine National Police (PNP)

e Health Certificate from CHO (fit to study/attend ¢ Victorias City Health Office
trainings)

e Certification from DILG that applicant is an e DILG Office

incumbent elected official of the Barangay
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FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. CPDO staff:
e Screens the applicant
if he / she qualifies to
the program category
1 Secure/Get ¢ Reviews and explains
application qualllflcatlons and 10 minutes
form requirements to the
applicant
e If the applicant
qualifies, he /she is A“ﬁlgFng
given the application SOLINAP
form ) ,
— Project Dev't.
2. Upon submission, Officer Il
CPDO staff shall:
e Check completeness RONA LEE
2 Submit of requirements None LOZADA
complete * Recglve_s complete. 10 minutes Admin. Asst. |l
requi application and advise (Admin. Asst.)
quirements . .
the applicant to wait
for the final approval FRETZIE
of the VCSEA ROSE CLAVEL
Committee Draftsman Il
3. VCSEAP Committee
3. l.Jnder.go _mempers condugt' 10 minutes
interview interview to qualified
applicants
. 4. CPDO staffreceives
4 ?el;?rg;g{tug and checks drug test 5 minutes
results submitted
5 Attend 5. CPDO staffconducts
Orientation and orientation & facilitates 5 minutes
MOA Signing signing of MOA
Total: None 3 h_rs., 35
minutes
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EMPLOYMENT SERVICES
External Services
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1. Securing Local Employment Referrals (for Jobseekers)

ABOUT THE SERVICE

Victorias PESO provides employment assistance to job seekers through referral. It also assists
jobseekers in choosing the positions/job that will match their abilities and requirements.

Office or Division: PESO Office
Classification: Simple
Type of Transaction: G2C
Who may avail: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Curriculum Vitae/Resume with 2” x 2“ colored e c/o Applicant
picture e Public Employment Service Office
e Transcript of Records or Graduation diploma (PESO)
(Form 138, for high school graduate) ¢ School concerned
e Police Clearance (valid for 6 months) or NBI e PNP/BIR
Clearance (valid for 1 year)
e Extra picture, preferably 1”x 1”
e Training Certificates, if available
e Employment Certificates, if available e Public Employment Service Office
e PhiljobNet Account, if available (PESO)
AGENCY FEESTO | PROCESSING PERSON
CLIENT SE=S ACTIONS BE PAID TIME RESPONSIBLE
FAITH
1. Staff-in- BACUCANG
1. Submit Requirements charge will PESO Manager/
review 10 minutes CGADH |
Submit the above requirements. | submitted
documents DONNEL
CASILAGAN

Staff in-charge

2. Encoding of Data
Applicants records encoded on

PESO Employment Information None
System (PEIS) Database for .
Lgbor M(arket I)nformation for S minutes PESO Staff
Job Exchange Purposes
And activate their account on
Philjobnet.gov.ph
2. Staff-in- FAITH
3. Issuance of Referral Letter charge will 5 minutes BACUCANG
Wait for the referral letter issue a PESO Manager/
Referral Letter CGADH |
Total: None 20 minutes
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2. Securing Local Employment Referrals (for Employers)

ABOUT THE SERVICE

Victorias PESO assists employers by conducting preliminary screening of applicants and referring
the applicants who meet their set of standards.

This service is free of charge.

Employers may call, email or visit Victorias PESO to post job vacancies. Job vacancies are posted
on bulletin boards and social media official page.

Office or Division: PESO Office
Classification: Simple
Type of Transaction: G2C

Who may avail: All

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

e Name and address of the company
e Persons to whom the referral letter will be

addressed

Agency concerned

e Contact number/Company’s telephone number
e Brief description of the company/nature of
business (if possible, please provide a copy of

the company’s profile or brochure)

e Job vacancies/positions

¢ Number of persons to be hired

e Nature of job/area of assignments

¢ Qualification requirements of applicants

e List of necessary papers to be submitted by

applicants
AGENCY FEESTO PROCESSING PERSON
GRISMIELIS S ACTIONS BE PAID TIME RESPONSIBLE
1. Inquiry
1. PESO staff

Call, email or visit the accommodates
office and provide the client and review
required information such | information
as job vacancies and provided DONNEL
qualifications of None 5 minutes CASILAGAN
applicants. Email: Staff in-charge
Secure the following: pesovictorias2021

e |Letterof Intent @gmail.com

e Company Profile | Telephone: 399-

e Job Order 2872

Available
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2. Booking of Venue | 2. PESO staff
and Schedule of books the venue
Interview and finalize
schedule for
Finalize schedule for interview 1day
interview and book the
venue required for the Record of
interview. transaction on PEIS BAEGE)F:NG
5 eSOV
CGADH |
presented
3. Approval of documents and
Schedule and facilitates approval Half day
Venue of schedule and
venue for the
conduct of the
interview.
4. PESO staff then None
postannouncement
4. Job Posting / informing the JERIC
Announcement/ general public of .
Publicity on Social | the job 3 minutes Sl STAN
Media Account opportunities and g
the scheduled
interview
5. Actual Interview
Coordinate with PESO
5. PESO
Manager/PESO staff. Manager/PESO
staff facilitates AGENCY
NOTE: . provision of 1day CONCERNED
Company / Agency is necessary facilities
required to inform/update for the activit
PESO Victorias y
regarding the placement
of applicants
Total: None 2 1/2 day, 8
minutes
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3. Availing of Special Program for Employment of Students (SPES)

ABOUT THE SERVICE

The special program for Employment of Students (SPES) aims to help poor but deserving students
and out-school youth in pursuing their education by encouraging their employment during summer
vacation as specified under Republic Act 7323, enacted on March 30, 1992.

The program is conducted every year. Participants are assigned to work in government institutions
and departments. Work duration is a minimum of 15 days but not more than 45 days. Participants are
entitled to at least a minimum wage. Of this 60% is paid by the employer; 40% is paid by the
Department of Labor and Employment (DOLE). Applications are screened at the PESO.

Students and out-of-school youth applying under SPES must meet the following criteria:

e 1510 30 years old

e Enrolled during the present school year/semester immediately preceding the summer
vacation or drop-out who intends to enroll again

e Parents income does not exceed the poverty threshold of P108,000.00, family of 6

¢ Nofailing grades

Office or Division: PESO Office
Classification: Simple
Type of Transaction: G2C
Who may avail: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Application Form with passport size ID pictures e c/o Applicant
- 4 copies
e Birth or Baptismal Certificate o City Civil Registrar/PSA
e Form 138 e School concerned
e Certification by the School Registrar that the e School concerned

student has passed during the previous
semester or school year

e Certified true copy of the student’s class card e School concerned
where the passing grade could be determined

e LatestIncome Tax Return of the e Bureau of Internal Revenue (BIR)
parents/guardian

e Bureau of Internal Revenue (BIR) Certification e Bureau of Internal Revenue (BIR)
that the parent is exempted to file Income Tax
Returns
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AGENCY FEES TO BE | PROCESSING PERSON
GRISMESLIS S ACTIONS PAID TIME RESPONSIBLE
1. Secure Application
Form 1. PESO staff
. provides
Ask for copies of ... | Application Form . MARK ROJO
Application Form and fill it : 15 minutes Staff in-charge/
with complete and correct to ghen_t s and : PESO Coordinator
. : . review information
information. Submit rovided
immediately to the P
employee in-charge.
2. Evaluation of
Application Form
Applicants are asked to
come back on a
scheduled dateright after | 2. PESO Manager
the evaluation of the conducts 1 day
application forms. evaluation and
interview
Students who qualify are
contacted by phone. A list None
of qualified students is
also posted at the PESO.
3. Signing of SPES 3. PESO Manager FAITH
Contract contacts qualified BACUCANG
) PESO Manager/
applicants and CGADH |
Sign the Employment prepares 3 minutes
Contract and SPES Employment
Certification Contract and
SPES
Certification
4. Acceptance and
SPES Orientation
5. PESO manager
Qualified applicants are | and staff conduct
required to attend the SPES orientation Half day
SPES orientation for to qualified
information on the details | applicants
and guidelines of the
program.
5. Work Assignment
5. PESO staff MARK ROJO
During the orientation, gives work Half day Staff in-charge/
you will be given your assignments PESO Coordinator
work assignment.
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Proceed to the assigned
office/ department, have
your name listed and
start your duty. A
monitoring team is
assigned to check the

attendance.
6. Signing of
Termination 6. PESO staff
Report prepares a
Termination MARK ROJO
At the end of the work Report at the end 3 minutes Staff in-charge/
assignment, report to of their work PESO Coordinator
PESO staff atthe PESO assignment and
for signing of a lets them sign it
Termination Report.
Total: None 2 days, 21
mins.
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4. Availing of Government Internship Program (GIP)

ABOUT THE SERVICE

The Government Internship Program (GIP) component of Kabataan 2000 under executive order no.
139 s, 1993 and DOLE Administrative order no. 260-15, which aims to provide opportunities and
engage young workers to serve general public in government agencies / entities projects and
programs.

The DOLE-Government Internship Program provides three to six (3-6) month’s internship opportunity
for college graduates who want to pursue a career in public service in either local or national
government.

Who are qualified?
Individuals who are:
e 181to 30 years old except in areas stricken by disaster or calamities whether natural or man-
made where individuals up to 35 years of age may be accommodated
e College graduates
e No work experience

Office or Division: PESO Office
Classification: Simple
Type of Transaction: G2C
Who may avail: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Application Form with passport size ID pictures e c/o Applicant
- 4 copies
e Birth or Baptismal Certificate e City Civil Registrar/PSA
e Transcript of Records e School concerned
e Certification by the School Registrar e School concerned
e *DIPLOMA
e *GOOD MORAL
e Land Bank Savings Account (ATM card) e Land Bank of the Philippines
e Latest Income Tax Return of the e Bureau of Internal Revenue (BIR)
parents/guardian
e Bureau of Internal Revenue (BIR) Certification e Bureau of Internal Revenue (BIR)
that the parent is exempted to file Income Tax
Returns
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AGENCY FEES TO BE | PROCESSING PERSON
CLIENT STEPS ACTIONS PAID TIME RESPONSIBLE
1. Secure Application
Form 1. PESO staff
Ask for copies of Rrovll'de? . MARK ROJO
Application Form and fill it | 7\PP¢@1on Form 15 minutes Staff in-charge/
' to clients and PESO
with complete and correct review information Coordinator
information. Submit rovided
immediately to the P
employee in-charge.
2. Evaluation of
Application Form
Applicants are asked to
come back on a
scheduled dateright after | 2. PESO Manager
the evaluation of the conducts 1 day
application forms. evaluation
Students who qualify are
. None
contacted by phone. A list
of qualified students is
also posted at the PESO.
3. Signing of GIP 3. PESO Manager
Contract contacts qualified
applicants and
Sign the Employment prepares 3 minutes FAITH
Contract and GIP Employment BACUCANG
Certification Contract and GIP PESO Manager/
Certification CGADH
4. Acceptance and
GIP Orientation 4. DOLE NOFO
Labor
Qualified applicants are Employment
required to attend the Officer conducts Half day
SPES orientation for GIP orientation to
information on the details | qualified
and guidelines of the applicants
program.
5. Designation of
Work Assignment
5. PESO staff
During the orientation, gives work Half day
you will be given your assignments
work assignment.
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Proceed to the assigned
office/ department, have
your name listed and
start your duty. A
monitoring team is
assigned to check the

attendance.
6. ?‘9”'.“9 ;?f 6. PESO staff
Rermga ion brepares a

epo Termination MARK ROJO
Atthe end of the work Report atthe end 3 minutes Staffplrllz—ggarge/
assignment, report to of their work Coordnator
PESO for signing of a assignment and
Termination Report. lets them sign it

Total: None 2 days, 21
mins.
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5. Availing of Augmented Youth Opportunities for Students (AYOS)

ABOUT THE SERVICE

Pursuant to Victorias City Ordinance 2021-07, this program aims to provide temporary employment
to the disadvantaged youth who have not availed of any other education-related programs in the City
of Victorias in order to provide additional support to their academic exercises and/or education-related
expenses.

The City of Victorias may employ beneficiaries and shall pay them a salary of not lower than the
applicable hiring rater for local government agencies as set by the Department of Labor and
Employment (DOLE). Provided, that their period of employment shall be at least five (5) working days.

The recipient must meet the following requirements:
¢ A resident voter of Victorias between the ages of 18-30 at the time of the application;
e Enrolled or intending to enroll in any secondary, tertiary or technical-vocational institution
and within Negros Occidental States and Colleges;
e The applicant’s family must have an income below the poverty threshold set by National
Economic Development Authority (NEDA).
Priority slots for participation shall be allocated to the following sectors:
e Dependents of displaced or would-be displaced workers due to eviction done in due-process,
business closures or work stoppages and/or natural calamities

e Solo parents regardless of economic status
e Children of solo parents and/or orphans earning below poverty threshold
o Persons with disability
¢ Children of indigent parents/guardians
Office or Division: PESO Office
Classification: Simple
Type of Transaction: G2C
Who may avail: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
 Application form with ID pictures  cl/o Applicant
passport size - 4 copies
e Birth or Baptismal Certificate e City Civil Registrar/PSA
e Form 138/Transcript of Records e School concerned
e Certification by the School Registrar e School concerned

that the student has passed during the
previous semester or school year

e Certified true copy of the student’s e School concerned
class card where the passing grade
could be determined

e Latest Income Tax Return of the e Bureau of Internal Revenue (BIR)
parents/guardian
e BIR Certification that the parent is  Bureau of Internal Revenue (BIR)

exempted to file Income Tax Returns
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AGENCY FEESTO | PROCESSING
CEIENT SUEe ACTIONS BE PAID TIME RESPONSIBLE
1. Secure Application
Form 1. PESO staff
Ask for copies of the prow.de . MARK ROJO
Application Form and fillit | AAPPlication Form :
bp to the clients and 15 minutes Staff in-charge/

with complete and correct L . PESO Coordinator
information. Submit review information
immediately to the provided
employee in-charge.

2. Evaluation of

Application Form

2. PESO Manager

Applicants are asked to conducts 1 da
come back on a scheduled | evaluation and y
date for interview. Students | interview
who qualify are contacted
by phone.

3. Signing of AYOS

Contract FAITH
Signs the Employment 3. PESO Manager . BACUCANG
Contract and AYOS None 3 minutes PE%%XST?W
Certification

4. Acceptance and

AYOS Orientation
Quallified applicants are gndpigcf? cligigi%?r Half day
required to attend the AYOS orientation to
AYOS orientation for ualified applicants
information on the details 9 PP
and guidelines of the
program

5. Work Assignment
During the orientation, you
will be given your work
assignment.

: . MARK ROJO

Proceed to the assigned 5. PESO staff gives Half day Staff in-charge/

office/department, have your
name listed and start your
duty.

A monitoring team is
assigned to check the
attendance.

work assignments

PESO Coordinator
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6. Signing of Termination
Report

At the end of the work
assignment, report to PESO
for signing of termination
report.

6. PESO staff
prepares a
Termination Report
at the end of their
work assignment
and lets them sign
it.

3 minutes

Total:

None

2days, 21 mins.
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6. Assistance in the Conduct of Special Recruitment Activity (SRA) —

for Local, Overseas, and Land-based Employment

ABOUT THE SERVICE

This service provides an avenue to the jobseekers to explore various simultaneous employment
options and actually seek assistance they prefer.

Office or Division: PESO Office
Classification: Simple
Type of Transaction: G2C

Who may avail: All

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

Business Permit e BPLO
Certificate of Accreditation and confirmed e Client
Job Vacancy from Principal Employer
Abroad, authenticated by POEA
e Authority from the Department of Migrant
Workers
e Terminal Report
AGENCY FEES TO | PROCESSING PERSON
SN SIS A ACTIONS BE PAID TIME RESPONSIBLE
1. Examine the
document
1. Overseas agenc
shall submit Ietgter 0¥ 1.1 Indorse to the LCE 10 minutes
intent with complete and seek approval of
documents of the No Objection Letter .
agency. It should be 1.2 If approved, notify 30 minutes FAITH
a week before the th ' di BACUCANG
conduct of SRA agency thru sending PESO Manager/
the approved No 10 minutes CGADH |
Objection Letter None
2. Information drive 2. Assist in the DONNEL
and/or send flyers, information 1 week CASILAGAN
streamers or posters dissemination Staff in-charge
3. Assist the agency in
3. SRA Proper the assessment of 1 day
applicants
4. Submit terminal 30 minutes

report
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7. Securing Permit to Join the Job Fair — for Local, Overseas, and
Land-based Employment

ABOUT THE SERVICE

This service provides a venue for jobseekers and employers for immediate matching.

Office or Division: PESO Office
Classification: Simple
Type of Transaction: G2C
Who may avalil: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
¢ Invitation Letter to join the Job Fair e PESO
e Business Letter o BELO
 Certificate of Accreditation and Confirmed Job e Client

Vacancy from Principal Employer Abroad,
authenticated by POEA.

e Authority from the Department of Migrant
Workers

e Terminal Report
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FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Examine the 1 day
documents
1.1 Submit documents
e together with Job fair
1. Participatin . L
agencye shaglJI submit | Permit Application
authentic complete Form to DOLE Field 2 days DONNEL
documents of the Office to secure Job CASILAGAN
agency. It should Fair Clearance Staff in-charae
Bo} be ?hweek éatetr 1.2 If approved, submit g
ofeJ%rg Faei:rcon uc Job Fair Clearance to
' DMW to secure
authority to join the None 2 days
Job Fair for overseas
agency
2 Reglster and post job 2. PESO staff review
vacancies at the Posted iob
Phil-JobNet at least | ' 05€d JO CPhil 1 day
(5) days prior to the Xagiln?es at Fhii-
scheduled Job Fair | YOP'N¢
Snd/or sond fyers. .| 3 Assistin the
streamers or posters or | information T week
posting on social media | dissemination
4. Provision of
facilities and other .
4. Job Fair Proper amenities. Ensure an 1 day Job Fair Focal
Person/Staff
orderly conduct of Job
Fair.
5.2 Secure the 1 day
complete registry of
applicants who
5. Submit terminal participated in the
report Job Fair
o 5.3 Monitor
Submission of Post Job submission of Job Fair 2 hours
Fair Summary Report. Placement Report
5.4 PESO Focal 2 davs
Consolidate the y
total registrants
. 3 Y2days, 27
Total: None mins.
351

The Victorias City Citizen’s Charter - A GUIDEBOOK ON CITY GOVERNMENT SERVICES




8. Availing of Tulong Panghanapbuhay sa Ating Displaced/
Disadvantaged Workers (TUPAD) Program

ABOUT THE SERVICE

The Tulong Panghanapbuhay sa Ating Displaced / Disadvantaged Workers (TUPAD) Program is a
safety net program that provides temporary wage employment to the workers in the informal sector
who were displaced or whose earnings were affected due to natural disaster.

The Tulong Panghanapbuhay sa Ating Displaced / Disadvantaged Workers (TUPAD) Program
provides four hours/day, minimum of 10 days and maximum of 30 days depending on the nature of
work to be performed.

Who are Eligible Beneficiaries?
e 181to 70 years old
Displaced Workers
Disadvantaged Workers
Informal Sector especially Self-Employed
Unpaid Workers
60 to 70 year old Senior Citizen

Office or Division: PESO Office

Classification: Simple

Type of Transaction: G2C

Who may avail: All

CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE

e Clear Photocopy of ID / Barangay ID e c/oApplicant/ Brgy. Hall
e Fitto Work Certificate (Senior Citizen who are e City Health Office
not beyond 70 years of age)
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AGENCY FEES TO | PROCESSING PERSON
RSN S ACTIONS BE PAID TIME RESPONSIBLE
1. Submission and .
Acceptance of ID 1. PESO staff will
review and instruct
beneficiary to 5 minutes
Submit a clear photocopy of complete %/he nu
ID to the employee in- specimen required. ANALIE
charge. MIRANDA
Staff in-charge/
- 2. PESO staffin TUPAD
2. Encod f TUPAD
Blcnoeﬁlgig © charge will Focal Person
Y complete the data 1 mi
. . entry in Form 4 minute
Applicants profile is provided by the
encoded in Form 4 beneficiary.
3. Evaluation and 3. DOLE NOFO
Verification of the TUP AD None
Submitted List of the Coordinator in
TUPAD beneficiaries . .
charge will review 1 week
The following beneficiaries | the list and send
are subject for evaluation the final list of the
and verification at DOLE verified TUPAD
NOFO TUPAD database. Beneficiaries
4. Signing of Contract
of Service
: FAITH
Enrollment Formto
Group Personal P?Eégl#ACANG y
Accident Insurance CGAg&a?er
of the Government
Service Insurance 4. PESO Manager
System (GSIS), and staff administer 1 day

Acknowledgement
Certificate and
Distribution of
TUPAD ID.

Qualified TUPAD
beneficiaries are entitled to
sign the Contract of Service
and GSIS Insurance.

the signing of
Contract to
qualified applicants
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5. Orientation and
Designation of Work
Assignment

During the orientation,
TUPAD beneficiaries will be

provided a set of Personal MARK ROJO
Protective Equipment 5. PESO staffgives 1 da Staff in-charge/
(PPESs) individually, and work assignments y PESO
proceed to their designated Coordinator
area of duties.
A monitoring team is
assigned to check the
attendance daily.
6. Signing of Daily Time
Record and Signing
of Certificate of Work | 6. PESO staff
Completion prepares a FAITH
Termination Report 1 day BACUCANG
At the end of the work at the end of their PESO Manager/
assignment, reportto PESO | work assignment CGADH |
for signing of the Daily Time | and letthem sign it.
Record and Certificate of
Work Completion.
7. Preparation of payroll
of TUPAD g DOLE REGION 3 weeks DOLE F\(;EGION
beneficiaries
FAITH
BACUCANG
8. Salary Pay-out PESO Manager/
CGADH |
The TUPAD benéeficiaries 1 day
informs to proceed at the S“{'Qﬁ:f;gég/
given venue PESO
Coordinator
1 month, 4
Total: None days, 6 mins.
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9. Referral of Applicants for DOLE Integrated Livelihood Program (DILP)
ABOUT THE SERVICE

The program aims to uplift the living conditions of disadvantages/marginalized people of Victorias City.

Who are eligible beneficiaries?
e Benéficiaries eligible of KABUHAYAN program as per Department Order No. 173-17

e Self-employed with insufficient income
e Marginalized and Landless Farmers
e Marginalized Fisherfolk
e Unpaid family workers
e Women and Youth
e Low/minimum wage earners and seasonal workers
e Workers displaced or to be displaced as a result of natural disasters or closure of
establishment, retrenchment, termination
e Persons with Disability (PWD’S)
e Senior Citizens
e Indigenous people
e Parents /Guardias of Child Laborers
e Rebel Returnees
e Victims of armed conflict
Office or Division: PESO Office
Classification: Simple
Type of Transaction: G2C
Who may avalil: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Letter of Intent ¢ Provincial Public
e Group Business Plan/Project Proposal Employment Service Office
e Budgetary Requirements/Financial Statements e c/o Client
e Beneficiary Profile Form (Separate Folders) e Barangay Hall
¢ Local Development Plan and/or Annual
Investment Plan e Barangay Hall
e Board resolution to Enter MOA e MSWDO/CSWDO
e Memorandum of Agreement
 Certification of Non-4P’s Coverage of DSWD e c/o Client
e Accredited Co-Partner Profile and Group

Beneficiary Profile

e Certification of Availability of Funds for
Counterpart with Cash Equivalent

¢ Resolution and Right to Use Agreement/Deed of
Usufruct

e Pictures of building/facility of the project site

e Certificate of DOLE Registration

e Project Policy (by Cooperative or Association)
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AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Request form for
Livelihood
Attach Pertinent
Records
On the aforementioned 10 minutes FAITH
tF;equirem;arlgts Seculr? BACUCANG
e project Froposalior 1. The PESO select the PESO Manager/
the Approval of LCE Association with good CGADH |g
Fill-in the Individual | Standing status and
Proposal Form endorsed to City Mayor JOAN CORTES
1 hour Staff in-charge/
Accomplish Financial DILP Focal Person
Statements
1 day
Request for the Funds
Availability Certificate
at Budget Office
2. The Budget Officer will
check the proposed
2. Request for SP Financial Statements and
Resolution to enter Issue Certification ones 1 day
MOA approved with Signature
of Budget Officer and None
Approved of LCE
3.The Office of The SP
will set a special session
for the Resolution to enter
into and sign a
Memorandum of
3. Signing of Contract | Agreement (MOA) with 1 day
the Department of Labor
and Employment
Regional Office the
selected association sign
for the contract.
FAITH
BACUCANG
4 Turnover and 4. PESO staff coordinate PESO Manager/
: " with Association for the CGADH |
Q:Opéer;nn(:ntatlon of Implementation and 1day JOAN CORTES
Monitoring Staff in-charge/
DILP Focal
Person
Total: None 4 days,_ 1hr,
10 mins.
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10. Availing of Training for Work Scholarship Program (TWSP)
ABOUT THE SERVICE

The TESDA Training for Work Scholarship Program (TWSP) mends the issue on job skills mismatch.
It aims to ensure that the labor force requirement of the industry will be filled. Scholars could avail free
skills training and assessment.

Who are qualified?
Individuals who are:
e Not below 18 years of age and above
e Atleast High school graduate, ALS Graduate, Junior Completer, Senior High Graduates,
College level and College Graduates
e Willing tojoin the training
e (Capable of the Online Training ( With Smartphone, PC, Laptop, Tablet ) and Internet
Connection-wired, signal or data
e Willing to work in the call centerindustry
e Filipino citizen

Office or Division: PESO Office
Classification: Simple
Type of Transaction: G2C
Who may avail: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Resume e c/o Applicant
e 4 pcs. 1'x71’ picture, white background with
collar
e 4 pcs. 2’x2’ picture, white background with
collar
e PSA Birth Certificate (Submit 4 photocopies o City Civil Registrar/PSA
only)
e School credentials (Submit 4 photocopies only) e School concerned
e Certification by the School Registrar (any) e School concerned
*Form 137
*Form 138
*HS Diploma
*Junior High School Diploma
*Senior High School Diploma
*Transcript of Records
e Marriage Contract if Married Female (Submit 4 e City Civil Registrar
photocopies only)
e Barangay Clearance (Submit 1 original copy e LGU-Barangay
and 3 photocopies only)
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FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Acceptance of the
Applicants 1. PESO staff will
_ receive and review
Applicants mustpresent/ | gpplicant information 15 minutes
submit the above and documents
requirements for presented.
evaluation of the
documents presented. _ JOAN CORTES
2. PESO Staff will be Staff in-charge
2. Submission of responsible for
Requirements securing the file
sending to accredited
Presented documents will | TESDA training Half day
be forwarded to accredited | agency for the
TESDA TRAINING evaluation of their
CENTERS documents
presented. None
3. Acceptance and
PIPE Orientation
3. TESDA Accredited
Qualified applicants are partner conduct 1da
required to attend the orientation to y
orientation for information | qualified applicants
on the details and
guidelines of the program.
4. Applicants
Enrolmentin BSRS
Database 4. TESDA Accredited
partner conduct the TESDA
The applicants are enrolment of qualified 10 minutes Technical
required to enroll their applicants to BSRS Vocational
profile via online Database Institute Partner
registration provided by
accredited TESDA Partner
5. Signing of Contract
5. TESDA Technical
Qualified Scholaris Vocational Institute 2 minutes
entitled to sign the partners
attendance.
6. Startof Training | g TESDA Technical
Vocational Institute 1 day

During the training the
applicants were required

partners
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to log in the daily

attendance through BSRS

and attend online training
course

7. Referral of
Qualified Trainee

The TESDA accredited
partners are responsible
for sending the qualified
trainees to their BPO
partners.

7. TESDA Technical
Vocational Institute
partners

1 day

Total:

None

3 Y2days, 27
mins.
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INFORMATION SERVICES
External Services
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1. Requesting and Securing Certified True Copies of
Official Records and Documents of the City

ABOUT THE SERVICE

The general public may request the City Communication and - A —
Information Office for certified true copies of official records and mmg INFORMATION OFFicE

o

documents of the following basic data: =
° C|ty H|St0ry o ADMINISTRATIVE BUILDING
=5
« RA8488 S5
o List of City Officials S
. g CULTURAL CENTER
* LI_St of Department Heads CITY COMMUNICATIONSE
¢ Directory of City Offices INFORMATION OFFICE
[ DeSCFIptlon of C|ty Logo For more information, please contact: Joy P. Famini, City
) B Government Assistant Department Head |
e List/photos of previous Mayors Tel. No: (034) 399-3627

Lyrics of Victorias March
And other information related to the City Government for whatever legal purpose it may serve

them.
Office or Division: City Communication & Information Office
Classification: Simple
Type of Transaction: G2C,G2B,G2G
Who may avail: All
AGENCY FEESTO | PROCESSING PERSON
SEUENT SIS ACTIONS BE PAID TIME RESPONSIBLE
REMIA PABALINAS
Community Affairs
Officer Il
1. Fill-up request
form JEMAIMAH
TALADICO
Fill-up request form 1 Staffreceives Admin. Offcr. Il
stating what copy of | None 5 minutes (Information Offcr. )
information is needed, the request
the reason it is needed MARGARETPURO
and the number of Admin. Aide I
copies needed. JENNIFER
SABALILAG
Admin. Asst. Il
(Admin. Asst.)
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2. Payment of fees
Go to the City 2. Receive
Treasurer’s Office for payment for P 20.00 City Treasurer’s Office
payment of the request
certified copy of
documentsrequested.
3. Submit Request
Form for
approval 3. Approves 5 minutes JOY P. FAMINI
Submit request for réquest (if signatory is City GO\I/_;t. Adslst. Dept.
approval together with available) ea
OR from City None
Treasurer’s Office.
4. Processing of 4. Provide
request form requisition of 5 minutes REMIA PAF AAIf‘leAS
and releasing of | party with whatis omg]lcjﬁr::lg; I ars
document needed
Total: | P 20.00 15 minutes
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2. Providing Public Assistanceto the City Clientele

ABOUT THE SERVICE

The City Information Office provides public assistance to the city clientele in the form of:
¢ Helping the public in coordinating affairs with other offices
e Assisting the public in understanding the services that the city offers
e Answering queries regarding city events, programs and other activities

Office or Division: City Communication & Information Office
Classification: Simple
Type of Transaction: G2C,G2B,G2G
Who may avail: All
AGENCY FEESTO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
REMIA PABALINAS
Community Affairs
Officer Il
JEMAIMAH
1. Fill-up request TALADICO
form 1A d Admin. Offcr. I
- Accommodates N , (Information Offcr. 1)
. request from one 5 minutes
Fill-up request form client
stating what kind of MARGARETPURO
assistance needed. Admin. Aide II
JENNIFER
SABALILAG
Admin. Asst. Il
(Admin. Asst.)
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JOY P. FAMINI
City Gov't. Asst. Dept.
Head |

REMIA PABALINAS
Community Affairs

Officer Il
JEMAIMAH
2. Answer queries TALADICO
of clientele/help | 2. Provides Admin. Offcr. |l
with their stated | properinformation 5 minutes (Information Offcr. 1)
needed to client
assistance. MARGARET
PURO
Admin. Aide Il
JENNIFER
SABALILAG
Admin. Asst. Il
(Admin. Asst.))
Total: None 10 minutes
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3. Assisting Provincial/National Government Agencies, Private &\
Organizations and Non-Government Agencies in Displaying Printed
Materials Such as Posters and Notices

ABOUT THE SERVICE

City Communication and Information Office may provide public assistance to Provincial/National
Government Agencies (ex. Governor’s Office, Phil. Information Agency), Private Organization (ex.
NONECO) and non-government agencies in displaying printed materials such as posters and notices.

Office or Division: City Communication & Information Office
Classification: Simple
Type of Transaction: G2C,G2B,G2G
Who may avalil: All
AGENCY FEESTO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
REMIA
PABALINAS
Community Affairs
Officer Il
1. Fill-up request form JEMAIMAH
Fill-up request form 1. Accommodates None 5 minutes TALADICO
stating the kind of clients Admin. Offcr. Il
assistance needed. (Information Offcr. 1)
JENNIFER
SABALILAG
Admin. Asst. Il
(Admin. Asst.)
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5 minutes (if

JOY P. FAMINI
City Gov't. Asst.

2. Submit request 2. Approves the . \ Dept. Head |
signatory is
form for approval request available) or
Designated Officer-
in-Charge
REMIA
PABALINAS
Community Affairs
Officer Il
3. Processing of
request and JEMAIMAH
approval TALADICO
Admin. Offcr. Il
Request is being 3. Posts (Information Offcr. I)
information on
processed for approval bulletin boards in 1da MARGARETPURO
and when approved, CONSDICLOUS y ndmin. Aide I
employee in-charge Iaceps min. Alde
as_sistg client i_nldispIaKing P JENNIFER
rinted materials such as
Eoster and notices in SABALILAG
. Admin. Asst. Il
conspicuous places (Admin, Asst.)
Total: None 1 day, 10 mins.
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4. Securing Copies of City Brochures, Flyers and Newsletter and Other
City Related IEC Materials

ABOUT THE SERVICE

For the information of the general public anyone can ask for available IEC materials from the City
Communication and Information Office.

Office or Division: City Communication & Information Office
Classification: Simple
Type of Transaction: G2C,G2B,G2G
Who may avalil: All
AGENCY FEESTO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE

REMIA PABALINAS
Community Affairs

Officer Il
. JEMAIMAH
1. Fill-up request TALADICO
form stating what Admin. Offcr. Il

IEC materials are | 1. Accommodates ,
needed and the | request from client 5 minutes
reason they are MARGARETPURO
needed. Admin. Aide Il

None JENNIFER
SABALILAG

Admin. Asst. I
(Admin. Asst.)

(Information Offcr. 1)

JOY P. FAMINI

2. Approves , . City Gov't. Asst. Dept.
2. Submit request request and S minutes (if Head |

: signatory is

form forapproval. | assigns personnel available) . or .

to process request Designated Officer-
in-Charge
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REMIA

: PABALINAS
3. Processing of Community Affairs
request form for: Officer Il
e City Brochure
e City Flyers JEMAIMAH
e Newsletter 3. Employee-in- TALADICO
at the City charge prepares Admin. Offcr. II
Communication and needed materials None 1 day (Information Offcr. )
Information Office. and gives itto
client MARGARETPURO
Note: Admin. Aide I
Copies of brochures,
flyers and newsletter are S‘,JA\ EB’\KI\I_:EEE
subject to availability. Admin. Asst, 1l (Admin.
Asst.)
Total: None 1 day, 10 mins.
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5. Requesting Information on Nutrition, Population, and Family Planning

ABOUT THE SERVICE

The City Health Office provides updated data on nutrition, population and family planning.

These are in forms of Information, Education and Communication (IEC) materials such as
pamphlets, brochures and booklets or the data itself.

Office or Division: City Health Office
Classification: Simple
Type of Transaction: G2C
Who may avail: All
AGENCY FEESTO | PROCESSING PERSON
RIS S E ACTIONS BE PAID TIME RESPONSIBLE
1. Submit letter of CHITALISA
request .
au 1. Staff-in-charge _ VALRENNCI\J/:QNO
Submit letter of request recelvets letter of 1 minute Nur’se 17
specifying the information reques Family Planning
needed Coordinator
2. Staff-in-charge
2. Waitwhile staff-in- | accepts client’s
charge verifies request and 10 minutes
information verifies availability
of information
3. Access
Information 3. Staff-in-charge
assesses None 5 minutes GINA HER_'A
If data are available, you | Information Nurse Il/ Nutrition
will be requested to wait | Provided Coordinator
4. Release of
lfr)]?gr“m”;‘;gt:’ 4. Staff-in-charge
releases requested 3 mi
documents/ minutes
Get your copy of the i i
requested information Information
and sign in the log book.
5. Deworming o
. Slaf in-chiarge NARIEL BANDOJO,
Person in-charge will deworming activity 5 minutes RN, MN
schedule deworming T Nurse |
L e to institution " .
activity to institution Nutrition Coordinator
concerned concerned
Total: None 24 minutes
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6. Issuance of Certified True Copy of Sangguniang Panlungsod

Documents

ABOUT THE SERVICE

The public and various city departments/offices may request for
certified true copies of Sangguniang Panlungsod documents from

the Office of the Sangguniang Panlungsod Secretariat.

Office or Division:

Sangguniang Panlungsod Office

Classification: Simple
Type of Transaction: | G2C,G2B,G2G
Who may avalil: All

OSMENA AVENUE

ASCALON STREET

13341S ¥3Aor

CITY PUBLIC PLAZA |

SANGUNIANG PANLUNGSOD —> w

y

ADMINISTRATIVE BUILDING

VICTORIAS COMMERCIAL
CENTER

OFFICE

Tel. No: (034) 399-2916

CULTURAL CENTER

NIANG PANLUNGSOD

For more information, please contact: Julien V. Olis, SP Secretary

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

e Requisition Form

e Sangguniang Panlungsod Office

AGENCY FEESTOBE PROCESSING PERSON
CLIENT STEPS ACTIONS PAID TIME RESPONSIBLE
1. Properly 1. Issqes the Order
. Form if the
accomplishes d i 1 minut
the Requisition ocumen minute
Form requested needs
Security Seal(s)
2. The staff-in- GUIA ACOYONG
charge searches for None 1 minut Admin. Aide VI (Clerk
the requested minute 1))
document/s.
3. Presents the -
Security Seal(s) if 3. Rgcords, certifies
) and issues the .
needed to claim the 1 minute
requested
requested
document/s
document/s
Total: None 3 minutes
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7. Accreditation of Civil Society Organizations (CSOs)

ABOUT THE SERVICE

Civil Society Organization/s that wishes to be accredited by the Sangguniang Panlungsod may
apply for accreditation at the Office of the Sangguniang Panlungsod Secretariat.

Office or Division: Sangguniang Panlungsod Office
Classification: Simple

Type of Transaction: G2C,G2B

Who may avail: All

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

e Application Form

e Sangguniang Panlungsod Office

FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Provides the
1. Secures the Application Form 2 minutes
application form and explains the u
requirements AILEEN
ZULUETA
Application Form Application Form after (Bookbinder 1)
with complete verifying the None 2 minutes
requirements completeness of the
requirements
3. Includes in the
Calendar of
Business in the next
Regular Session. If . Conducts
necessary, the 1 minute

Committee on Laws,
Ordinances & Legal
Matters conducts
committee meeting

4. The Sangguniang
Panlungsod reviews
and deliberates for
the approval/
disapproval of the
application during
Session, upon
recommendation

committee meeting
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by the Committee

on Laws,
Ordinances & Legal

Matters

5. Prepares the
Certificate of

N JULIENV. OLIS
Accreditation, if S minutes Secretary to the
approved, and its Sanggunian
corresponding
resolution
6. The Secretary to JULIEN V. OLIS
the Sanggunian and Secretary to the
the Vice-Mayor/ Sanggunian
Presiding Officer : &
signs the Certificate 30 minutes ABELARDO D.
of Accreditation and BANTUG lII
its corresponding Vice Mayor/
Resolution Presiding Officer
7. Notifies the AILEEN
client that the _ ZULUETA
application has 1 minute Admin. Aide IV
been approved/ (Bookbinder I1)
disapproved
8.Claims the Certificate GUIA
of Accreditation and its 1 minute ACOYONG
corresponding Admin. Aide VI (Clerk
Resolution 1)
Total: None 42 minutes

Note: Time for SP Sessions & Committee Meetings are not included in the total time duration indicated.
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8. Administrative Complaints against Elective Barangay Officials
ABOUT THE SERVICE

The public may file administrative complaints against elective barangay officials of the City of
Victorias.

These documents include ordinances, resolutions and minutes of deliberations.

Office or Division: Sangguniang Panlungsod Office
Classification: Simple

Type of Transaction: | G2C,G2B,G2G

Who may avalil: All

CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE

Compliance to Ordinance No. 07-2005, a.k.a.
‘Rules of Procedure in the Conduct of
Administrative Investigation Involving Elective

« Sangguniang Panlungsod Office

Barangay Officials”
AGENCY FEESTOBE | PROCESSING PERSON

CLIENT STEPS ACTIONS PAID TIME RESPONSIBLE
1. Submits the 1. Receives the

Complaint Complaint with Z’f‘JIII:EE_II\_l A

with complete complete None 2 minutes Admin. Aide [V

requirements requirements (Bookbinder )

Total: None 2 minutes
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9. Securing Data from the City Planning and Development Office

ABOUT THE SERVICE

General information about the city may be accessed through the City Planning and Development
Office.

Information available:
e Socio-Economic Profile
e Comprehensive Land Use Plan
e Maps
e Other related information

Office or Division: City Planning & Development Office
Classification: Simple
Type of Transaction: G2B,G2C,G2G
Who may avalil: All
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE

e Request letter addressed to the City Mayor

Attention: CPDO e c/o Client

AGENCY FEESTO | PROCESSING PERSON
SRS ACTIONS BE PAID TIME RESPONSIBLE
FELIX SEBASTIAN,
_ 1. CPDO staff EnP
1. Submitrequest | receives request 5 minutes Zoning Officer Il
letter letter
TEACHIE GAYOTIN,
EnP
Planning Officer llI
None
FELICITO FREDERIC
ORLINA
Project Dev’t. Asst
2. CPDO Staff roject DV 2SS
repares and

2. Getinformation rpele%se 15 minutes ROE dEnI;iINAEQ%OR

information to (Compu-ter Ob. )

applicant

Total: None 20 minutes
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INFORMATION SERVICES
Internal Services
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1. Assist Various Department for Layout of Various Congratulatory,

Welcome and Activity Tarpaulins

ABOUT THE SERVICE

Various City Departments may request the City Communication and Information Office for layout of
various tarpaulin such as congratulatory, welcome, activity backdrops.

Office or Division:

City Communication & Information Office

Classification:

Simple

Type of Transaction:

G2G

Who may avail:

Various City Departments

AGENCY FEESTO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Employee-in-
charge 1. Staff receives 1 minut
prepares request minute REMIA PABALINAS
request Community Affairs
Officer Il
JEMAIMAH
TALADICO
None Admin. Offcr. I
(Information Offcr. 1)
2. Wait forthe lay- | 2. Staff-in-charge Minimum of 2 RICHARD YASA
out to be prepares lay-out hours Staff in-charge
finished request
Total: None 2 hours
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2. Request for Documentation/Coverage of Various City Events from

Various Departments

ABOUT THE SERVICE

Various City Departments may request the City Communication and Information Office for
documentation/coverage of their activities

Office or Division:

City Communication & Information Office

Classification:

Simple

Type of Transaction:

G2G

Who may avail:

Various City Departments

AGENCY FEESTO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
REMIA PABALINAS
Community Affairs
Officer Il
1. Employee-in- .
. Depending on JEMAIMAH
charge :é Staffreceives None | theduration of TALADICO
fe 3est | the activity Admin. Offcr. Il
9 (Information Offcr. 1)
RICHARD YASA
Staff in-charge
Depending on
Total: None the duration of
the activity
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3. Creating Audio/Visual Presentation of Public Address of the Local
Chief Executive and Other City Officials on Various Advisories

ABOUT THE SERVICE

Creating Audio/Visual Presentation of Pubic Address of the Local Chief Executive and other City
Officials on various advisories.

Office or Division: City Communication & Information Office
Classification: Simple
Type of Transaction: G2G
Who may avail: Various City Departments
AGENCY FEESTO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
REMIA PABALINAS
Community Affairs
1. Employee-in- 1 day until Officer Il
charge 1. Staffreceives None post
prepares request production/ JEMAIMAH
request uploading TALADICO
Admin. Offcr. II
(Information Offcr. 1)
1 day until
Total: None post_
production/
uploading
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4. Updating of Various Public Advisories Pertaining to EOC/EQOs
ABOUT THE SERVICE

Updating of various public advisories pertaining to Emergency Operation Center/Executive Orders.

Office or Division:

City Communication & Information Office

Classification:

Simple

Type of Transaction:

G2G

Who may avail:

Various City Departments

AGENCY FEESTO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
REMIA PABALINAS
Community Affairs
1. Employee-in- Officer Il
charge 1. Staffreceives None 1 da
prepares request y JEMAIMAH
request TALADICO
Admin. Offcr. 1l
(Information Offcr. 1)
Total: None 1 day
379

The Victorias City Citizen’s Charter - A GUIDEBOOK ON CITY GOVERNMENT SERVICES




SOCIAL WELFARE SERVICES
External Services
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1. Availing of Assistance to Individuals in Crisis Situation (AICS)

ABOUT THE SERVICE

The City Social Welfare and Development Office (CSWDO) provides _
financial assistance or referrals to individuals and families who are ‘orveLoPvENT OFFcE M
in extremely difficult situations and lack resources to meet emergent

needs.

E

1/F ADMINISTRATIVE BUILDING

ICTORIAS COMMERCIAL
CENTER
13331S ¥3AOF

City Social Welfare and Development

Office or Division: )
Offl ce CULTURAL CENTER
T T ; CITY SOCIAL WELFARE
Classification: Complex MOl ioR MR Oirice

[

Vi

Type Of TransaCthn. GZC ;or'mlo‘;;e ilrflfurma;ian, pllease contoaf::ft.:loyS.Reunir,City
Who may avail: Individual/families in crisis situation T No:(03a) 20034z
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
- Barangay Certificate of Residency/ Indigency e Barangay Hall
(original)
- Photocopy of Valid ID e c/o Client

Additional Requirements for:
*  For Burial Assistance

- Certified True Copy of Death Certificate e Local Civil Registrar

- Statement of Account from Funeral Parlor, if e Funeral Parlor

necessary

- SSS Verification of Membership e Social Security System (SSS) Office

*  For Medical Assistance
- Photocopy ~ of Latest  Doctors| , Hosgpital/Clinic/ Health Center
Prescription/Unpaid Hospital Bill
- Medical Abstract/ Medical Certificate/
Certificate of Confinement with
Diagnosis

* For Discountin Laboratory Examinations

- Photocopy of Request for laboratories e Health Center/ Attending physician
(e.g. x-ray, CT Scan, etc.)
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PERSON

FEESTO | PROCESSING
CLIENT STEPS AGENCY ACTIONS | s pAID TIME RESPONSIBLE
: : 1. Receiving and
1. Registration logging in of clients. PHOEBUS
. Initial interview for . PELAYO
IReglsteryour name on the client’s needs and refer 2 minutes Admin. Aide |
ogbook and submit . fi Casual Laborer |)
requirements. to the assigned office (
staff
2. Interview and
Assessment
2. Assessment of MYLA
A CSWD Staffin-charge will | client’s needs and DAWATAN
interview/assess your validation of 30 minutes Admin. Officer |
needs and inform you to documents/
wait for notification of requirements submitted ARMIE DELA
release of assistance at City CRUZ
Treasurer’s Office (CTO). Youth
3. IZreparatlon of 3. Preparation of Di’g%‘:ﬁm
ssessment Report .
Social Case Summary None
A CSWD Staff in-ch Report or Form 200 3 days CARE.N BURO
.CS taff in-charge with complete Staff in-charge
will prepare assessment ,
pertinent documents
report.
4. Processing of
Financial
Assistance
CSWD staffin-charge 4. Preparation of
prepares pertinent payroll/voucher to be 2 davs JF?:LI\,IASRCE\L(
documents, ready for forwarded to Finance y !
processing and Offices Staff-in charge
inform applicant to wait for
notification of release of
assistance at City
Treasurer’s Office (CTO)
5. Release of
Assistance 5. Assist and guide the ERNA
client for releasing of 8 minutes BOMPAT
Once financial assistance is| assistance at the City Social Welfare
ready, employee in-charge | Treasurer’s Office. Aide
will notify client.
. 5days, 40
Total: None minutes
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2. Securing a Social Case Summary Report (SCSR)

ABOUT THE SERVICE

As one of the requirements in availing medical assistance from other government or non- government
hospitals/agencies, the beneficiary/client is required to secure a Social Case Summary Report (SCSR)
from the CSWDO.

Office or Division: City Social Welfare and Development Office
Classification: Complex
Type of Transaction: G2C
Who may avail: Individual/families in crisis situation
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Barangay Certificate of e Barangay Hall
Residency/ Indigency (original)
e Photocopy of Valid ID e c/o Client
*  For Burial Assistance, submit:
- Certified True Copy of Death Certificate e Local Civil Registrar
- Statement of Account from Funeral Parlor, if e Funeral Parlor
necessary
- SSS Verification of Membership e Social Security System (SSS) Office

* For Medical Assistance, submit:
- Photocopy of Latest Doctor’s Prescription/Unpaid ¢ Hospital/Clinic/Health Center
Hospital Bill/ Statement of account of up-coming
treatment (e.g. Hemodialysis, Chemotherapy,
etc.)/Request for Operation with estimated cost
from the attending physician/Hospital/Request for
laboratories (e.g. CT Scan, 2D Echo, etc.)

- Medical Abstract/ Medical Certificate/ Certificate of e Health Center/ attending physician
Confinement with diagnosis

For OWWA Financial Assistance, submit:
- Referral Form e OFW Help Desk
- Photocopy of Passport  cloclient

- Proof of being an OFW (Employer’s Contract, * c/oclient
etc)

For educational Assistance, submit:
- Valid school |.D. or Registration Form e
- Statement of account, if necessary * school/institution

e c/o client/school/institution
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FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
: : 1. Receiving and
1. Registration logging in of clients. PHOEBUS
Register your name on In_|t|al,|nterV|ew for 2 minutes PELAYQ
.. | client’s needs and refer Admin. Aide |
the logbook and submit . .
) to the assigned office (Casual Laborer 1)
requirements.
staff.
2. Interview and
Assessment
Assigned staff will
interview you to get
pertinent information 2. Assessment of
and assesses your client’s needs and
needs. The results of validating the 30 minutes MYLA DAWATAN
the interview are written | documents/ Admin. Officer |
on an intake sheet. requirements submitted.
RICKY
You may be required to LAPIDANTE JR.,
draw a sketch of your RSW
residence for home Social Welfare
visits. None Officer |
3. Home Visit 3. Visiting the client in
their house to validate 2 hours
Home visit follows, if more information
necessary. needed.
4. Preparation of
Social Case 4. Preparation of Social
Study Report
Case Study Report 3 days
Assigned staff prepares \évtlttgclrtjiqcec:qrtrsespondmg
the SCSR; one copy of
the report is printed.
5. Review and
Rolease of 5. Approval of CSWD JOY S.REUNIR,
eport . :
Officer and releasing of 10 minutes RSW
CSWD Officer approves the Social Case Study City Social Welfare

the report. You are,
then, given your copy.

Report

& Dev't. Officer
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6. Releasing of

6. CSWD staff in
charge release the

MYLA DAWATAN
Admin. Officer |

Social Case Social Case Study 3 minutes RICKY
LAPIDANTE JR.,
Study Report Report approved by the RSW
CSWD Officer Social Welfare
Officer |
) 3 days, 2 hrs.,
Total: None 45 mins.
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3. Availing of Services for Socially Disadvantaged Women/Children
ABOUT THE SERVICE

The City Social Welfare and Development Office (CSWD) answers disadvantage women’s need for
the prevention and eradication of exploitation, domestic violence and all forms of abuse against
women/children (under RA 7610; Special Protection of Filipino Children Act; RA 9262 Anti Violence
Against Women and their Children Act)
The program provides services for the following:

- Battered women/children

- Victim of sexual, physical, psychological, emotional abuse

- Victim of involuntary prostitution

- Maltreated women/children

- Abandoned/neglected

Office or Division: City Social Welfare and Development Office
Classification: Simple

Type of Transaction: G2C

Who may avail: Disadvantaged Women and Children

For ABANDONED/NEGLECTED CLIENT:

CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE

(For abandoned/neglected client)

o Barangay Certificate of Residency e Barangay Hall

FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
: : 1. Receiving and logging
1. Registration in of clients. Initial _ P;'E?_EA%%S
Register your name on interview for cIient’s needs 2 minutes Admin. Aide |
the logbook anpl refer to the assigned (Casual Laborer )
office staff

2. Submission of

requirement

2. Receives and evaluates 3 minutes AIREEN

Submit required required document None GRACE GAZO,
documents to CSWD RSW
Staff in charge Staff in-charge
3. Interview

/Assessment/ RYJEN MAE

Counseling 3. Assess needs/ interview 1h DEMEGILLO,

. : our RSW

A social worker will and counseling to client Social Welfare
interview to get Officer |
information and
determine the needs.
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4. Family or
Institutional
Placement for AIREEN
safety/ protection GRA%EV(\;/AZO’
and rehabilitation 4. Coordination with Staff in-charge
- . client’s family and referral Not time
'rb\efe()rc\llziacltmrroegi\g/lu or | possible placement bounded RYJEN MAE
family, relatives or to center DEMEGILLO,
place her/him to social Socisl?/x\ellfare
institution for his/her Officer |
safety, protection, and
rehabilitation
Total: None 1 hr., 5 mins.
For NON-CASE FILING VICTIM:
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
(For non-case filing victim)
- Medical Certificate e City Health Office
- Blotter (Barangay/PNP)  Barangay Violence Against Women and
Children Desk (VAWC) Desk/ Philippine
National Police (PNP)
FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Receiving and
1. Registration logging in of clients. PHOEBUS
_ Initial interview for > minutes PELAYO
Register your name on client’s needs and refer Admin. Aide |
the logbook to the assigned office (Casual Laborer I)
staff
2. Interview /
Assessment AIREEN
, . None GRACE GAZO,
A social worker will RSW
interview victim to get Staff in-charge
information and 2. Assess needs/
determine the needs. interview to client 1 hour RYJEN MAE
(Financial assistance is DEMEGILLO,
extended for food, RSW
transportation, etc. Social Welfare
depending on identified Officer |
needs)
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3. Referrals

A social worker will refer
victim to PNP/Barangay
for Blotter Report, CHO
for medical examination
and psychiatric doctor for
psychiatric evaluation

3. Coordination with

PNP and CHO

4. Counseling

A social worker will
conduct counseling to
victim.

4. Conduct counsel
to client and family

ing

5. Institutional
Placement for safety/
protection and
rehabilitation

A social worker will refer
victim to his/her family,
relatives or for
Institutional Placement
for safety, protection and
rehabilitation of the client.

5. Coordination with

client’s family and
referral to possible
placement center

15 Minutes

AIREEN
GRACE GAZO,
RSW
Staff in-charge

Not time
bounded

RYJEN MAE
DEMEGILLO,

RSW
Social Welfare
Officer |

Not time
bounded

Total:

None

1 hr., 17 mins.

For CASE FILING VICTIM:

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

(For case filing victim)

- Barangay Certificate of Residency

- Medical Certificate

- Blotter (Barangay/PNP)

Birth Certificate

Marriage Certificate (if married)

Barangay Hall

City Health Office (CHO)

Barangay Violence Against Women
and Children (VAWC)
Desk/Philippine National Police
(PNP)

Local Civil Registrar
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AGENCY FEES TO BE | PROCESSING PERSON
SN SIS ACTIONS PAID TIME RESPONSIBLE
1. Receiving and
logging in of
1. Registration clients. Initial PHOEBUS
interview for . PELAYO
Register your name on the | client’s needs and 2 minutes Admin. Aide |
logbook refer to the (Casual Laborer I)
assigned office
staff
2. Interview / Assessment
A social worker will
interview victim to get
information and determine
the needs. 2. Assess needs/
. . . . Interview to client 1 hour
Financial assistance is
extended for food,
transportation, medical
services and other
assistance depending on
needs.
3. Referrals None AIREEN
A ial worker will refer GRACREVC\;/AZO,
social w o
- 3. Coordination
victim to PNP/Barangay i : Staff in-charge
for Blotter Report, CHO for \gm)PNP and 15 minutes ’
medical examination and RYJEN MAE
psychiatric doctor for DEMEGILLO,
Psychiatric evaluation. RSW
4. Counseling Social Welfare
Officer |
A social worker will gé)t?r(\)snec:;d to Not time
conduct counseling to . 9to bounded
guide and comfortthe clientand family
victim
5. Filing of Case
5. Coordination
A social worker assists with PNP and City 15 minutes
victim in the filing of case | Prosecutor
at City Prosecutor’s Office
I 6. Coordination
and rehgblzi)litation and referral to bounded
possible
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A social worker will refer
victim for institutional
placement for safety,
protection and
rehabilitation

placement center

7. Court Hearing

7. Attend and

. . assist clientand Not time
A social worker assists \ .
AT family during bounded
victim in his/her court ¢ heari
hearing court hearing
Total: None 1 hr., 32 mins.
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4. Availing of Services for Children in Conflict with the Law (CICL) /

Children at Risk (CAR)

ABOUT THE SERVICE

Provision of protective services for CICL, those who are 17 years and below and are either currently
pending in trial, on bail, release on recognizance, undergoing diversion on suspended sentence or
serving after conviction and to CAR who is vulnerable to and at-risk of committing criminal offenses
because of personal, family and social circumstances.

Office or Division:

City Social Welfare and Development Office

Classification:

Simple

Type of Transaction:

G2C

Who may avail:

Children in Conflict with the Law (CICL) and Children at Risk (CAR)

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

e Certificate of Live Birth

o City Civil Registrar/PSA

FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Receiving and
. : logging in of clients. PHOEBUS

1. Registration R :

Register your name on In_|t|al,|nterwew for 2 minutes PE.LAY.O

the logbook client’s needs {:md Admin. Aide |
refer to the assigned (Casual Laborer 1)
office staff.

2. Submission of

requirements

2. Acceptand validate ,

Client submit document S minutes

requirements to CSWD

Office

3. Client Assessment

k None
/Interview JOJI LUCES,

3. Conduct RSW

A social worker will assessment/ interview 1 hour Staff in-charge

assess and interview to client and family

client to determine the

need/problem

4. Counseling

Client to undergo :10 Sl?;riu;;gi:';f”e“ng 2 hours

counseling at CSWD y

Office
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5. Court related services
CSWD personnel assist
client during court
hearing

5. Attend and assist
client during court
hearing

6. Medical/psychological
evaluation/treatment
of minor

Refer client to undergo
medical & psychological
examination, if
necessary

6. Coordination with
CHO and PNP

7. Provision of
Temporary
shelter/rehabilitation
of minor, if necessary

7. Placement of CICL
in Bahay Pag-asa

8. Home visit

Social Worker conduct
home visit, interview
family for case study
preparation

8. Conduct home visit
to client’s family to
monitor progress

9. Intervention/
Diversion Program at
Victorias Bahay Pag-

asa Youth Center or
Community Based

Prepare referral for
diversion/intervention
program to other
institution of client
rehabilitation if not
applicable at
BPYC/Community Based

9. Prepare referral

and pertinent
documents

Not time
bounded

1 hour

1 day

1 day

1 day

JOJI LUCES,

RSW
Staff in-charge

Total:

None

3 days, 4 hrs.,
7 mins.
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5. Registration and Issuance of Solo Parent I.D.

ABOUT THE SERVICE

This service aims to develop a comprehensive package of social development and welfare services
for solo parents and their children carried out by the DSWD as the lead agency, various government
agencies including other related NGOs. The following benefits and privileges to solo parents and their
children under Republic Act 11861 known as the Expanded Solo Welfare Act of 2000 are as follows:

Livelihood Services

Provision of medical, burial, educational or transportation assistance to individual in
crisis situation

Counseling services

Parent effectiveness services

Provision of critical incidence stress debriefing

Targeted interventions forindividuals in need of special protection

Legal assistance for solo parent and their child/children

Subsidy, automatic PhilHealth coverage (for Solo Parents equal to or minimum wage
earner)

10%discount and VAT exemption on selected items (for Solo Parents earning equal to
or below P 250,000.00/year with six years old and below only)

co

S@~oao

A solo parent should have these qualifications:

- A1.Solo parent with child as consequence of rape
- A2. Solo parent on account of the death of the spouse
- A3. Solo parent on account of the detention or criminal conviction of the spouse
- A4.Solo parent on account of the physical and mental incapacity of the spouse
- A5. Solo parent on account of legal separation or de facto separation
- AB6. Solo parent on account of declaration of nullity or annulment of
marriage or divorce
- A7. Solo parent on account of abandonment of spouse
- B. Spouse or any family member of an OFW (low or semi-skilled worker)
- C. Unmarried father/mother who keeps and rears the child/children
- D. Solo parent who is legal guardian, adoptive or foster parent
- E. Any relative within the 4th civil degree of consanguinity or affinity of the parent or
legal guardian who assumes parental care and support of the child/children
F. Solo parent who is pregnant woman to her unborn child/children

Office or Division: City Social Welfare and Development Office
Classification: Highly Technical
Type of Transaction: G2C
Who may avail: Qualified Solo Parents
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CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

Birth certificate of the child or children

(Category: A1to F)

Complaint affidavit (Category: A1)

Medical record on the incident of rape

(Category: A1)

Marriage Certificate (Category: A2, A3, A4, A5,
A6, A7, B)

Affidavit of applicant solo parent (Category: A1 to
A7,B,C,D, E)

Sworn affidavit declaring that the solo parent is not
cohabiting with a partner or co-parent and has the
sole parental care and support of the child/children
(Category: A1 to F)

Affidavit of a barangay official attesting that the
applicant solo parent is a resident of the barangay
and that the child/children is/are under the parental
care and support of the solo parent. (Category: A1
to F)

Marriage Certificate, if the applicant is the spouse
of the OFW, or birth certificate or other competent
proof of the relationship between the applicant and
the OFW, if the applicant is a family member of the
OFW (Category: B)

Death certificate of the spouse (Category: A2)
Certificate of detention or a certification that the
spouse is serving sentence at least 3 months
issued by the law enforcement agency having
actual custody of the detained spouse, or
commitment order issued by the court (Category:
A3)

Medical records, medical abstract or a certificate of
confinement in the National Center for Mental
Health/any medical hospital/facility as a result of
the spouse’s physical/mental incapacity or PWD ID
(Category: A4)

Judicial decree of legal separation of the spouses
or, an affidavit of 2 disinterested persons for de
facto separation (Category: A5)

Judicial decree of nullity of marriage or judicial
recognition of foreign divorce with marriage
contract annotated with the fact of declaration of
nullity of marriage or annulment of marriage
(Category: A6)

City Civil Registrar Office
Barangay Hall /Police Station
City Health Office

City Civil Registrar Office
City Legal Office
City Legal Office

City Legal Office

City Civil Registrar Office

City Civil Registrar Office
Bureau of Jail Management
and Penology (BJMP)

City Health Office

Court

Court
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Affidavit of 2 disinterested persons attesting to
the abandonment of spouse (Category: A7)
Police or Barangay record of the fact of
abandonment (Category: A7)

Philippine Overseas Employment Administration
Standard Employment Contract (POEA-SEC) or
its equivalent document (Category: B)
Photocopy of the OFW’s passport with stamps
showing continuous twelve (12) months of
overseas work or a certification from the Bureau
of Immigration (Category: B)

Proof of income of the OFW’s spouse or family
member (Category: B)

Certificate of No Marriage (CENOMAR)
(Category: C)

Proof of guardianship such as the decision
granting legal guardianship issued by a court;
proof of adoption such as the decree of adoption
issued by a court or order of adoption issued by
DSWD or National Authority on Child Care
(NACC); proof of foster care such as foster parent
license issued by the DSWD or (NACC)
(Category: D)

Medical records of her pregnancy (Category: F)
Affidavit of a barangay official attesting that the
solo parent is a resident of the barangay and
Sworn affidavit declaring that the solo parent is
not cohabiting with a partner or co-parent who is
providing support to the pregnant woman
(Category: A1to F)

Death Certificate, Certificate of incapacity, or
judicial declaration of absence or presumptive
death of the parents or legal guardian; police or
barangay records evidencing the fact of
disappearance or absence of the parent or legal
guardian for at least 6 months (Category: A2)
Proof of relationship of the relative to the parent
or legal guardian such as birth certificate,
marriage certificate, family record or other
analogous proof of relationship (Category: E)

2 pcs. 1x1 picture (Category: A1to F)

Solo Parent Orientation Certificate of Attendance
(Category: A1to F)

City Legal Office

Police Station/Barangay Hall
Philippine Overseas Employment
Administration

c/o client

c/o client

City Civil Registrar Office

Court

City Health Office
Barangay Hall/Legal Office

City Civil Registrar Office/Court

c/o client

c/o client
c/o CSWD
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FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
_ _ 1. Receiving and

1. Registration logging in of clients. PHOEBUS

Initial interview for . PELAYO
Register your name on client’s needs and refer None LU Admin. Aide |
the logbook to the assigned office (Casual Laborer )

staff
2. Application/Intake

interview with supported
documents 2. Acceptand evaluate 10 minutes
Submit requirements to documents
CSWD Office or to
personnel in charge
3. Assessment &
Orientation
The person in charge 3. Conduct ARVIE
interviews or schedule a Interview, 1 hour BRILLANTES
home visit if necessary, assessment, and Social Welfare
to establish his/her orientation to client Aide
eligibility, validate
information.
4. Issuanceof SP ID
card
The person in charge
will inform when to 4. Release Solo Parent s
comeback for release of ID within 7 days
SP ID card duly signed
by the social worker and
the City Mayor after
filling of application.
Total: None 7 d1azy§1,ir1lshr.,
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6. Registration and Issuance of Senior Citizen ID Card and
Purchase Booklet

ABOUT THE SERVICE

Under R.A. 9257, a Senior Citizen shall avail of the various benefits and privileges provided he/she
must have a Senior Citizen Identification Card. A Senior Citizen ID Card together with a purchase
Booklet should be presented when purchasing medicine, food commodities and other items to avail
of discounts. These benefits are the following:

¢ Free medical/dental/diagnostic and laboratory fess in all government facilities

e 20% discount in Hotels, Recreation Center and Funeral Parlor

e 20 % discount in Basic Commaodities

e 20% discount in Theaters, Cinema Houses and Concert Halls, etc.

e 20% discount on Medical and Dental Services, Diagnostic and Laboratory fees in Private
facilities

e 20% discount in fare for Air, Sea Travel and Public Transportation

Office or Division: City Social Welfare and Development Office
Classification: Simple
Type of Transaction: G2C
Who may avail: Senior Citizens
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Barangay Certificate of Residency e Barangay Hall
e Cedula e City Treasurer’s office
¢ Valid ID with Date of Birth/Birth e Local Civil Registrar
Certificate/Baptismal Certificate
e 3 pcs 1x1 picture e c/o Client
e Application Form e CSWD Office
FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Receiving and
1. Registration logging in of clients. PHOEBUS
Initial interview for 2 minut PELAYO
Register your name on client’s needs and refer utes Admin Aide |
the logbook to the assigned office (Casual Laborer 1)
staff
2. Get and fill-up the None

Application Form /

Requirements 2. Assist client in filling- ERNA BOMPAT
Applicant fills up out of application form 8 minutes Social Welfare Aide
application form provided
by CSWD Office.
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3. Assessment of

Submitted
Documents

CSWD Staff-in charge

3. Assess and

Evaluate submitted 5 minutes
assesses the applicant / | documents
application form together ERNA BOMPAT
with the required Social Welfare Aide
documents
4. |Issuance of .
4. Preparation and
OSCA releasing of Senior
ID/Booklets and - ,g 5 minutes
Citizen’s ID and
Purchase
Purchase Booklet
Booklets
Total: None 20 minutes
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7. Provision of Assistive Devices

ABOUT THE SERVICE

The government shall provide services for rehabilitation and self -development of Senior Citizens and
Persons with Disability through provision of assistive devices for their accessibility and integration into
the mainstream of society and for other purposes.

Office or Division:

City Social Welfare and Development Office

Classification:

Simple

Type of Transaction:

G2C

Who may avalil:

Senior Citizens and Persons with Disability

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

¢ Medical certificate (stating client/ patient condition

and recommendation for the use of assistive

device)

e Certificate of Residency

City Health office / attending
physician

Barangay Hall

[}
e Photocopy of PWD/OSCA ID Card/ Valid ID e c/o client
e 2 pcs. whole body picture e c/o client
o Letteraddressed to the City Mayor e c/o client
FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Receiving and
1. Registration logging in of clients. PHOEBUS
Initial interview for > minut PELAYO
Register your name on client’s needs and refer MINUTES Admin. Aide |
the logbook to the assigned office (Casual Laborer )
staff
2. Getlist of
Requirements 2. Give copyl/list of
Applicant getsa copy/list ;%qptfilcr:nmtents o N 3 minutes
of requirements to be one
complied JASTEEN
_ CAUNTOD
3. Subn_mtted 3. Accept required Social Welfare Aide
Requirements documents for .
checking and S minutes
Applicant submit required lidati
documents validation
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4. Assessment and

4. Assess and

Interview interview applicant; JASTEEN
once qualified . CAUNTOD
In-charge conducts documents will be 15 minutes | o ial Welfare Aide
interview to assess the forwarded to the City
client’s need Mayor for approval
: 5. Releasing of assistive JOHN RYAN
2 ca;;?s,ri]stlir:/%%fevice device in respective 4 hours PEREZ
barangays every Friday Staff in-charge
Total: None 4mhirnsu'iezs5
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8. Application for Social Pension for Indigent Senior Citizen

ABOUT THE SERVICE

Granting additional benefits and privileges to Senior Citizens. This is a monthly stipend of P 1,000.00
given every quarter or semester to qualified Senior Citizens to help augment for their daily subsistence

and other medical needs.

Office or Division:

City Social Welfare and Development Office

Classification:

Simple

Type of Transaction:

G2C

Who may avail:

Indigent Senior Citizens

CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE

o Certificate of Indigency (stating the applicant’s e Barangay Hall

status- economic & health; certifying that he/she is
not a receiving any kind of pension)

e Photocopy of OSCA ID e c/o client
e Social Pension Intake Sheet e CSWD Office
FEESTO | PROCESSIN PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID G TIME RESPONSIBLE
1. Receiving and
1. Registration logging in of clients. PHOEBUS
Initial interview for , PELAYO
Register your name on the client’s needs and 2 minutes Admin. Aide |
logbook refer to the assigned (Casual Laborer )
office staff
2. Get and fill-up the
Application Form /
Requirements 2. Give application 3 mi
, : . form to applicants minutes
Applicant fills out application
form provided by the CSWD None
P
Office _ JASTEEN
3. Submit filled up CAUNTOD
application form Social Welfare Aide
with required
documents 3. Accept and
Applicant submit application gvaluate rtequwed S minutes
form together with the ocuments
required documents at
CSWD Office
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4. Assessment and
Interview

4. Assess and interview
the applicant; once

qualified the applicant’s JASTEEN
In-charge conduct initial name will be encoded 10 minutes CAUNTOD
interview to assess the as waitlisted subject for Social Welfare Aide
qualifications of the final validation of
) eligibility by the DSWD

applicant FOB.

Total: None 20 minutes
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9. Securing Membership in Senior Citizens Organization (FSCAP-

Victorias)

ABOUT THE SERVICE

An organized group of Senior Citizens that serve as the focal point of Barangay Organization for
Senior Citizen. It will give them access to camaraderie and belongingness with common goal for the
development and contribution of their sector to the community and the government.

Office or Division:

City Social Welfare and Development Office

Classification:

Simple

Type of Transaction:

G2C

Who may avalil:

Senior Citizens

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

e Senior Citizen ID Card

e Application Form

e CSWD Office
e Federation of Senior Citizens Affairs Office

(Senior Citizen Pavilion)

FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Receiving and
1. Registration logging in of clients. PHOEBUS
Initial interview for 2 minutes PELAYO
Register your name on client’s needs and refer Admin. Aide |
the logbook to the assigned office (Casual Laborer I)
staff
2. Secure copy of
membership form
Request fora copy of on.rIanrowde membership 3 minutes
membership form /
roster form and fill up None
required information
3. Referral to éﬁﬁﬂ.ﬁ_g’;
Respective . .
FSCAP- Social Welfare Aide
Barangay Level 3. Refer and
You will be referred to E%%ﬂgaézg::gay 10 minutes
FSCAP-Barangay Level Level
for submission of your
application form and
requirements.
Total: None 15 minutes
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10. Availing of Services for Victims or Affected by Disaster/Calamity
ABOUT THE SERVICE

The City Social Welfare and Development Office (CSWDO) pro-actively provides assistance to
individual and families who are victims of natural or man-made calamities such as typhoons, floods,
fire and etc. The program provides services for the following:

- Provision of relief assistance

- Provision of financial/housing materials for the restoration of damaged/destroyed houses

- Counseling/stress debriefing for individuals and families who have been emotionally and
psychologically affected by the disaster

- Food for work

The Office also facilitates the provision of financial assistance from national government offices (e.g.
Department of Social Welfare and Development, Office of Defense) and other agencies to victims.

Office or Division: City Social Welfare and Development Office
Classification: Complex
Type of Transaction: G2C
Who may avail: Victims of Calamities and Disaster
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Barangay Certification of Residency e Barangay Hall
e Barangay or Police Blotter or Certification from e Barangay Hall/PNP/Bureau of Fire
the Bureau of Fire Protection
e Picture of Incidence e Place of Incident
¢ Incident Report from CDRRMO e City Disaster Risk Reduction and
Management Office (CDRRMO)
e Photocopy of Valid ID e c/o Client
AGENCY FEESTO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Receive and
logging in of
1. Registration cIi%ng\tsg
. Initial interview for i PHOEBUS RELAYO
Register your name on client's needs and None 2 minutes Admin. Aide |
the logbook and submit refer to the (Casual Laborer )
requirements. assigned office
staff.
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2. Interview and
Assessment

A CSWD Staffin-charge

2. Assessment of
client’s needs and

will interview/assess your \éalidationt O/f
needs and inform you to ocuments _ MYLA DAWATAN
wait for notification of requirements 30 minutes Admin. Officer Il
release of assistance at | submitted.
City Treasurer’s Office (FaCilii_ﬁate release ARMIE DELA CRUZ
(CTO). of family food Youth Development
(You will also be given packs) Assistant
family food packs after
the interview). CARENBURO
: Staff in-charge
3. Preparation of g.olziraelpg;astclaon of
Assessment Report
Summary Report or 3 days
A CSWD Staff in-charge will Form 200 with
prepare assessment report. | COMPplete pertinent
documents
4. Processing of
CSWD staff in-charge | Payrollivouicher o 2 days PALASOL
prepare all pertinent e forwarded to Staff in-charge
documents for processing | Finance Offices
of payroll/voucher.
5. Release of 5. Assist and guide
Assistance the client for
releasing of 8 minutes ERNA BOMPAT
Once assistance is ready, | assistance at the Social Welfare Aide
employee in-charge will City Treasurer’s
notify client. Office (CTO).
Total: None 5 days, 40
mins.

405

The Victorias City Citizen’s Charter - A GUIDEBOOK ON CITY GOVERNMENT SERVICES




11. Securing a Certificate of Indigency

ABOUT THE SERVICE

A Certificate of Indigency is required to access free services from government hospitals / institutions;
scholarship program in GO’s; other agency such as Local Civil Registrar’s Office (LCR) for exemption
of filing fee under R.A 9255-correction of Live Birth Certificate; Public Attorney’s Office (PAO)/
Department of Justice (DOJ) for exemption from docket fees, transcript of stenographic notes, other
court fees and free legal assistance to indigents.

Office or Division:

City Social Welfare and Development Office

Classification:

Simple

Type of Transaction:

G2C

Who may avail:

Indigent Individual/Family

CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Barangay Certification of Indigency e Barangay
e Pantawid ID Card (if beneficiary) e c/o Client
FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
. . 1. Receiving and
1. Registration logging in of clients. PHOEBUS
. Initial interview for . PELAYO
Wr:tiggugfqﬁ:e.:.?%:]h: client’s needs and 2 minutes Admin. Aide |
purp vist refer to the assigned (Casual Laborer 1)
client logbook. .
office staff
2. Interview
. _ _ KERRBOARD
You will be interviewed by CERBO
CSWDO personnel to get Admin. Aide |
pertinent information. The - (Casual Laborer [))
results of the interview are | 2 Merview and None 20 minutes
. . : assessmenttoclient . ,
written in an intake sheet. (in absence of in-
charge you may
You may be required to approach any of
draw a sketch of your the following staff:
residence for home visits. RICKY
LAPIDANTE JR,
3. Home Visit RSW/ AIREEN
3. Conducthome GRACE GAZO,
- , o 2 hours
Home visit follows, if visit RSW)
necessary.
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“CPILIPINGS

KERRBOARD

4. Preparation of

CERBO
Admin. Aide |
(Casual Laborer I)

Certificate . :
. (in absence of in-
4. Prepare Certificate .
CSWDO staff prepares 2 | of Indigency 15 minutes a chr%rgfhy;)# r(r)l?t);]e
copies of the Certificate of p?o” owing ; aff
Indigency. RICKY LAPIDANTE
JR, RSW/ AIREEN
GRACE GAZO,
RSW)
5. Approval and
Release of .
Certificate 2@52&5 a?fgcs‘fén JOY S. REUNIR
the Certificate of 10 minutes City Social Welfare
CSWDO Chief approves Indigenc & Dev't. Officer
the certificate. You are gency
then, given your copy.
Total: None 2 hrs., 47 mins
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12. Securing a Membership with Pag-asa Youth Association of the
Philippines (PYAP)

ABOUT THE SERVICE

A comprehensive package of services for the out-of-school and other disadvantaged youth who are
15-30 years old and single. It promotes the total development of the youth to become self -reliant,
economically productive and socially responsible citizens. Service coverage are the following:

e Capability Building Project

e Trainings and Seminars

e Immersion Outreach Program

Office or Division: City Social Welfare and Development Office
Classification: Simple
Type of Transaction: G2C
Who may avail: Youth Sector
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE

e Membership Form
e 15-30years old, single . Ci ,

) . . City Social Welfare and
Either out-of-school youth, in-school youth, working .
youth and disadvantaged youth (exploited, abused Development (CSWD) Office
or with disabilities)

FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Receiving and
1. Registration logging in of clients. PHOEBUS
Initial interview for 2 minutes PELAYO
Register your name on the client’s needs and Admin. Aide |
logbook refer to assigned (Casual Laborer )
office staff
2. Secure copy of
membership form 2 Provide _
. 3 minutes
membership form None
Request for a copy of RICKY
membership form LAPIDANTE JR..
. RSW
3. Referral to Respective .
PYAP-Barangay Level Social Welfare
. 3. Refer and Officer |
You will be referred to coordinate with
PYAR-Bgrangay Level for PYAP Barangay 10 minutes
submission of your
Lo Level
application form and
requirements.
Total: None 15 minutes
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ABOUT THE SERVICE

An orientation and counseling for couples applying for marriage license has been instituted and
designed to provide pre-marriage couples with a realistic overview of what marriage is all about. It is
conducted every Wednesday.

Presidential Decree 965, the 1987 Family Code of the Philippines, the Local Government Code, and
the Responsible Parenthood and Reproductive Health (RPHP) Law, all couples applying for a
marriage license in the Philippines are required to attend the Pre-Marriage and Counseling (PMOC)
session before they can be issued a license.

Office or Division: City Social Welfare and Development Office
Classification: Simple
Type of Transaction: G2C
Who may avail: Would-be Couple
FEESTO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Receiving and
logging in of clients
1. Registration and initial interview
for client’s needs and
Applicant fills-up refer to the assigned PHOA%BL.JSEEL'IA‘YO
application form and | office staff 10 minutes (Casmrglnl;ablo?er )
Marriage Expectation
Inventory (MEI) Form | Provide PMC
Application form and
Marriage Expectation
Inventory (MEI) Form
RICKY LAPIDANTE,
2. Seminar/ JR., RSW
Orientation Social Welfare Officer |
Proper None Pre-Marriage Counselor
' db I 4 hours AIREEN GRACE
All would be couple ) GAZO, RSW
will u_ndergo_Pre- _ i‘)nzll\jlgc (;—lfia:r:?at\ilcv)l:: Pre-Marriage Counselor
I(\{l:,?vrlr(l;ge Orientation and Counseling RYJEN MAE
DEMEGILLO, RSW
Social Welfare Officer I/
Couples aged 18-25 3 hours Pre-Marriage Counselor
38’/6 os‘s’:‘i’g'nh:r‘]’%fe”_"ther JOJI LUCES, RSW
. . Pre-Marriage Counselor
Marriage Counseling
(PMC) JOAN DEMETILLO
Pre-Marriage Counselor
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3. Preparation of
Certificate

Certificate for would be
couple are prepared

3. Preparation of
PMOC Certificates

10 minutes

4. Preparation of
Certificate

Applicant get certificate
issued by CSWD
Personnel for attending
the seminar.

4. Releasing of
PMOC certificate

5 minutes

KERRBOARD
CERBO

Admin. Aide | (Casual
Laborer 1)

Total:

None

7 hrs., 25 mins.
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14. Availing of Day Care Service

ABOUT THE SERVICE

Provision of supplemental parental care to children ages 2-4 years old who maybe neglected,
potentially abused, exploited or abandoned during part of the day when parents cannot attend to their

needs.
Office or Division: City Social Welfare and Development Office
Classification: Simple
Type of Transaction: G2C
Who may avalil: Children

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

e Photocopy of birth certificate (PSA)
e Photocopy of growth monitoring chart and

immunization card

City Registrar’s Office
City/Barangay Health Office

CLIENT STEPS AGENCY ACTIONs | F255 10 | PROCESSING | BERSOR =
1. Registration 1. Register
. information of .
(Parent/guardian tocome . 5 minutes
at Child Development Céthirgg?]SParents/
Center in their Barangay)
2. Applicants submit
) requirements of a
2. Smellt child at their 5 minutes
Requirements respective Child
Development Center Child Development
3. Conduct _ Worker (assigned
assessment of child None per barangay)
upon entry
Once qualified,
3. Assessment and administer ECCD
Interview checklist of a child. 30 minutes
Parent/guardian
then be instructed
and oriented of the
ECCD Program
Total: None 40 minutes
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15. Availing of Supplementary Feeding Program to Daycare Children

ABOUT THE SERVICE

Provision of food in addition to the regular meals of identified beneficiaries. This is in the form of
hot meal/ non-rice alternative to be served during break/snack time.

Office or Division:

City Social Welfare and Development Office

Classification:

Simple

Type of Transaction:

G2C

Who may avalil:

2-4 years old children

FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
. 1. Conduct weighing
1. We!ghlng of to get the nutritional 5 minutes
Children .
status of children
Child
2. Releasing of one 2. Children receives Pevpopment
hot meal a day as "o hot meal a d 5 minutes Worker
scheduled one hotmeal a aay (assigned per
barangay)
3. Monitor the : None
Nutritional Status 3t' Lthda':ce Vr\]'%ghed 5 minutes
of children monthly status ot chiidren
4. Conduct Nutrition Child Development
Education/Parents | 4. Home visitation/ Worker (assigned
Effectiveness interview with 30 minutes per barangay)
Service/ parents or Barangay
counseling Nutrition Scholar
Total: None 45 minutes
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16. Registration and Granting of Permit to Operate of Child Development
Centers/ Learning Centers

ABOUT THE SERVICE

The Registration and Granting of Permit to Public and Private Child Development Centers (CDC)
/Learning Centers is a mechanism to ensure that young children are provided access to quality
services in health, nutrition and early learning in a safe and inclusive environment moreover, an
instrument for the transformation of quality services in early childhood care, development and
education.

Office or Division: City Social Welfare and Development Office
Classification: Highly Technical
Type of G2C
Who may avail: Punong Barangay (Public CDC), Administrator/Principal/Director
(Private CDC/LC)
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
- Photocopy of SEC Registration e c/o Client

- Profile of the Center that describes its location,
ownership and the goals and objectives and
program(s) to be offered

- Descriptions with pictures of the lot size, indoor
and outdoor area, number of
buildings/classrooms, facilities, equipment and
constructional materials.

- Number of young children to be served, list of
teachers, names of administration/principal/
director and other staff.

- Specificinformation about the center
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CLIENT STEPS AGENCY ACTIONS FEEF?A-II-S BE PRO(-:FIIE@ESING REISDIECF;I?gIgLE
) ) 1. Logging in of client.

1. Registration Initial interview for PIID_IECI)_EA%%S
Register your name client’s needs a_nd 2 minutes Admin. Aide |
on the logbook. ref_er to the assigned (Casual Laborer I)

office staff
2. In-charge will
2. Secure provide registration
application for form and will ask you
registration. to fill-out and complete
the information
Applicant to fill out needed. None
registration form _ _ JOAN
charge. (Public and Requirements for 10 minutes Day Care Worker |
Private Child permit to operate will
Development Centers/| be discussed.
Learning Centers shall _
undertake registration | For public CDC/LC:
six (6) months before | Information on the
offering any early essential elements of
childhood programs) | the center will be
asked
3. In-charge will check
3. Submit and evaluate the
documents for | submitted documents
Permitto and you will be asked to| p 250 g 15 minutes
Operate (for pay the inspection fee
private CDC/LC) | at the City Treasurer’'s
Office JOAN
4. Conduct of DEMETILLO
visit/ inspection Day Care Worker Il
Expect a visit/ 4. In-charge will 1 month
inspection of CDC/LC | conduct inspection to mon
(4 weeks)

after a month of filing
application for Permit
to Operate

determine compliance
of requirements.
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5. CSWD Officer will
submit Report of

5. Preparation of : , JOY S. REUNIR
Inspection :\lezpectflon. to the City 1 week City Social Welfare
Report yortorissuance & Dev'’t. Officer

or non-issuance of
permit to operate

6. Granting of
Permit to
Operate 6. In-charge will notify

the applicant and
Comply with all release Certificate to
requirements: Operate None
Certificate to Operate
for three (3) years In-charge will notify JOAN
issued to CDC/LC. and release letter to

comply requirements 1 day DEMETILLO

X Day Care Worker I

with report of
Failure to comply inspection attached.
with requirements: The center is given 5
Temporary Permit months to one year
Operate for one year | to comply with the
issued and CDC/LC | lacking requirements
must comply with
lacking requirements.

) 5 weeks, 1 day,
Total: | P 250.00 27 Mins
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17. Availing of Endorsement Certificate for Universal Health Care
(PhilHealth)

ABOUT THE SERVICE

Issuance of endorsement certificate for outright membership to PhilHealth Program under Universal
Health Care Service. It is an integrated and comprehensive approach to ensure that all Filipinos are
health literate, provided with healthy living conditions and protected from hazards and risks that could
affect their health.

Ensure that all Filipinos are guaranteed equitable access to quality and affordable health care
goods and services and protected against financial risk.

Office or Division: City Social Welfare and Development Office
Classification: Simple
Type of Transaction: G2C
Who may avail: Head of the Family
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Barangay Certificate of Indigency/Residency e Respective Barangay Hall
e ValidID e c/o Client
e Birth Certific_ate . _ o City Civil Registrar Office
e Temporary live birth of new born child e City Health Office/Hospital/Lying-in
Clinic
e Marriage Contract ¢ City Civil Registrar Office
FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE

1. Registration 1. Receiving and

logging in of clients. PHOEBUS
. Initial interview for : PELAYO
Ezgllséiroﬁiu;n%azjirﬁﬂ client’s needs gnd 2 minutes Admin. Aide |
requirement refer to the assigned (Casual Laborer 1)
equirements. office staff
2. Submit
requirements 2. Accept and KEEEE(E?CA)RD
Applicants submit evaluate required None 3 minutes Admin. Aide |
: ts at CSWD documents min. Alde
requirements a (Casual Laborer )
office
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3. Assessment and

Interview 3. Assess and
Implementer conducts interview applicant for 10 minutes
interview to assessthe | €ligibility
needs of the client
KERRBOARD
4. Releasing of CERBO
Endorsement Admin. Aide | (Casual
Laborer )
You will be advised to 4. Release
submit the endorsement | endorsement 5 minutes
to PhilHealth Office certificate
together with the
required documents for
membership.
Total: None 20 minutes
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16. Availing of ERPAT Membership
ABOUT THE SERVICE

ERPAT is an organization of fathers that served as strategy to address the problem of fathers not
attending Parenting Effectiveness Service (PES) and to address prevention of domestic violence. Itis
a service that gives importance on the knowledge, attitudes and skills of father in performing parental
roles and responsibilities.

Office or Division: City Social Welfare and Development Office
Classification: Simple
Type of Transaction: G2C
Who may avail: Fathers
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Membership form e CSWD Office
FEESTO | PROCESSIN PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID G TIME RESPONSIBLE
1. Receiving and

1. Registration logging in of clients.

_ Initial interview for 2 minutes PHOAIZB.USEEL;A‘YO
Register your name on client’s needs and (CaSLTe{Ir]Lat;o(reer N
the logbook refer to the assigned

office staff
2. Getand fill-up the
application Form 2. Assist client in
Applicant fills up ;glrl:;g up application 3 minutes
application form provided
by CSWD Office
3. Submit filled-out
application form KERRBOARD
CERBO
Submit filled-out None Admin. Aide |
membership form to (Casual Laborer 1)
office-in-charge. 3. Assess and
_ evaluate submitted 5 minutes
respective ERPAT-
barangay level and will
undergo an orientation as
scheduled
Total: None 10 minutes
418

The Victorias City

Citizen’s Charter - A GUIDEBOOK ON CITY GOVERNMENT SERVICES




17. Availing of Additional Benefits to Senior Citizens (Age Longevity)

ABOUT THE SERVICE

A program that will provide cash grants to qualified senior citizens aged 80 - 100 years old. This will
honor the important contributing factors of elderly people in molding each person, family and
community in the sense of development and continued progress.

Office or Division: City Social Welfare and Development Office
Classification: Simple
Type of Transaction: G2C
Who may avail: Senior Citizens
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE
e Application Form e CSWD Office
e Local Copy of Certificate of Live Birth, in case of e c/o Client

late registration, an affidavit of two (2)
disinterested person is required; and/or Local
Certificate of Marriage, in case of late
registration, an affidavit of two (2) disinterested
person is required; and/or Certificate of Baptism
with page, book and entry number

e OSCA-Senior Citizen ID e c/o Client
e 2 pcs. Whole body picture e c/o Client
e Certificate of Residency (stating the number of e Barangay Hall

years as a resident)
e Certificate of Eligibility (issued by the CSWD

Office to qualified applicant; after * CSWD Office
assessment/review of submitted documents)
FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Registration 1. Receiving and
) logging in of clients. PHOEBUS
. Initial interview for . PELAYO
E)eglgéirgr?grsﬁmieton the client’s needs and None 2 minutes Admin. Aide |
reguirements refer to the assigned (Casual Laborer I)
9 ' office staff
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2. Get application
form and securing
of requirements

2. Giving of
application

form and explaining 10 minutes
ASSigned staff will give the requirements
application for to the needed
applicant.
3. Submission of 3. S_taff in charge
application form review, assess and ARVIE
and requirements | validate the 10 minutes BRILLANTES
_ _ o requirements Social Welfare
Clients submit application | submitted by the Aide
form and requirements. applicant
4. Preparation of
Certificate of 4. Preparation of
Eligibility Certificate of
. Eligibility with its 5 minutes
Assigned staff prepares corresponding
the Certificate of Eligibility | attachments
for qualified beneficiary
5. Approval of
Certificate of 5. CSWD Officer JOYFFjng\J/NIR’
Eligibility approves the 5 minutes Citv Social
_ Certificate of Y ,
CSWD Officer approves Eligibility Welfare_& Dev't.
the certificate Officer
6. City Treasurer Every first week
6. Releasing of cash Office release the of October : ,
grant cash grant to during Elderly City Tga%failcs:grers
qualified senior Filipino Week
citizens Celebration
Total: None 32 minutes
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18. Minor Traveling Abroad Clearance

ABOUT THE SERVICE

The City Social Welfare and Development Office (CSWDO) assist and guide clients in processing
clearance for Minor Travel Abroad (MTA) requirements in ensuring their safety during their travel.

Office or Division: City Social Welfare and Development Office
Classification: Simple
Type of Transaction: G2C
Who may avail: Minor Travelling Abroad
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE

e Duly Accomplished Application Form.

e Birth Certificate of Minor/s (PSA photocopy).

e Marriage Contract of Minor/s parents.

- Certificate of No Marriage (CENOMAR) of
mother if not married.

o Notarized Affidavit of Support and Consent
of both parents with Special Power of
Attorney (attached: Valid ID-Photocopy).

- Affidavit of Consent and Support from e Any Law Offices
the Philippine Embassy signed by the Consul
(If parents are working abroad).

- Written Consent if the father is a

seafarer witnesses by officer.

- Death Certificate (PSA copy) in case

of deceased parent.

e Any proof of income such as: Income e c/o Client
Tax Return, Employment Contract or
Certificate of Employment or Bank Certificate.

e CSWDO Office;
e Philippine Statistic Authority (PSA)
e Philippine Statistic Authority (PSA

e Passport of Travelling companion (photocopy). e c/o Client

e Colored pictures of minor/s (2pcs. Passport) e c/o Client
Recent photo taken within 6 months.

e Processing Fee of Php 300.00 for 1 year e c/o Client

and Php 600.00 for 2 years.

Note: Waiver of parent minor traveling alone
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Additional Requirements for Minor/s under Special

Circumstances

Migrating to another country

- Visa petition approval

Minor who will study abroad

- Acceptance or certificate of enrollment or

registration from the school
Who will attend conference, study tours,
Competition, Student Exchange Program,
Summer Camp, Pilgrimage, World Youth Day,
and other related activities

- Certification from sponsoring organization

- Affidavit of undertaking of companion
indicating the safety measures
undertaking by the sports agency (for
sports competition)

- Signed invitation from the sponsoring
agency/ organization abroad with itinerary
of travel and list of participants and
duration of the activity/ travel

Minor going abroad for medical purposes

- Medical Abstract of the Minor

- Recommendation from the attending
physician

Minor under Foster Care

- Notarized affidavit of Undertaking by the
Foster Parents

- Notarized affidavit of Consent from the
RACCO

- Photocopy of Foster Placement Authority;
(original copy to be attached for
verification)

- Photocopy of Foster Care License of the
family; (original copy to be attached for
verification)

- DSWD Certification of Child Legally
available for adoption

- Return ticket/s

Minor Under Legal Guardianship

- Certified true copy of Court Order on Legal

Guardianship

e Bureau of Immigration Philippines

e From school where the child will be
studying

e Sponsor/s

e Attending Physician

¢ Regional Alternative Child Care
Office

e Any Law Offices

422

The Victorias City Citizen’s Charter - A GUIDEBOOK ON CITY GOVERNMENT SERVICES




e For minor/s whose parent/s are seafarers
e Certification for manning agency attesting
that the seaman is on board under agency’s
vessel.
e Photocopy of seaman’s Book
e Abandoned minor with alleged missing
parent, if parents are married
e Social Case Study Report executed by a .
license social worker of the LGU
e Blotter report from either local police or o
Brgy. Certification from the locally or last
known address of the alleged missing

e One (1) return registered mail to the last
known address of the alleged missing
parent(s) or known relative(s).

e /o client

City Social Welfare and
Development Office

PNP or Barangay

FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Registration 1. R_ecel_vmg a.”d
logging in of clients. PHOEBUS
. Initial interview for . PELAYO
IRegblstiryr?(thr ninn:ieton the client’s needs and 2 minutes Admin. Aide |
rzg ?'Zmaentssu refer to the assigned (Casual Laborer )
qui ' office
2. Interview and
Assessment 2. Assessment of
client’'s needs on how .
A CSWD Staffin-charge | to secure None 20 minutes
will interview you and requirements RYJEN MAE
assesses your needs. DEMEGILLO,
3. Refer and guide _RSW
clients for submission Social Welfare
3. Refer client to of documents at Officert
DSWD Field Office | PSWD Field Office 5 minutes
VI VI and issuance of
Minor Travelling
Abroad (MTA)
Certificate
Total: None 27 minutes
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20. Securing Membership with PWD Organization (PWSN-VCC Inc.)

ABOUT THE SERVICE

An organized group of Persons with Disability from all Barangays in
Victorias City that helps reduce social exclusion of PWDs and

promote integration of disabled persons in the society.

PDAO

ICTORIAS CITY PUBLIC SAFETY AND
COMMAND CENTER

JOVER STREET

AAYQMES

Office or Division:

City Social Welfare and Development
Office - Person w/ Disability Affairs

Classification:

Simple

Type of Transaction:

G2C

For more

Who may avail:

Personswith Disability

BARBECUE PLAZA

Information, please

PERSON WITH DISABILITY AFFAIRS OFFICE

contact

Person with Disability Affairs Office
Telephone Number: (034) 399-3258

CHECKLIST OF REQUIREMENT(S)

WHERE TO SECURE

e Persons with Disability aged 0-59 years old

¢ Persons with Disability Affairs Office

¢ Application Form (PDAO)
FEES TO BE| PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS PAID TIME RESPONSIBLE
1. Receiving and
1. Registration logging in of clients. FEBE
Initial interview for ,
Register your name on client’s needs and 2 minutes Sl\{lg‘%ggrlége
the logbook refer to the assigned
office staff
2. Secure copy of
membership form
2. Provide .
Request fo_r a copy of membership form 10 minutes
membership form and
fill up required None
information
FRANCIS
3. Referral to PABALATE
Respective Staff in-charge
PWSN-Barangay
Level 2. Refer and
coordinate with 10 minutes
You will be referred to PWSN-Barangay
PWSN-Barangay Level Level
for submission of your
application and
requirements
Total: None 22 minutes
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21. Registration and Issuance of Persons with
Disability (PWD) ID Card and Purchase Booklet

ABOUT THE SERVICE

WICTORIAS CITY PUBLIC SAFETY
COMMAND CENTER
PDAO

Special privileges and discounts are given to bonafide PWDs in the
City in accordance with RA 9442. PWDs can avail of the benefits
provided he/she must have a Privilege Identification Card. A PWD
ID together with the Purchase Booklet should be presented when BARBECUE PLAZA
purchasing medicine and food commodities to avail of discounts.
Other benefits provided are the following:

JOVER STREET

AAYQMES

PERSON WITH DISABILITY AFFAIRS OFFICE

Far more Information, please contact

- Free medical/dental/diagnostic and laboratory fees in all pason with Dbty Afs Offce
government facilities; S

- 20% discount in Hotels, Recreation Center and Funeral Parlor;

- 20% discount in Theaters, Cinema Houses and Concert Halls, etc.;

- 20% discount on Medical and Dental Services;

- Diagnostic and Laboratory fees in Private facilities;

- 20% discount in fare for Air, Sea Travel and Public Transportation;

- 5 % discount in basic commodities

Office or Division: City Social Welfare and Development Office - Person w/ Disability
Affairs Office
Classification: Simple
Type of Transaction: G2C
Who may avail: Persons with Disabilities
CHECKLIST OF REQUIREMENT(S) WHERE TO SECURE

3 pcs. “1X17 1D Pictures

Barangay Certificate of Residency
Medical Certificate/Certificate of Disability
Application Form

c/o Client

Barangay Hall

City Health Office

Person with Disability Affairs Office
(PDAO)
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FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Receiving and
1. Registration logging in of clients.
Register your name on Initial interview for 2 minut
the logbook& submit client’s needs and refer utes
requirements. to the assigned office
staff
2. Get and fill up the
application form /
requirements 2. Assist client in filling .
up of application form 10 minutes
Applicant fills up
application form provided
by PDAO
3. Assessment of
submitted
documents | FEBE
oW st ncrarge | Check o vt
assesses the applicant / aftin-charge
application form together None
with the required
documents
4. Assessmentand
Interview
In charge conducts 4 As§ess anq 10 minutes
. : interview applicant
interview to assess the
needs of the Person with
Disability (PWD).
5. Issuance of PWD | 5. Releasing of PWD ID 1 hour
ID and Purchased Booklet
Total: None 1 hr., 30 mins.
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LEGAL SERVICES
External Service
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1. Drafting and Notarization of Affidavits and Other Legal Documents

ABOUT THE SERVICE

The City Legal Office (CLO) provides legal services such as
drafting of affidavits, deeds, and other legal instruments. Free

OSMENA AVENUE

ASCALON STREET

CITY PUBLIC PLAZA |

2/F City Hall
CITY LEGAL OFFICE /8

N

notarization is provided to government employees, 4PS |3 5
beneficiaries, senior citizens, farmers, and fisherfolks in the § e |12 AR SRS
marginalized sector. SE| 8
Office or Division: City Legal Office W
Classification: Complex
Type Of TransaCtiOn: G2C,GZB,G2G :‘:wrg:&r:ei;\::)n;'aizzn, please contact: Atty. Meddie S. Arbolado
Who may avail: All Tel. No: (034) 399-3375
AGENCY FEESTO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Present the Request A. Oath and
1. Legal Stﬁff Verification - )
Look for the assigned clerk :ecelvets the P200.00 5 minutes
and state your request. eques 8. Affidavit
. . . Affidavi
2. Interview/Preparation | 2. Legal staff and Oath - MARY JOY
of Document interviews clients 5300 00 BUATAG
' Admin. Asst. |
and gathers 5 minutes _
Provide necessary and information needed|c. Preparation (Bookbinder 1)
relevant data/information to in the preparation |and
the staff-in-charge of the document  |acknowledgm gg?fg;ﬁg
Document i contracts, or :
in'ﬁ[)se(r:lgcf:ket agreements: 3 minutes (Casual Laborer 1)
u * _
Have the prepared legal documents and *[S)ZQ q E]?ggl'go
document/s signed by the valid ID be Real and ’
legal respective affiant/s and .
submit the same to the staff- F\lecto rde|d|:\)|n t.h ? I(\:/lg?ttti o- 1%
in-charge for recording otarial Registry gage- 17
4 Notarizati f of the actual
D-ocu?n?arrﬁa one 4. City Legal amount of ATTY. MEDDIE
e - consideration )
Officer administers | ¢ he contract 10 minutes S. ARBJ%LADO’

Present the document to the
City Legal Officer for review
and notarization.

oath and signs the
documents.

or agreement,
but not less

City Legal Officer

428

The Victorias City Citizen’s Charter - A GUIDEBOOK ON CITY GOVERNMENT SERVICES




5. Issuance of Document

Receive/Claim the notarized
document and leave a file
copy with the assigned staff.

5. Legal staff
releases and
secures a copy of
the documents for
the office records.

than P500,
whichever is
higher

D. Deed of
Donation
(based on
Zonal Value of
the Property):
1% of the zonal
value of the
property, but
not less than
P500,
whichever is
higher

E. Contract of
Lease

1% of the
consideration
of the contract,
but not less
than P500,
whichever is
higher

F. Extra
Judicial
Settlement of
Estate &
Declaration of
Heirship

1% of the zonal
value of the
property, but
not less than
P500,
whichever is
higher

1to 5 days

MARY JOY
BUATAG
Admin. Asst. |
(Bookbinder IlI)

JIGOBRYAN

DE LA CRUZ
Admin. Aide |

(Casual Laborer I)

TOTAL:

Depending on

the document

as specified
above

23 mins. to
5 days
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2. Availing of Free Legal Counseling

ABOUT THE SERVICE

The City Legal Office (CLO) provides assistance to citizenry by offering free legal counseling.

Office or Division:

City Legal Office

Classification: Simple
Type of Transaction: G2C,G2B,G2G
Who may avail: All
FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Legal Staff
interviews the client
to gather facts and
information on the
1. Present the Case client’s concern/ KEZ"A(‘? JOY
inquiry and then Agri Tzchfl\olo ist
Look for the Staff in- schedules the client 10 minutes gri. 9
charge and wait to be for counseling MARY LOISE
interviewed regarding the MACAPAGAL
nature of the case. Legal Staff enters Legal Asst. I
the necessary '
details on the None
Counseling Form for
reference
2. Counseling Proper
proceed tothe office of | 5. Legal Officer ATTY. MEDDIE
e City Legal Officer who | : - .
will conduct an interview mterwewg the client 20 minutes S. ARBOLADO,
and render legal counsel and_ provides legal . JR. ,
on the case based on the advice. City Legal Officer
given facts and documents
presented.
Total: None 30 minutes
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3. Requesting a Written Legal Opinion

ABOUT THE SERVICE

The office renders legal opinion on the basis of a written query and given a particular set of facts.

Office or Division: City Legal Office
Classification: Complex
Type of Transaction: G2C,G2B,G2G
Who may avail: All
AGENCY FEESTO PROCESSING PERSON
CLIENT ST A ACTIONS BE PAID TIME RESPONSIBLE
1. Present the
Request 1. Legal staff KEZ;{?AJOY
receives the Agri. Technologist
Submit request for legal | request and 2 minutes gn g
op