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FOREWORD

Improving efficiency in the delivery of public services offers immeasurable
advantages, both to local governments and the public. Guided by the time-honored
principle of governance, “public office is a public trust”, the City Government has
always been at the forefront of iImproved public service delivery.

To be truly effective, government must be able to directly address the urgent
needs and wants of i3 amzeéns. 1hus, the Balanga Citizens Uharter serves as
manifestation of our firm commitment to professionalism in the bureaucracy. Qur
transformative journey towards excellence in public service institutionalized our
governance programs, with this Charter as one of the several measures we have
put in place to bring closer to the people critical government services,

As we blaze the path of towards our “Smart University Town" visian, this
guide book that provides more comprehensive details of the services being
rendered shall showcase meaningful governance for our people with the end of
serving them systematically, expeditiously and conveniently. In return, we
encourage all our stakeholders, specially the public we serve, to share feedbacks
that will enable us to enhance our service delivery system even more.

indeed, we have taken the strides with the city government’s continuing
efforts to cut red tape and prevent corruption practices in the bureaucracy, Yet, we
recognized that our journey Is still 3 fong way. Hence, we pledge to remain steadfast
in our resolve to provide ease and comfort that our constituents justly deserve!

34/—-

FRANCIS ANTHONY 5. GARCIA
Oty Mayor



Mandate

According to the Constitution of the Philippines, the local governments "shall enjoy local
autonomy”, and in  which the Philippine  president exercises  "general
supervision". Congress enacted the Local Government Code of the Philippines in 1991
to "provide for a more responsive and accountable local government structure instituted
through a system of decentralization with effective mechanisms of recall, initiative,
and referendum, allocate among the different local government units their powers,
responsibilities, and resources, and provide for the qualifications, election, appointment
and removal, term, salaries, powers and functions and duties of local officials, and all
other matters relating to the organization and operation of local units.

Vision

Balanga SMART University Town 2030: An Established Center for Global Technology
Businesses

Mission

Build a highly livable family-oriented city with strong learning atmosphere that will ensure
sustainable development and participatory governance.

Service Pledge

We, the servant leaders of the City Government of Balanga, pledge to:

Openly provide efficient public service to all clientele with integrity, impartiality and
professionalism;

Redress courteously and without delay our clients’ concerns about frontline services

Led by our capable and trusted officers and employees;

Dedicate our strengths and potentials in the performance of our sworn duties and
responsibilities; and

Commit ourselves to provide useful and comprehensive information guided and armed
by the

Locally-crafted Citizens’ Charter of the City of Balanga —

A document whose strong interest is to deliver a high level of public service...

Stable enough to achieve total development for the City whose

Social, political, economic, and academic structures are geared towards the attainment

of a Balanga SMART University Town 2030.

Inspired by the Divine Providence and excellent public ministry, all these we pledge!


https://en.wikipedia.org/wiki/Constitution_of_the_Philippines
https://en.wikipedia.org/wiki/Philippine_president
https://en.wikipedia.org/wiki/Congress_of_the_Philippines
https://en.wikipedia.org/wiki/Local_Government_Code_of_the_Philippines
https://en.wikipedia.org/wiki/Recall_election
https://en.wikipedia.org/wiki/Initiative
https://en.wikipedia.org/wiki/Referendum

V. List of Services

City Mayor’s Office External Services

. Ambulance Service

. Job Recommendations

. Medical & Health Care Endorsement
. Securing Civil Wedding

. Mayor's Clearance/Certificate of Tax Exemption
. Medicine Assistance

. Receiving of Documents

. Mayor’s Schedule

. Purchase Order for Gasoline
10.Documents for Signature of Mayor
11.Request of Meals
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City Mayor’s Office Internal Services
1. Contract of Service Honorarium

City Local Economic Enterprise Office External Services
1. Market Stall Application

2. Awarding of Market Stalls Contract

3. Securing Market Clearance / Certification

4. Conduct of Market Promotion Activities

City Vice Mayor Office Internal Services

1. Submission of Agenda via Electronic Mail
2. Submission of Draft Local Legislation
3. Submission of Requested Ordinances and Resolutions

City Accounting and Internal Audit Office Internal Services

1. Certifications (Net Take Home Pay, Premium Contributions,
Salaries and Benefits Received)

2. Clearance (Maternity Leave, Retiring Employees,
Foreign Travel, Personal Leave of Absence)
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City Accounting and Internal Audit Office External Services

1. Certifications (Fund Availability, Fund Utilization, No Previous Cash Advance, On-The 47
-Job Trainees, Other Certifications Required to Be Signed by the City Accountant)

2. Requests (Accounts Verification and Reconciliation & Certified Copies of 48
Various Documents)

City Administrator’s Office External Services 50
1. LibrengSakay Assistance Program to Manila 51
2. “Galing Balangueno” Incentives & Awards 52
3. External Logistical Assitance 54
City Administrator’s Office Internal Services 57
1. Policy & Administrative Issuances 58
2. Internal Logistical Assistance 60
3. Signing of Instruments (PRs, POs, DVs. Cheques, AFATSs, TOs, etc. 62
City Agriculture Office External Services 63
1. Issuance of Certifications (Cooperatives & Organization Good Standing, 64
Land Ownership, Tiller, Fishr/Rsbsa Registered)
2. Endorsement for Farmers ASSN. (Request for Farm Inputs, Equipment, 65
Farm Machineries and Other Post Harvest Facilities)
3. Request for Field Validation (Land Reclassification) 66
4. Registry System for Basic Sectors in Agriculture & Juan Mangingisda 68
5. Boat Registration (Boatr) 69
6. Application for Mayor’s Permit (Fishing Vessel) 70
7. Request for Technical Assistance (Extension Services) 71
8. Request for Agriculture Data 72
City Assessor’s Office External Services 74
1. Securing Owner’s Copy of Updated Transferred Tax Declaration 75
(Transfer of Ownership)
2. Consolidated and/or Subdivided Real Properties 78
3. Reclassification of Land 83
4. Securing Assessment for a New Building or Machinery 88
5. Securing Certifications on Tax Declaration, Property Holdings or 94
Non-Improvement, Certified True Copy
6. Cancelling, Revising or Correcting Assessments/Records 98
7. Annotating or Cancelling Loans or Mortgages on Tax Declarations 102
8. Verifying History or Real Property Tax Assessments or Tax Declarations 103



City Budget Office Internal Services

1. Certificate of Available Appropriation 106
2. Certified True Copy of Annual Budget 107
City Cooperative and Development Office External Services 108
1. Cooperative Organization and Registration 109

City Disaster Risk Reduction and Management Office External Services 111

1. Request for Trainings, Seminar and Workshop 112
2. Request for Fire, Search and Rescue Operations 113
3. Requesting for Official Documents (LDRRM Plan, LCCAP, Contingency Plan And 114

Other Related Drrm Documents)

City Economic Development and Investment Promotion Office 115
External Services

1. Application as Participant to Investbalanga Seminar 116
2. Request for Networking with Subject Matter Expert (SME) 118
3. Acceptance of Investbalanga Awards 119
4. Investment/ Business Inquiry: Franchising 121
5. Investment/ Business Inquiry: Lots or Spaces, Power and Water Rates, 123
And Data on Talent Supply
6. Inquiry City Investment Profile: Investment Kit 125
7. Application for Benefits in the Investment Code 127

City Education and Excellence Development Office External Services 129

1. Provision of School Data 130
2. Evaluation of Score Cards 131
City Engineering Office / Office of the Building Official 132
External Services

1. Building Permit 133
2. Occupancy Permit 140
3. Annual Inspection 146
4. Building Related Permit (Electrical, Repair, Fencing) 150
5. Building Related Permit (Other Accessory Permit) 155
6. Preparation of Program of Works (Barangay Fund) 165
7. Preparation of Budgetary Estimates 168



City Environment and Natural Resources Office External Services

1. Hauling of Trimmed/Cut Tree Branches and Yard Debris 172
2. Anti-Smoking Ordinance and Anti-Littering Ordinance 173
3. Quarry Sticker 175
4. Waste Disposal Permit 176
5. Certificate of No Objection/Endorsement Letter for Cutting, 178
Trimming or Earth-Balling of Trees
6. ESWM & Garbage Hauling Certificate 179
7. Grass Cutting& Hauling of Garbage 181
8. Inspection on Complaints Received 182
City General Services Office External Service 183
1. Request for Service Vehicle / Driver 184
2. Request for Chairs, Tents, Sound System, Stage, Tables and Other Logistical 191
Support Available in CGSO
3. Issuance of Property Acknowledgement Receipt (Par) 196
and Inventory Custodian Slip (ICS)
4. Issuance of Deliveries 197
5. Issuance of Property Return Slip (PRS) 200
6. Issuance of Clearance for Property Accountability 202
7. Repair and Maintenance 203
City Health Office External Services 206
1. Securing Sanitary Permit and Health Card 207
2. Securing a Medical/ Death / Medico Legal Certificate / Exhumation Permit 212
3. Availing Dental Services 216
4. Availing of Rabies Vaccine Services 220
5. Availing of Maternal Services 221
6. Availing of Normal Spontaneous Delivery and Newborn Care Services 222
7. Avaliling of Post-Partum Care Services 223
8. Tuberculosis Program 224
9. Family Planning Services 227
10. Control of Diabetes Mellitus 229
11. Availing of Laboratory Services (CBC, Platelet, Urinalysis, Fecalysis, 232
Blood Typing, Blood Sugar Monitoring, Sputum Examination, Blood
Chemistry and New Born Screening)
City Human Resources Management Office External Services 235
1. Recruitment, Selection and Placement Process 236
2. Recruitment, Selection and Placement Process 238



City Human Resources Management Office Internal Services 243

1. Advertised New Requested Positions (Job Order) 244
2. Job Order Payroll 245
3. LSB Non-Teaching Payroll 247
4. Leave Administration 249
5. Training and Development (Powerlunch) 250
6. Issuance of Certificate of Employment, Service Record, Leave Credits, 251
Authority to Travel and Other Certifications
7. Commutation of Terminal Leave 253
8. Monetization of Leave Credits 255
9. Approval of Employees GSIS Loan 257
10. Locator Slip Process 258
11.Issuance of Travel Order 259
12.Scholarship Contract 260
City Legal Office Internal Services 262
1. Legal Representation 263
2. Administrative Investigation 265
3. Investigation for Businesses 267
4. Process and Release of Action Documents 269
5. Legal Opinion and Advice 271
6. Contract and Document Review 272
7. Legal and Technical Writing 274
City Library Office External Services 277
1. Access to Library 278
2. Access to Books and Other Reading Materials 279
3. Library Card Application 280
4. Charging of Devices 281
City License Permit and Franchising Office External Services 282
1. Issuance of Business Permit (NEW) 283
2. Issuance of Business Permit (RENEW) 290
3. Payment of Semi-Annual and Quarterly of Business Tax 292
4. Renewal of for Motorized Tricycle Operator's Permit 293
5. Application for Dropping of Franchise (Change Owner and Change of Tricycle Unit) 296
6. Confiscated License 298
7. Application of Business Closure 300
8. Issuance of Certification (Overpayment) 302
9. Business Information Editing (Change Business Owner/Name/Location) 303
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10. Issuance of Certifications (Closure, No Business, No Record,

No payment, Renewed)
11.1ssuance of other Permits (Use of Plaza, Stage, Lights, Electricity and

LED Screen, Motorcade, Foot Parade, Recorida, and Other Group Activities)
12.Issuance of Occupational Permit

Local City Civil Registry Office External Services

. Registration of Birth and Marriage Certificates
. Requesting Certified True Copies of Civil Registry Documents (Birth,
Marriage, and Death Certificates) and Other Certifications
. Registration of Death Certificates
. Registration of Court Orders / Decrees and Requests of Annotated Record
. Registration of Legal Instruments / Legitimation of Natural Child
. Late Registration of Civil Registry Documents (Birth, Marriage and
Death Certificates)
. Applying for a Marriage License
. Registration of an Act Allowing the lllegitimate Child to Use the Surname
Of the Father (AUSF) Through R.A. 9255
9. Registration of Foundling / Abandoned Child
10. Requesting Endorsement of Civil Registry Documents (Birth, Marriage
And Death Certificates) to the Office for the Civil Registrar-General
11. Filing Petition for Correction of Clerical Error (CCE) and Change of
First Name (CFN) Through R.A. 9048 and Correction in the Entry in the
Date and/or Month in the Date of Birth and Sex/Gender of the Child
Through R.A. 10172
12. Requesting PSA Authenticated Copy of Civil Registry Documents (Birth,
Marriage, Death Certificates and CENOMAR) on Security Paper (SECPA)
Through BREQS Program
13. Registration of Out-Of-Town Report of Birth Certificate

N -
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City Management Information Service Office External Services

1. Printing & Releasing of PVC Id for Senior Citizen, Tricycle Operator and Other Id’s
2. Acknowledging Online Inquiries

3. Giving Out Copy of Pictures and Videos

4. Issuing Inspection, Repair and Evaluation Reports

5. Network Troubleshooting / Computer Repair

6. Airing Interviews Over Radio, TV and Social Media

City Management Information Service Office Internal Services

1. Creating Graphic Designs and Video Production
2. Processing of Documents
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3. Setting Up of Led/ Assigning Led Operator

City Planning and Development Office External Services 365
1. A. Securing Locational Clearance for Business Permit 366
1. B. Securing Certificate of Exemption for Business Permit within Malls and Central 372
Business District
2. Securing Locational Clearance for Building Permit 374
3. Securing Site Zoning Classification Certification 380
4. Securing Data from CPDO 382
5. A. Securing Development Permit 386
6. B. Securing Development Permit 393
City Public Employment Service Office External Services 395
1. Special Program for Employment Studies (SPES) 396
2. Online Registration of Occupational Permit (New and Renewal) 398
3. Facilitation of Employment 401
4. Special Recruitment Activity and Local Recruitment Activity 402
5. Job Fair 404
6. Job Posting 406
7. Tulong Panghanap Buhay sa Ating Disadvantage/Displace Worker 407
8. Career Guidance\Legs Labor Education for Graduating Students 409
9. Referral Letter 410
10. Skills Training 411
City Peace and Order Office External Services 413
1. Client’'s Complaint’s 414
2. Road Traffic, Motorcade, VIP Escort & Public Security Assistance 415
3. Releasing of Impounding Motor Vehicle and/ OR Driver’s Balanguefio 1.D. 416
4. Retrieval of Video/ Pictures Evidence 419
5. CCTV Technical Assistance 420
6. Lost and Found Services 421
City Social Welfare and Development Office External Services 424
1. Medical/ Burial Assistance 425
2. Review Assistance 427
3. Processing of Application for Social Case Study Report 430
4. Issuance of Solo Parent I.D. 432
5. Issuance of Person with Disability (PWD) I.D. 434
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6. Issuance of Senior Citizen I.D.

7. lssuance of Certificate of Indigency to Avail PAO’s Services

8. Issuance of Point of Service-Finally Incapable Certificate to Avail Philhealth Services 438
9.

1

Application of Self Employment Assistance 440

0. One Time Cash Incentive to 90-99 years old Senior Citizen 441
City Treasurer’s Office External Services 442
1. Payment of Real Property Taxes 443
2. Online Payment of Real Property Taxes 445
3. Issuance of Certificate of RPT Payment 448
4. Issuance of Certificate of Cancellation of Warrant of Levy 450
5. Issuance of Compromise Agreement (AMILYAR) 452
6. Issuance of Certified Photocopy of Official Receipts and Other Documents 454
7. Payment of Business Tax 457
8. Online Payment of Business Tax 458
9. Payment of Community Tax Certificate 460
10. Payment of Transfer Tax 461
11.Payment of Other Taxes, Permit, Fees and Service Charges 463
12.1ssuance of Certificate of Payment or Non-Payment 464
13.Payment of Market Fees and Cash Tickets 467
14.Payment of Stall Rentals 469
15.Payment of Stall Reservation Fee 470
16. Securing Market Clearance and Certification 471
17.Payment of Fee for Testing and Sealing of Weights and Measure 472
18.Payment of Slaughter and Corral Fees 473
19.Requisition of Accountable Forms 475
20.Disbursement through Petty Cash 476
21.Disbursement through Checks 477
City Treasurer's Office Internal Services 479
1. Disbursements through Cash Advance 480
City Tourism Offices External Services 481
1. Data Provision 482
2. Tour Guiding Services 483
3. Events Management 484
City Tourism Offices Internal Services 486
1. Preparation of Customized Tokens 487
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City Veterinary Office External Services

. Anti-Rabies Vaccination

. Neutering of Dogs and Cats

. Veterinary Extension Services

. Veterinary Health Certificate

. Meat Inspection Certificate

. Certificate of Meat Reinspection

. Certificate of Meat Condemnation

. Fly Control Clearance

. Citation Ticket for Violation of Ordinance for the Control of Stray Dogs
10. Certification for Butchers
11.Backyard Piggery Inspection Report
12.Livestock Insurance Form

OCoOoO~NOOUIh~WNPE

VI.FEEDBACK AND COMPLAINTS
VIL.LIST OF OFFICES

CLIENTS SATISFACION PROCESS
SP RESOLUTION

MAYOR’S APPROVAL
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Office of the City Mayor
External Services

14



1. AMBULANCE SERVICE

Ambulance Service is provided to indigent patients from the City and from other nearby towns,
free of charge, including the driver but the gasoline consumption is to be shouldered by the client.

Office or Division City Mayors Office
Classification: Simple
Type of Transaction: | G2C - Government to Citizen
Who may avail: Bonafide Residents of the City

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Medical Certificate (1, Original) - Attending Physician of the Client
2. Barangay Indigency (1, Original) - Concerned Barangay Hall

CLIENT STEPS AGENCY ACTION | FEES TO | PROCESSING PERSON

BE PAID TIME RESPONSIBLE

1. Fill-out the 1. Check and None 1 minute Erwin N.

Ambulance review the Buenaventura

Schedule Form Information Bookbinder 111

located at the City Form.

Mayors Office.

1.1 Check the None 2 minutes
availability of
Ambulance
Service and the
Driver.
1.2 Schedule the None 1 minute
trip.

2. Wait for the request | 2. Inform the client None 1 minute Erwin N.

to be processed. on the approval Buenaventura

and availability of Bookbinder 111
the service
TOTAL:| NONE 5 MINUTES

(Note: Diesel / Gasoline shall be shouldered by the client)
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2. JOB RECOMMENDATIONS

The Mayors Recommendation Letter for Employment intends to provide employment
opportunities to constituents seeking job placement to government offices and private business
establishments, firms and companies by issuing job recommendation letters or employment
references attesting to the qualities, characteristics and capabilities of the persons being
recommended to add weight to their applications for employment.

Office or Division City Mayor’s Office
Classification: Simple
Type of Transaction: | G2C - Government to Citizen
Who may avail: Job Seekers & Unemployed Residents of Balanga City
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Duly Accomplished Curriculum - Client
Vitae/Resume (1, Original)
CLIENT STEPS AGENCY ACTION | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Submit 1. Review the None 10 minutes Alissa Joyce R.
documents to the completeness of Torres
receiving staff of the documents Clerk Il
the City Mayors and prepare the
Office recommendation
letter
1.2 Approve the None 10 minutes Francis Anthony S.
recommendation Garcia
letter City Mayor
2. Receive the 2. Issue None 2 minutes Alissa Joyce R.
recommendation recommendation Torres
letter. letter Clerk 1l
TOTAL: | NONE |22 MINUTES

(***Processing time may exceed or shortened depending on the availability of the City Mayor)
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3. MEDICAL AND HEALTH ENDORSEMENT

The Medical and Health Endorsement intends to improve access to quality health services at
the grassroots level, as well as to provide medical and health care assistance to constituents with
low income by issuing medical and health care referrals to government agencies, philanthropic
organizations and foundations with social care services. It also underscores the City Government’s
pursuit for revitalized health care services for those who are most in need.

Office or Division City Mayor’s Office
Classification: Simple
Type of Transaction: | G2C - Government to Citizen
Who may avail: Senior Citizens, Indigent Families, Unemployed people and sick
people who are undergoing long term medication
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Comprehensive Social Case Study - City Social Welfare and Development Office,
Report (1, Original) Balanga City Hall, Balanga City Bataan
CLIENT STEPS AGENCY ACTION | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Submit documents | 1. Review the None 13 minutes Alissa Joyce R.
to the receiving completeness Torres
staff of the City of the Clerk 1l
Mayors Office documents and
prepare and
iIssue the
endorsement
letter
2. Receive the 2. lIssue the None 2 minutes Alissa Joyce R.
endorsement/ endorsement Torres
referral letter. letter Clerk Il
TOTAL.: NONE 15 MINUTES
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4. SECURING CIVIL WEDDING

The Civil Wedding intends to provide a civil ceremony performed, recorded and recognized by a
government or civil official. It allows the couple to pick the location, date and time depending on
the availability and schedule of the City Mayor.

Office or Division

City Mayor’s Office

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Marriage License (1, Original Copy) - Local Civil Registry/Local Chief Executive
2. Date/Time of Wedding/Venue - City Mayor’s Office
(1, Copy)
3. List of Principal Sponsors (1, Copy) - Client
CLIENT STEPS AGENCY ACTION FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Submit all 1. Review the None 5 minutes Rhem Rose R.
required completeness of the Reyes
documents and documents Admin. Assistant VI
wait for the
notification of 1.1 Inform client on the None 1 minute
the scheduled date of
status of the solemnization
request
1.2 Set schedule for None 2 minutes
civil wedding
1.3 Prepare marriage None 1 hour
contract, venue and
logistics
2. Proceed tothe | 2. Officiate civil wedding| None 45 minutes Francis Anthony S.
wedding rites Garcia
schedule City Mayor
TOTAL: | NONE 1 HOUR AND
53 MINUTES
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5. MAYOR’S CLEARANCE/CERTIFICATE OF TAX EXEMPTION

A Mayor’s Clearance is usually required when applying for Local and Overseas employment as
well as individuals who are applying for license for firearms ownership. This is likewise issued to
individual (students, job applicants) as required by institutional agencies like schools (for

enrolment) and employment agencies (for job placement). It may also be issued for reference

purposes.

The Certificates of Tax Exemption is issued to unemployed or indigent clients for scholarship
application and for Summer Program for Employment of Students (SPES).

Office or Division

City Mayor’s Office

Classification: Simple

Type of Transaction:

G2C - Government to Citizen

Who may avail:

Owners

Bonafide Residents of the City, Indigent Residents, Unemployed
Residents of Balanga City, Students, Job Applicants, Firearms

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

FOR MAYOR’S CLEARANCE:
1. Police Clearance (1, Original)
2. Barangay Clearance (1, Original)
3. Cedula (1, Original)
4. Official Receipt from the City
Treasurer’s Office (1, Original)
FOR TAX EXEMPTION:
1. Certificate of unemployment/no
permanent source of income issued
by the barangay (1, Original)

- PNP Office

- Concerned Barangay Hall

- Barangay Hall / City Treasurer’s Office
- City Treasurer’s Office

- Concerned Barangay Hall

CLIENT STEPS AGENCY ACTION | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Submit documents | 1. Review the None 1 minute Alissa Joyce R.
to the receiving completeness of Torres
staff of the City the documents. Clerk Il
Mayor’s Office
2. Pay the required 2. Prepare P100.00 4 minutes Revenue
clearance fee at the Clearance/Certific | Clearance City Collection Clerk Il
Counter F One Stop ation with OR No Fee Treasurer’s City Treasurer’s
Shop and present Charter Office
the official receipt to
the receiving staff of | 2.1 Sign the None 5 minutes Alissa Joyce R.
the City Mayor’s Clearance/ Torres
Office Certification Clerk 1l

19




2.2. Release None 10 minutes Francis Anthony
Clearance/ S. Garcia
Certificate City Mayor
2. Claim Mayor’s None 4 minutes Alissa Joyce R.
Clearance/ Torres
Certificate. Clerk Il
TOTAL: | P100.00 | 24 MINUTES

(***Processing time may exceed or shortened depending on the availability of the City Mayor)

6. MEDICINE ASSISTANCE

Available for indigent clients seeking medicine assistance instead of financial assistance for
outpatient cases. They can avail a minimum of P300.00 and a maximum of P500.00 worth of

medicines

Office or Division

City Mayor’s Office

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen

Who may avail:

1. Bonafide resident of the City
2. Member of indigent families

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Medical Prescription (1, Original) - Attending Physician
2. Barangay Certificate of Indigency - Barangay Hall
(1, Original)
CLIENT STEPS AGENCY FEES TO | PROCESSING PERSON
ACTION BE PAID TIME RESPONSIBLE
1. Submit documents | 1. Review the None 1 minute Erwin N.
to the receiving completeness Buenaventura
staff of the City of the Bookbinder 111
Mayor’s Office submitted
documents
2. Receive the 2. Issue Purchase None 3 minutes Erwin N.
medicine Order of Buenaventura
assistance Medicine Bookbinder 111
TOTAL: NONE 4 MINUTES
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7. RECEIVING OF DOCUMENTS

Reliable records are needed by government to function effectively. They also provide important
evidence of actions taken and decisions made by public officials, and allow government to account
for its actions with regards to planning, communications, decisions and countless transactions
involving and affecting citizens, other governments and private organizations

Office or Division

City Mayor’s Office

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen, G2G - Government to Government

Who may avail:

1. Citizens

Balanga

2. Different Departments or Employees of City Government of

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

For Personal, Request and Project Proposal:

request after
receiving the letters
with DTS instruction
from the City
Administrator for
Mayor’s approval
and appropriate
action

1. Letter (1, Original) - Client
2. Proposal (1, Original)
Kindly include the following information if
applicable:
* Full name
* Address/Department
» Contact details
CLIENT STEPS AGENCY ACTION FEES TO |PROCESSING PERSON
BE PAID TIME RESPONSIBLE
. Submit the letter to | 1. Review the type of None 10 minutes Erwin N.
the receiving area transaction/and Buenaventura
of City Mayor’s completeness of Bookbinder 11l
Office and wait for letter submitted.
the notification of Log, control and
the status of the forward the letter
request to the office of City
Administrator
1.1. Evaluate the letter None 1 day Abigail G. Tan

City Governement
Department Head

Francis Anthony
S. Garcia
City Mayor
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1.2. Forward letter to None 2 minutes Erwin N.
City Administrator’s Buenaventura
Office once signed Bookbinder 111
and approved
2. Receive the 2. Inform client on the None 2 minutes Erwin N.
information on the approval of the Buenaventura
request submitted request Bookbinder 11l
TOTAL: NONE 1 DAY AND
14 MINUTES

(Processing time may exceed or shorten depending on the availability of the City Mayor and the
City Administrator DTS transaction)

8. MAYOR’S SCHEDULE

To properly handle the schedule of the City Mayor on meetings, discussion and invitation, all
residents of the City of Balanga or other places, business personnel may set schedule of
appointment at the City Mayor’s Office to check ask the availability of the City Mayor.

Office or Division

City Mayor’s Office

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen G2B - Government to Business
G2G - Government to Government

Who may avail:

1. Residents from any places

2. Business Personnel

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

City Mayor’s Office
and wait for the
notification of the
status of the
request

submitted. Log and
Control the letter and

forward the controlled

letters to the office of
City Administrator

1. Letter addressed to Mayor (1, Original) - Client
or Invitation (1, Original) - Client
CLIENT STEPS AGENCY ACTION FEES TO PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Submit letter or 1. Review the None 8 minutes Erwin N.
invitation to the completeness of Buenaventura
receiving area of letter/invitation Bookbinder 111
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1.1 Encode the
transaction details to
the Document
Tracking System
(DTS) and make the
necessary
management action
and attach Admin
Slip to the letter of
request indicating
the management
action

1.2 Receive and Log
letter from City
Administrator Office

None

1 day and 10
minutes
City
Administrator
Charter

2 minutes

City
Administrator
Office

Girlie H. Milafo
Admin. Officer VI

2. Receive the
information on the
request submitted

2. Input the details of
letter/invitation in
Mayor’s Calendar
and inform the
sender about the
status of their
letter/invitation

None

15 minutes

Abigail G. Tan
City Governement
Department

Head

TOTAL:

NONE

1 DAY AND
35 MINUTES

(Processing time may exceed or shorten depending on the availability of the City Mayor and the
City Administrator DTS transaction)
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9. PURCHASE ORDER FOR GASOLINE

To properly account and control the issue of gasoline in the City Government of Balanga. The City
Departments and Other Agencies such as; DEPED, PNP Balanga, PNP Capitol, BFP, COA, and
Balanga City Jail may avail PO of gasoline from City Mayor’s Office

Office or Division City Mayor’s Office
Classification: Simple
Type of Transaction: | G2G - Government to Government
Who may avail: Different Departments of City Government of Balanga and other
Agencies
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Duly Accomplished PO Gasoline Form - City Mayor’s Office/ Respective Department
(2, Original)
CLIENT STEPS AGENCY ACTION | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Fill out and Submit | 1. Review the None 8 minutes Erwin N.
PO Gasoline form completeness of Buenaventura
to the City Mayor’s Gasoline Form. Bookbinder 111
Office Log and control

Gasoline Form

2. Receive the 2. Provide one None 2 minutes Erwin N.
approved copy of copy of Buenaventura
Gasoline Form and Gasoline Form Bookbinder
sign in the logbook to client and ask

to sign the
logbook.

TOTAL: | NONE 10 MINUTES
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10. DOCUMENTS FOR SIGNATURE OF MAYOR

The City Departments and other government agencies may submit documents, checks, and
vouchers at City Mayor’s Office for the approval and signature of the City Mayor.

Office or Division City Mayor’s Office
Classification: Simple
Type of Transaction: | G2G - Government to Government
Who may avail: Different Departments of City Government of Balanga and other
Agencies
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Comprehensive Documents (1, Original)
2. Checks with complete attachments - Client
(Original)
3. Vouchers with complete Signature
(Original)
CLIENT STEPS AGENCY ACTION | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Submit documents, | 1. Log documents, None 10 minutes Abigalil G. Tan
checks or vouchers checks, and City Governement
to the City Mayor’s vouchers Department Head
Office submitted after
reviewing the
completeness and
corrections of the
submitted
documents,
checks and
vouchers.
1.1 Forward None 3 minutes Remedios G.
documents to Santos
Mayor for signing Executive Assistant
\Y,
1.2 Documents for None 1 day Francis Anthony
Signing of Mayor S. Garcia
City Mayor
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2. Receive
documents, checks,
or vouchers

2. Release sign
documents,
checks or
vouchers to
appropriate
departments/other
agencies and ask
them to sign the
logbook

None

10 minutes

Abigail G. Tan
City Governement
Department Head

TOTAL:

NONE

1 DAY AND

23 MINUTES

(Processing time may exceed or shorten depending on the availability of the City Mayor)

11. REQUEST OF MEALS

The City Departments and other government agencies may request meals for their orientations,

trainings and meetings from City Mayor’s Office

Office or Division

City Mayor’s Office

Classification:

Simple

Type of Transaction:

G2G - Government to Government

Who may avail:

Different Departments of City Government of Balanga and other

Agencies

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Request Letter (1, Original) - Client
CLIENT STEPS AGENCY ACTION | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Submit Request 1. Review the None 5 minutes Erwin N.
Letter to the completeness and Buenaventura
receiving area of corrections of Bookbinder IlI
City Mayor’s Office submitted
and wait for the documents. Log
notification of the and Control
status of the Documents
request
1.1 Forward controlled None 2 minutes Erwin N.
letters to the office Buenaventura
of City Bookbinder IlI
Administrator
1.2 Wait for the None 1 day and 10 City
instruction/DTS of minutes Administrator
the City Office
Administrator
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City Erwin N.
Administrator’'s | Buenaventura
1.3 Receive the letter None Charter Bookbinder I
request with DTS
instruction from the 2 minutes
City Administrator
2. Receive the 2. Review Letter and None 20 Minutes Alissa Joyce R.
information on the order meals from Torres
request submitted supplier. Inform Clerk Il
requestor about the
status of their letter.
TOTAL: NONE 1 DAY AND
39 MINUTES
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Office of the City Mayor
Internal Services
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1. CONTRACT OF SERVICE HONORARIUM

The City Mayor’s Office is in charge on the preparation of honorarium for the City Consultants and
Contract of Service in return for their services/work performance for special projects in the City
Government of Balanga.

Office or Division City Mayor’s Office
Classification: Simple
Type of Transaction] G2G - Government to Government
Who may avail: City Consultants/Contract of Service
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Accomplishment Report (1, Original) - Client
2. Daily Time Record (1, Original) - Client
CLIENT STEPS AGENCY ACTION FEES TO PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Submit 1. Review the completeness| None 3 minutes Erwin N.
Accomplishment of accomplishment report Buenaventura
Report to the submitted. Log and Bookbinder 111
receiving area of Control Accomplishment
City Mayor’s Office | Report and advise the
client to follow up the
status of their letters after
three-five days.
1.1 Forward controlled None 2 minutes City
Accomplishment Report Administrator
to the office of City Office
Administrator
1.2 Wait for the None | 1dayand 10
instruction/DTS of the minutes
City Administrator City
Administrator’s
1.3 Receive the Charter
accomplishment report
with DTS instruction. None 2 minutes
1.4 Preparation of the
vouchers & attached None 10 minutes
necessary documents
2. Wait for the advise | 2. Forward to concerned None 2 minutes | Girlie H. Milafio
on the availability of| department for Admin. Officer
the honorarium and | processing \Y
claim the cheque at
the CTO
TOTAL: | NONE | 1 DAY AND
29 MINUTES

(Processing of voucher at Budget, Accounting & Treasurer’s Office takes about 5 working days)
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City Local Economic Enterprise Office
External Services
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1. MARKET STALL

APPLICATION

Processes applications of stall owners/vendors at different sections that is available for
occupancy and lease permit.

Office or Division

City Local Economic Enterprise Office

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen G2B- Government to Business

Who may avail:

Any citizen of the right age can apply as long as the applicant is
not delinquent in the payment of taxes, fees, and other charges
due to the City Government.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Stall Reservation

1. Proof of residence - Barangay
2. Valid ID - Client
3. Barangay Certification of Good - Barangay
Moral Character
Awarding of Stalls
1. Application Form - CLEEO Office
2. 3 pcs. Xerox copy of Valid ID - Client
3. 1pc. 2x2 Pictures - Client
CLIENT STEPS AGENCY ACTION |FEES TO BE [PROCESSING PERSON
PAID TIME RESPONSIBLE
1. Proceed to City 1. Record payment, None 2 minutes Mary Ann
Local Economic personal details Castillo Revenue
Enterprise Office and contact Collection Clerk
for reservation number of the Il
applicant
1.1 Pay the 1.1 Collect payment P500.00 2 minutes Rosanna Lipnica
Reservation Fee and issue official Ticket Checker
and wait for the receipt
raffle schedule
2. Attend the raffle as | 2. Raffle of stalls to None 20 minutes Yolanda
per schedule date applicants and Mendoza
conduct orientation Local Revenue
about the stall Collection Officer
application, market Il
policies and fees to
be paid
3. If awarded, the 3. Issue application None 2 minutes Mary Ann
applicant shall form and Castillo
secure, fillout and evaluate the Revenue
submit the notarized application form Collection Clerk
application form if properly Il
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accomplished
and complete
requirements

3.1 Check and None 3 minutes Yolanda
encode to market Mendoza Local
system the Revenue
notarized Collection Officer

application form Il

TOTAL.: P500.00 29 MINUTES

RESERVATION
FEE

2. AWARDING OF MARKET STALLS CONTRACT

The binding agreement between the stallholders and the city government renewable every year.

Office or Division City Local Economic Enterprise Office
Classification: Simple
Type of Transaction: | G2C - Government to Citizen G2B- Government to Business
Who may avail: Market Stallholders
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Market Clearance - CLEEO Office
2. Photocopy of Valid ID - Client
CLIENT STEPS AGENCY ACTION | FEESTO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Present the Market | 1. Prepare and None 5 minutes Mary Ann Castillo
Clearance and the issue 3 sets of Revenue
Xerox copy of Valid Contract of Collection Clerk
ID. Lease Il
2. Review and sign 2. Review the None 3 minutes Mary Ann Castillo
the Contract. completeness of Revenue
the contract. Collection Clerk
Sign the lease Il
contract
3. Receive the copy of | 3. Issue the copy None 2 minutes Mary Ann Castillo
market stall of market stall Revenue
contract. contract Collection Clerk Il
TOTAL: NONE 10 MINUTES
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3. SECURING MARKET CLEARANCE/CERTIFICATION

All market stallholders have to secure Market Clearance/Certification issued to every applicant
with no pending violations and rental delinquency. 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 City Local Economic Enterprise Office
Classification: Simple
Type of Transaction: | G2B - Government to Citizen
Who may avail: Stallholders, business establishments around market vicinity,
ambulant vendors, etc.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Receipt of payment of Market - CTO-PM
Clearance/Certification
New :
1 xerox copy of valid ID - Client
Renewal:
Full payment of rental - Client
Original Copy of previous Business - Client
permit
CLIENT STEPS AGENCY ACTION | FEESTO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Register in the 1. Give the logbook None 3 minutes Mary Ann Castillo
Client Logbook to the client Revenue
and submit the fill- Collection Clerk Il
out request slip 1.2 Give the slip
form to the client
1.3 Verified the
service
requested
2. Submit the required [2. Receive the P100.00 1 minute Rosanna Lipnica
documents for initial required Ticket Checker
verification, wait for documents and
the verification of check for
Tax Payer’s Record completeness
and pay the
required Market 2.1 Check the Tax None 2 minutes Rosanna Lipnica
Clearance/ Payer’s Record Ticket Checker
Certification Fee in the ledger
2.2 Accept the
payment
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2.3 Issue Official

Receipt
3. Wait for the final 3. Check the None 1 minute Mary Ann Castillo
verification of documents and Revenue
required documents the Official Collection Clerk Il
and Official Receipt Receipt
for the issuance of
Market Clearance/ 3.1 Prepare the None 1 minute Yolanda
Certification Market Mendoza Local
Clearance/ Revenue
Certification Collection Officer
Il
3.2 Sign the None 1 minute
prepared Market
Clearance/
Certification
3.3 Issue the Market None 1 minute Mary Ann Castillo
Clearance/ Revenue
Certification to the Collection Clerk I
Client
TOTAL: | P 100.00 10 MINUTES
FEE

34




4. CONDUCT OF MARKET PROMOTION ACTIVITIES

Business owners may promote or advertise their product/s or service/s to the public through
Market Promotion Activities like recorida, flyering, product sampling, free tasting, etc. within the
jurisdiction of the City Public Market.

Office or Division City Local Economic Enterprise Office
Classification: Simple
Type of Transaction: | G2B - Government to Citizen
Who may avail: Business Establishments
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Letter-request addressed to the City - Client
Mayor specifying where the promotion
/marketing activity is to be conducted,
the date and time.
2. Official Receipt from the City Treasurer’s | - CLEEO Office
Office for Promotional Permit Fee.
CLIENT STEPS AGENCY ACTION | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Submit the 1. Receive the None 2 minutes Yolanda
required required Mendoza Local
documents for documents for Revenue
initial assessment completeness Collection Officer
and verification and issue order Il
of payment
2. Pay the required 2.1 Accept the 600 5 minutes Rosanna Lipnica
fees at the CTO- payment and Ticket Checker
PM and return to issue OR
the Mayor’s Office
and present the 2.2 Start
OR for processing processing the
of the Permit request
2.3 Approve and
sign the permit
3. Receive the permit | 3. Issue the Permit None 1 minute City License,
to the Client Permit &
Franchising
Office
TOTAL: NONE 8 MINUTES
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Office of the Vice Mayor
Internal Services
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1. SUBMISSION OF AGENDA VIA ELECTRONIC MAIL

Submission of the Order of Business for the Regular Session of the City Council

Office

City Vice Mayor’s Office (SP Secretary)

Classification:

Simple

Type of Transaction:

G2G - Government to Government

Who may avail:

City Council of Balanga

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Request from the Executive Department - Local Chief Executive or Executive
with complete supporting documents Department concern
CLIENT STEPS AGENCY ACTION | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Secure a duly 1. The request shall None 10 minutes Celito Tuazon
signed request be reviewed by the SP Secretary
from the LCE, with SP Secretary;
all complete and
pertinent 1.1 The agenda shall None 15 minutes Divina Fabia
documents be created by the Admin.
attached and SP Secretary; Assistant Il
submit the same to
the SP clerk for 1.2 The agenda shall None 10 minutes Maxine Musette
verification and be forwarded to Navarro
receiving; the Local Local
Legislative Staff for Legislative Staff
proof read; Assistant
1.3 The Legislative None 5 minutes Stanley Baluyot
staff shall submit Admin.
the word copy to Assistant |
the SP;
1.4 The computer None 5 minutes
operator, in turn,
shall submit the full
scan copy of the
agenda to the SP
2. Attendance to 2. The invitation shall None 10 minutes Celito Tuazon
Session or Hearing be issued by the SP SP Secretary
once requested by Secretary;
the Sanggunian or
Committee/s 2.1 The agenda shall None 15 minutes Divina Fabia
be created by the Admin.
Assistant Il
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SP Secretary for
the Committee;

2.2 The agenda shall None 10 minutes Maxine Musette
be forwarded to Navarro
the Local Local
Legislative Staff for Legislative Staff
proof read,; Assistant;

2.3 The Legislative None 5 minutes Karen Q. Naguit
staff shall assist in Admin. Staff
the Com Meet;

2.4 The computer None 5 minutes Stanley Baluyot
operator, in turn, Admin.
shall also assist in Assistant [;
the Com Meet

Ricardo P. Dizon
Il
Local
Legislative Staff
Assistant
TOTAL: | NONE 1 HOUR AND
30 MINUTES
2. SUBMISSION OF DRAFT LOCAL LEGISLATION
Submission of the Draft Bills of Local Application to the City Council
Office City Vice Mayor’s Office (SP Secretary)
Classification: Simple
Type of Transaction: | G2G — Government to Government
Who may avail: City Council of Balanga
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Request from the City Vice Mayor’s, and - City Vice Mayor’s and City Council
City Council
CLIENT STEPS AGENCY ACTION | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
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1. Submit a request
or order to the SP
Secretary

1. The subject of the
request shall be
researched by the
Board Secretary,

1.1 The subject of the
request shall be
drafted by the SP
Secretary,

1.2 If it pertains to
the petitions for
dropping and
application of
new franchise, it
shall be
delegated to the
Administrative
Assistant. The
same goes with
the Annual and
Supplemental
Budget of the
Barangays

None

None

None

15 minutes

8 minutes

8 minutes

Ricardo Dizon
Legislative Staff

Celito Tuazon
SP Secretary

Stanley Baluyot
Admin. Assistant
|

2. Attendance to
session or Hearing
once requested by
the Sanggunian or
Committee/s

2. The invitation
shall be issued
by the SP
Secretary;

2.1 The agenda
shall be created
by the SP
Secretary for the
Committee;

2.2 The agenda
shall be
forwarded to the
Local Legislative
Staff for proof
read,

2.3 The Legislative
staff shall assist
in the Com Meet;

None

None

None

None

10 minutes

15 minutes

10 minutes

5 minutes

Celito Tuazon
SP Secretary

Divina Fabia
Admin. Assistant
[l

Maxine Musette
Navarro
Local Legislative
Staff Assistant

Karen Q. Naguit
Admin. Staff
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Stanley Baluyot
Admin. Assistant
I

2.4 The computer None 5 minutes Ricardo P. Dizon
operator, in turn, Il
shall also assist Local Legislative
in the Com Meet Staff Assistant
TOTAL: | NONE 1 HOUR AND
16 MINUTES

3. SUBMISSION OF REQUESTED ORDINANCES AND RESOLUTIONS

Submission of the requested ordinances and resolutions as requested by the City Government

Departments

Office

City Vice Mayor’s Office (SP Secretary)

Classification:

Simple

Type of Transaction:

G2G - Government to Government

Who may avail:

City Government Department Heads

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Request Letter of the Department Head
indicating reason/purpose for securing the
ordinances and resolutions

2. Verification that he/she has not received
the copy of the same through email or other
mode of copy dissemination

- City Vice Mayor’s Office

has not received
the copy of the
same through
email or other

received the
ordinance through
email or other mode
of dissemination,

CLIENT STEPS AGENCY ACTION | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Submit a request 1. The subject of the None 15 minutes Celito Tuazon
letter to the Vice request shall be SP Secretary
Mayor, indicating verified by the SP
reason for securing Secretary and
the ordinances and forwarded to the
resolutions record officer
1.1 Have the request | 1.1 If the requesting None 5 minutes Nicole Layug
verified that he/she party has already Admin.
Assistant
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mode of copy
dissemination

the concerned
Department shall be
notified that he/she
has already a copy

1.2 If none, the record

officer shall be None 10 minutes Nicole Layug
advised to produce Admin.
one to be given to Assistant
the requesting party
. Attendance to 2. The invitation shall None 10 minutes Celito Tuazon
session or Hearing be issued by the SP Secretary
once requested by SP Secretary;
the Sanggunian or
Committee/s and 2.1 The agenda shall None 15 minutes Divina Fabia
submit additional be created by the Admin.
requirements, if SP Secretary for Assistant Il
needed the Committee;

2.2 The agenda shall None 10 minutes Maxine Musette
be forwarded to Navarro
the Local Local
Legislative Staff for Legislative
proof read,; Staff Assistant

2.3 The Legislative None 5 minutes Karen Q.
staff shall assist in Naguit
the Com Meet; Admin. Staff

2.4 The computer None 5 minutes Stanley Baluyot
operator, in turn, Admin.
shall also assist in Assistant |
the Com Meet

Ricardo P.
Dizon lI
Local
Legislative
Staff Assistant
TOTAL: | NONE 1 HOUR AND
15 MINUTES
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City Accounting and Internal Audit Office

Internal Services
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1. CERTIFICATIONS (Net Take Home Pay, Premium Contributions, Salaries
and Benefits Received

Certifications are requested by employees who are processing applications for loans, visas or
employment in other agencies. These are always required prior to approval of the said

applications.
Office or Division City Accounting and Internal Audit Office
Classification: Simple
Type of Transaction: G2C - Government to Citizen
Who may avail: City of Balanga Employees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Duly Accomplished Application Form - City Accounting & Internal Audit Office
(1, Original)
CLIENT STEPS AGENCY ACTION FEES TO |PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Secure, fill-out and | 1. Provide Application None 1 minute Pauline Diane T.
submit the Form Rodeo
application form Accounting
at the City 1.1 Wait for the Assistant
Accounting Office application form to be
fill-out
1.2. Assign Control None 3 minutes
number to the
accomplished
Application Form
1.3. Log the transaction
in the Record Book
2. Wait for the 2. Forward signed None 2 minutes Pauline Diane T.
Certification Application Form to Rodeo
requested to be concerned Accounting
released accounting staff Assistant
2.1 Check records to None 2 working Liberty M. Isidro
validate data days (for Management
premium Audit Analyst II
contributions/
2.2 Prepare and Print benefits Edgardo H.
Certification received); Reyes
requested 1 working day | Management
(for net take | Audit Analyst Il
home pay)
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2.3 Sign the Certification Maricris B.
Gueco
Acting City
Govenrment
Department Head
3. Receive the 3. Release the None 1 minute Pauline Diane T.
Certification Certification Rodeo
Accounting
Assistant

TOTAL: NONE 2 DAYS AND 7 MINUTES

(for premium contributions/ benefits
received)

1 DAY AND 7 MINUTES

(for net take home pay)

2. CLEARANCE (Maternity Leave, Retiring employees, Foreign Travel,
Personal Leave of Absence)
Clearance is a requirement for all retiring/resigning employees and those who will be on maternity

leave in order to process their monetary claims/benefits. It is also necessary in the application for
Authority to Travel and prolonged Leave of Absence.

Office or Division City Accounting and Internal Audit Office
Classification: Simple
Type of Transaction: | G2C - Government to Citizen
Who may avail: City of Balanga Employees (Permanent, Casual and Job-Order)
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Duly Accomplished Application Form - City Accounting & Internal Audit Office
(1, Original)
2. Accomplished Clearance Form (1, Original) | - HRMO
3. Certification of Loan Balances (1, Original) - GSIS, Banks, Cooperative, Other Financial
Institutions

4. Medical Certificate (1, Original or Photocopy) | - Doctor/Hospital
5. Waiver (if applicable)(1, Original / Photocopy)| - Applicant

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

1. Secure, fill-out and | 1. Provide Application None 1 minute Pauline Diane T.

submit the form Rodeo

application form at Accounting

the City Accounting | 1.1 Wait for the Assistant

Office Application Form to, None 3 minutes

be fill-out
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1.2. Assign Control
number to the
Application Form

1.3. Log the transaction
in the Record Book

1.4. Process
Application Form

2. Wait for the 2. Validate Employee’'s| None 2 minutes Edgardo H.
Clearance Form to records Reyes
be released Management
2.1 Check Loan None 30 minutes; Audit Analyst Il
Balances
2.2 Sign the Clearance Maricris B.
Gueco
Acting City
Govenrment
Department Head
3. Receive the 3. Release the None 1 minute Edgardo H.
Clearance Clearance Reyes,
Management
Audit Analyst Il
TOTAL:| NONE |37 MINUTES
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City Accounting and Internal Audit Office

External Services
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1. CERTIFICATIONS (Fund Availability, Fund Utilization, No Previous Cash
Advance, On-the-Job Trainees, Other Certifications required to be signed by
the City Accountant)

These certifications are being required in the assessment and validation of the Agency’s
performance from time to time. These are also used for purposes of account reconciliation.

Office or Division

City Accounting and Internal Audit Office

Classification:

Simple

Type of Transaction:

G2G - Government to Government

Who may avail:

Various Agencies

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

(1, Original)

1. Duly Accomplished Application Form

2. Copy of Deposit Slip and Official Receipt
(in case of grants received by LGU)

- City Accounting & Internal Audit Office

- CAIAO Trust Fund Staff

CLIENT STEPS AGENCY ACTION | FEES TO |[PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1.Secure, fill-out and | 1. Provide Application|  None 1 minute Pauline Diane T.
submit the form Rodeo
application form at Accounting
the City Accounting | 1.1 Wait for the None 3 minutes Assistant
Office application form to
be fill-out
1.2. Assign Control
number to the
Application Form
1.3. Log the
transaction in the
Record Book
2. Wait for the 2. Forward signed None 2 minutes Pauline Diane T.
Certification application form to Rodeo
requested to be concerned Accounting
released accounting staff Assistant
2.1 Check records to None 30 minutes Maricon M.
validate data 1 working day Santos
(for fund Management
utilization) Audit Analyst IV
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2.2 Prepare and Print
Certification
requested

2.3 Sign the
certification

Crizaldo A. Tuazon
Management Audit
Analyst IV

Maricris B. Gueco
Acting City
Govenrment

Department Head

3. Receive the 3. Release the None 1 minute Pauline Diane T.
Certification Certification Rodeo
Accounting
Assistant
TOTAL: NONE 1 DAY AND
7 MINUTES

2. REQUESTS (Accounts Verification and Reconciliation & Certified Copies of

various documents)

Request is being received from time to time and is being provided as the need arises. This is
sometimes required to prove the validity of accounts in question and to serve as additional
supporting documents in a particular transaction.

Office or Division

City Accounting and Internal Audit Office

Classification:

Simple

Type of Transaction:

G2C - Government to Government

Who may avail:

COB Officials and Employees; National Government Agencies;

Other LGUs

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Duly Accomplished Application Form

- City Accounting & Internal Audit Office

be fill-out

(1, Original)
2. Approved Letter request (1, Original) - Applicant
3. Document to be certified (1, Original, - Applicant
1, Photocopy)
CLIENT STEPS AGENCY ACTION | FEES TO [PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Secure, fill-out and | 1. Provide Application None 1 minute Pauline Diane T.
submit the form Rodeo
application form at Accounting
the City 1.1 Wait for the Assistant
Accounting Office Application Form to None 3 minutes
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1.2. Assign Control
number to the
Application Form

1.3. Log the
transaction to the
Record Book

2. Wait for the 2. Process Application None 2 minutes Pauline Diane T.
request to be Form Rodeo
processed Accounting

Assistant
2.1 Verify & reconcile None 30 minutes Maricon M.
Accounts Santos
Management
Audit Analyst IV
2.2 Stamp the Crizaldo A.
document to be Tuazon
certified Management
Audit Analyst IV
2.3 Sign the Document Maricris B.
Gueco
Acting City
Govenrment
Department Head

3. Receive the 3. Release the None 1 minute Pauline Diane T.
Requested Requested Rodeo
Document Document Accounting

Assistant
TOTAL: | NONE | 37 MINUTES
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City Administrator’s Office

External Services
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1. LIBRENG SAKAY ASSISTANCE PROGRAM TO MANILA

The LibrengSakay Assistance Program intends to provide free ride and transportation
assistance to indigent constituents and marginalized public vehicle passengers with hope that any
amount they could save from fare would be a help to their other needs, especially those who have
urgent reasons to travel to Metro Manila, i.e. seek medical treatment and/or hospitalization, attend
the wake of immediate family members, pursue job opportunities, etc., by issuing s to accredited
bus companies based in the City under corporate social responsibility (CSR) programs’

Office or Division City Administrator’s Office
Classification: Simple
Type of Transaction: | G2C - Government to Citizen
Who may avail: Senior Citizens, Indigent Families, Unemployed people and sick
people who are undergoing long term medication
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Personal Letter addressed to the City - Client
Mayor (1, Original)
2. Barangay Certificate of Indigency - Concerned Barangay Hall
(1, Original)
CLIENT STEPS AGENCY ACTION | FEES TO |PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Submit letter with | 1. Review the None 1 minute Isaac P. Oria
requirements at completeness of Liaison Assistant
City Administrator requirements
Office
2. Wait for 2. Prepare letter None 5 minutes Allan Paul V.
endorsement letter addressed to Torres
to be signed Genesis Bus Admin. Officer V
Transport
2.1 Sign the
endorsement
letter
3. Claim the 3. Release the None 1 minute Allan Paul V.
endorsement letter endorsement Torres
Admin. Officer V
TOTAL: | NONE 7 MINUTES
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2. “GALING BALANGUENO” INCENTIVES & AWARDS

The service intends to provide cash incentives and/or reward to constituents who have brought
great honor to the City with their exemplary performances, i.e. ranking among the Top 10 passers
of Board, Bar or Civil Service examinations, winning in regional, national or international academic,
skills, talents or sports competitions, etc. It also promotes outstanding performance among
Balanguefos who to make them sources of encouragement to others who aspire to make distinct
names for themselves.

Office or Division
Classification:

Type of Transaction:
Who may avail:

City Administrator’s Office

Complex

G2C - Government to Citizen

- Currently Enrolled Students in Balanga City

- Graduates from Balanga City Schools

- Balanga City Residents Who Graduated from Schools Outside
Balanga City

- Out-Of-School Youth (OSY) in Balanga City

- ALS Students in Balanga City

- Professionals in Balanga City

- Teams & Groups in Balanga City

- NGA Employees in Balanga City

- Sports Organizations in Balanga City

- Musical Organizations in Balanga City

- Theatrical Organizations in Balanga City

- Dance Organizations in Balanga City

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Examination Result - PRC (for Board Exam passers)

(1 print-out examination result from
PRC website)

- CSC (for Civil Service Exam passers)
- Supreme Court (for Bar Exam passers)

2. Certificate of Winning
(1, Photocopy)

- Academic Institutions, Government Agencies or
Private Organizations (for academic, sports,
musical, dance, theatrical, skills or cultural
competitions)

3. Barangay Certificate of Residency
(1, Original)

- Barangay Hall (where client resides)

4. College Diploma (1, Photocopy)

- School (where client graduated from)

5. Certificate of School Registration
(1, Photocopy)

- School where client studies
(for currently-enrolled students)
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CLIENT STEPS AGENCY ACTION | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Submit letter with | 1. Receive and None 2 minutes Isaac P. Oria
requirements at rubber stamp Liaison Assistant
City Administrator the letter of
Office request
1.1. Assign
transaction
tracking number
to the request
1.2. Log the
transaction to
the Record
Book
1.3 Encode the Allan Paul V.
transaction Torres
details to the Admin. Officer V
DTS
2. Introduce self and | 2. Review the None 5 minutes Allan Paul V.
submit for interview supporting Torres
documents Admin. Officer V
2.1 Interview the Atty. April Lorelei A.
client and Atcheco
determine Acting
whether or not City Administrator
the feat or
accomplishment
is outstanding
and deserving of
reward
2.2 Set date when Allan Paul V.
the client will Torres
be recognized Admin. Officer V
3. Attend the 3. Facilitate the None n/a Allan Paul V.
recognition recognition and (depends on Torres
ceremony and awarding availability date | Admin. Officer V
receive the award ceremony of City Mayor)
TOTAL: | NONE 7 MINUTES
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3. EXTERNAL LOGISTICAL ASSISTANCE

The service intends to provide non-monetary support facility and make these available at all times
to constituents with specific needs and wants or those who seek logistical support for various
programs, projects and activities with public benefit or whose objectives are inherently public in
nature. The facility covers delivery and universal provision of basic services for the public good,
ranging from health, social, cultural, educational, livelihood, environmental (i.e. garbage
collection), security, public works, etc.

Office or Division City Administrator’s Office

Classification: Simple
Type of Transaction: | G2C - Government to Citizen
Who may avail: - Individual Residents of Balanga City

- Teams or Groups in Balanga City

- Sangguniang Barangays in Balanga City

- SK Federation & Barangay SKs inBalanga City

- NGOs, POs, Sectoral Groups or Socio-Civic Organizations in
Balanga City or Bataan

- NGAs & NGA Employees in Balanga City or Bataan

- Sports Organizations in Balanga City or Bataan

- Musical Organizations in Balanga City or Bataan

- Theatrical Organizations in Balanga City or Bataan

- Academic Institutions in Balanga City

- LGUs in Bataan or in Any Other Province
Accredited National Organizations (LCP, ULAP, LMP)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

e For Individuals, Teams or Groups:

1. Endorsement Letter from Punong - Personal (from client)
Barangay or Head of School, Agency - Sangguniang Barangay, School, Agency or
or Organization (1, Original) Organization

e For Agencies, Organizations and
Associations:

1. Project Proposal or Training Design - Academic Institutions, NGAs, NGOs, etc.
(1, Original)
2. SEC, DTI, or CDA Registration - SEC, DTl or CDA
(1, Photocopy)
CLIENT STEPS AGENCY ACTION | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
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1. Submit letter with
requirements at
City
Administrator
Office

1. Receive and
rubber stamp the
letter of request

1.1. Assign
transaction
tracking number to
the letter of request

1.2. Log the
transaction to the
Record Book

1.3 Encode the
transaction details
to the Document
Tracking System
(DTS)

None

2 minutes

Isaac P. Oria
Liaison Assistant

Allan Paul V. Torres
Admin. Officer V

2. Wait for the
management
action and get
the details of
implementing
offices (i.e.
name, focal
person and
hotline number)

2. Evaluate the request

2.1 Review the
urgency of the
request

2.2. Determine
whether the
proposed
program, project
or activity has
public benefit or
inherently public
in nature

2.3 Decide on the
necessary
management
action

2.4 Scan the letter of
request, together
with the attached
Admin Slip
containing the
management
action

None

5 minutes

Atty. April Lorelei A.
Atcheco
Acting
City Administrator

Isaac P. Oria
Liaison Assistant
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2.5 Upload the soft

copy of document
to the DTS

2.6 Encode the

management action
to the DTS for
tracking purposes

2.7 Tag the concerned

office/s to notify
them in real-time
about 1) details of
the request and 2)
corresponding
management action
and logistics
support to be
rendered, delivered
or performed for the
client

Alvin D. Sagun
Admin. Aide VI

Alvin D. Sagun
Admin. Aide VI

3. Receive the
logistical service
requested

3. Monitor thru the DTS

the response of
concerned office/s
on corresponding
steps they have
undertaken with
regards to the
logistical assistance
requested

(Depends on
the project or
activity date)

Allan Paul V.
Torres
Admin. Officer V

TOTAL:

NONE

7 MINUTES
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City Administrator’s Office

Internal Services
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1. POLICY & ADMINISTRATIVE ISSUANCES

The service intends to provide the preparation and release of various policy and administrative
issuances needed by internal clients, i.e. City Government Department Heads, such as

1.) Memoranda, which prescribes policies, rules and regulations, and procedures promulgated
pursuant to law and applicable to officials and individual employees of the city government;

2.) Office Orders, which refer to issuances directed to particular officials or employees of the city
government concerning specific matters including assignments, detail and transfer of personnel;
and 3.) Executive Orders, which serve as official acts of the LCE providing for rules of a general
or permanent character in the implementation or execution of his political and corporate power
under the 1987 Local Government Code.

Office or Division City Administrator’s Office
Classification: Complex
Type of Transaction: | G2C - Government To Citizen
Who may avail: City Government Department Heads
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Duly accomplished Document Request - Client
Form (1, Original)
2. Legal bases (i.e., Republic Acts, - Client
government advisories, memoranda, etc.)
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Submit Document |1. Receive and None 5 minutes Isaac P. Oria
Request Form with stamp the Liaison Assistant
complete Document
requirements at Request Form
City Administrator
Office 1.1 Assign
transaction
tracking number
to the document
1.2 Log the
transaction to the
Check-In Record
Book
1.3 Encode the Allan Paul V.
transaction details Torres
to the Document Admin. Officer V
Tracking System
(DTS)
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2. Wait for the 2. Draft the issuance None 5 days Allan Paul V.
allowable number Torres
of days for the Admin. Officer V
issuance to be
drafted and signed | 2.1 Review the draft Atty. April Lorelei
by the LCE issuance and A. Atcheco
suggest Acting
necessary City Administrator
revisions
2.2 Make the
necessary Allan Paul V.
revisions to the Torres
draft Admin. Officer V
2.3 Print 3 sets of
final copy of the
issuance
2.4 Transmit final
copy of the
issuance to the
LCE for his
signature
Allan Paul V.
2.5 Wait for the Torres
issuance to be Admin. Officer V
signed by the
City Mayor
3. Receive the signed | 3. Deliver and None 2 minutes Allan Paul V.
copy of issuance release the signed Torres
copy of issuance Admin. Officer V
3.1 File the duplicate Alvin D. Sagun
copy Admin. Aide VI
3.2 Provide the City Isaac P. Oria
Legal Office with Liaison Assistant
the triplicate copy
TOTAL: | NONE 5 DAYS AND
7 MINUTES

59




2. INTERNAL LOGISTICAL ASSISTANCE

The service intends to provide various logistics support for the successful implementation of PPAs
of the different offices of the City Government.

Office or Division

City Administrator’s Office

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen

Who may avail:

City Government Department Heads

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Letter of Request or Email Request

(1, Original or E-mail) - Client
FEES TO |PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Submit letter with 1. Receive and stamp None 2 minutes Isaac P. Oria
requirements at the letter of request Liaison Assistant
City Administrator
Office 1.1 Assign transaction
tracking number to
the letter of request
1.2 Log the
transaction to the
Record Book
1.3 Encode the Allan Paul V.
transaction details Torres
to the Document Admin. Officer V
Tracking System
(DTS)
2. See management | 2. Evaluate the None 5 minutes Atty. April Lorelei
action and monitor request A. Atcheco
updates thru the Acting

DTS

2.1 Decide on the
necessary
management
action

2.2 Scan the letter of
request, together
with the attached
Admin Slip
containing the

City Administrator

Isaac P. Oria
Liaison Assistant
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management
action

2.3 Upload the soft
copy of document
to the DTS

2.4 Encode the
management
action to the DTS
for tracking
purposes

2.5 Tag the concerned
office/s to notify
them in real-time
about 1) details of
the request and 2)
corresponding
management
action)

Isaac P. Oria
Liaison Assistant

Alvin D. Sagun
Admin. Aide VI

Alvin D. Sagun
Admin. Aide VI

3. Receive the
logistical support
requested

3. Monitor thru the
DTS the response
of concerned
office/s on
corresponding
steps they have
undertaken with
regards to the
logistical
assistance
requested

None

n/a
(Depends on
the project or
activity date

Allan Paul V.
Torres
Admin. Officer V

TOTAL:

NONE

7 MINUTES
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3. SIGNING OF INSTRUMENTS (PRs, POs, DVs. CHEQUES, AFATSs, TOs, ETC.

The service intends to provide various logistics support for the successful implementation of PPAs
of the different offices of the City Government.

Office or Division

City Administrator’s

Office

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen

Who may avail:

City Government De

partment Heads

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

4.
5.

Treasurer

1. For PRs - Signature of end-user and City

2. For POs — BAC Resolution of Award
3.

For DVs — Signature of City Accountant &

City Treasurer

For Cheques - Signature of City Treasurer
For AFATSs - Signature of end-user and
approved travel request invitation

- Concerned signatories

6. For TOs — Approved AFAT
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Submit the 1. Receive and log None 5 minutes Catrine Jean G.

documents at City the transaction to Bustamante

Administrator Office the log sheet Liaison Assistant
2. Wait for the 2. Check None 4 hours Catrine Jean G.

allowable number completeness of Bustamante

of days for the required Liaison Assistant

documents to be signatures

checked for

completeness and | 2.1 Sign the Atty. April Lorelei A.

be signed documents Atcheco

Acting
City Administrator

3. Sign the log sheet | 3. Release the None 2 minutes Catrine Jean G.

and receive the signed Bustamante

signed documents documents to Liaison Assistant

client
TOTAL:| NONE 4 HOURS
AND
7 MINUTES
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City Agriculture Office

External Services
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1. ISSUANCE OF CERTIFICATIONS (COOPERATIVES & ORGANIZATION
GOOD STANDING, LAND OWNERSHIP, TILLER, FISHR/RSBSA REGISTERED)

To certify that the farmer, fisher folk or organization/association is a resident, actual tiller, and with
good standing as association of City of Balanga.

Office or Division

City Agriculture Office

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen

Who may avail:

Farmers/Fisher folks

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Request Letter (1 original, & 1 photocopy) - Client
2. Valid ID (1, Photocopy) - Client
CLIENT STEPS AGENCY ACTION | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Sign in the Client 1. Give the Logbook to None 2 minutes King James S.
Logbook in the office | the client Dela Rosa
at the City Engineer |
Agriculture Office 1.1 Receive and
and submit the evaluate the request
request for letter
certification
2. Receive the order of |2. Prepare and issue None 3 minutes King James S.
payment the Order of Dela Rosa
Payment if all Engineer |
required documents
were given
2.1 Check the master
list for verification
3. Present order of 3. Receive Payment 100.00 5 minutes City Treasurer’s
payment and pay the and issue official Certification City Charter
required fees at the receipt Fee Treasurer’s
One Stop Shop. Charter
4. Return to City 4. Check the Official None 2 minutes King James S.
Agriculture Office and Receipt Dela Rosa
present the official 4.1 Start processing Engineer |
receipt for the the request (For
processing and signature of City
release of Agriculturist)
certification 4.2 Issue the
Certificate
TOTAL: | P100.00 | 12 MINUTES
Certification
Fee
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2. ENDORSEMENT FOR FARMERS ASSN. (REQUEST FOR FARM INPUTS,
EQUIPMENT, FARM MACHINERIES AND OTHER POST HARVEST FACILITIES)

Endorsing Farmers/Fisher folks Organization’s request for interventions to the Office of the
Provincial Agriculturist and Department of Agriculture Regional Field Office Il

Office or Division City Agriculture Office

Classification: Simple

Type of Transaction: | G2C - Government to Citizen

Who may avail: Farmers/Fisher folks/Organized Associations

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Request Letter (1, Original & 3, Photocopy) | - Client

2. Board Resolution (1, Original & 3, - Client
Photocopy)

3. List of Officers & Members of Assn. - Client
(4, Photocopy)

4. Certificate of Registration (4, Photocopy) - Issued from Department of Labor and

Employment, Securities and Exchange
Commission, Cooperative Development
Authority
CLIENT STEPS AGENCY ACTION | FEES TO |PROCESSING PERSON
BE PAID TIME RESPONSIBLE

1. Sign in the Client’s 1. Give the Logbook None 2 minutes King James S.
Logbook of City to the client Dela Rosa
Agriculture Office and Engineer |
Submit request/Letter
of Intent (subject for
endorsement)

2. Submit the required 2. Receive the None 15 minutes King James S.
documents for initial required Dela Rosa
assessment & documents and Engineer |
verification check for

completeness
2.1 For Approval of
City Agriculturist
2.2 Prepare the
Endorsement
Letter
3. Wait for the advice 3. For signature of None 3 minutes King James S.
from the City City Agriculturist & Dela Rosa
Agriculture Office that CAFC Chairman Engineer |
the request has been | 3.1 Forward the
approved to be documents to 30 minutes
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forwarded to Office of Office of the Within the

the Provincial Provincial day of
Agriculturist Agriculturist issuance of
endorsement

TOTAL: NONE 50 MINUTES

3. REQUEST FOR FIELD VALIDATION (LAND RECLASSIFICATION)

To evaluate/validate the lot if it is still feasible for agricultural production.

Office or Division City Agriculture Office
Classification: Simple
Type of Transaction: | G2C - Government to Citizen
Who may avail: All Citizen
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Request Letter with complete details - Client
(1, Original)
2. Land Title (1, Photocopy) - Registry of Deeds
3. Tax Declaration (1, Photocopy) - City Assessors Office
4. Location Map (1, Photocopy) - City Assessors Office
5. OR of Tax Declaration (1, Photocopy) - City Treasurers Office
6. Special Power of Attorney (If Land - Issued at any Law Offices
Owner is being represented, 1, Original)
CLIENT STEPS AGENCY ACTION | FEES TO |[PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Sign in the Client 1. Givethe None 2 minutes Ronnie G. Lopez
Logbook in the Logbook to the Supervising
office at the City client Agriculturist
Agriculture Office.
Submit the required | 1.1 Receive the None 5 minutes
documents for initial required
assessment and documents and
verification. Wait for check for
the feedback/ completeness
confirmation
of request via 1.2 For Approval to None 3 minutes
phone call/sms inspect by City
Agriculturist
1.2 Field Validation None 1 day
None 3 minutes
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1.3 Print the Katherine Mae
Certification, for Alvarez
signature of City Agriculturist
Agriculturist
None 1 minute
1.4 Inform the client
for release of
the request
2. Receive the order 2. Prepare and issue None 2 minutes Katherine Mae
of payment at the the Order of Alvarez
City Agriculture Payment Agriculturist
Office. Pay the
required fees at the | 2.1 Receive P100.00 5 minutes City Treasurer’s
City Treasury Office Payment and per lot City Charter
and present the issue Official Land Treasurer’s
official receipt that Receipt Certification Charter
will be issued upon Fee
payment 2.2 Accept the
Official Receipt
based on the None 1 minute
Order of
Payment
3. Receive the 3. Release/lssue the None 3 minutes Katherine Mae
Certification Certification Alvarez
Agriculturist
TOTAL: | P100.00 1 DAY AND
PER LOT | 25 MINUTES
LAND
Certification
Fee
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4. REGISTRY SYSTEM FOR BASIC SECTORS IN AGRICULTURE & JUAN
MANGINGISDA

Electronic compilation or database of basic information of farmers, farm laborers, fishermen and
target beneficiaries of agriculture-related programs and services of the government such as DA-
accredited farmer organizations.

Office or Division City Agriculture Office
Classification: Simple
Type of Transaction: | G2C - Government to Citizen
Who may avail: Farmers &Fisher folks
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Valid ID (1, Original, 1, Photocopy) - Client
2. If Owner- Land Title (1, Photocopy) - Client
3. If Land Tiller/Lessee -Certification from - Barangay Hall

Barangay (1, Original)
4. Completed Ani at Kita Form (1, Original) - City Agriculture Office or Barangay Hall

CLIENT STEPS AGENCY ACTION | FEES TO [PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Signinthe Client |1. Give the Logbook None 3 minutes King James S.
Logbook in the to the client Dela Rosa
office at the City Engineer |
Agriculture Office
Daisy P. Lacanilao
Farm Supervisor
2. Submit the 2. Receive the None 10 minutes King James S.
required required Dela Rosa
documents for documents and Engineer |
initial assessment check for
& verification completeness
2.1 Encode in Daisy P. Lacanilao
Enrollment List Farm Supervisor
for Farmers &
Fisher folks
(Online)

3. Receive the 3. Inform the client for, None 3 minutes King James S.
RSBSA/Juan released of his/her Dela Rosa
Mangingisda ID ID Engineer |

3.1 Release Farmers/ Daisy P. Lacanilao
Fisher folk’s ID Farm Supervisor
TOTAL: | NONE 16 MINUTES
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5. BOAT REGISTRATION (BoatR)

Designed to enhance, fast-track and complete the nationwide registration of municipal fishing
vessels three (3) gross tons and below and municipal fishing gears as required under EO No. 305
s. 2004 and Sec. 19 of RA 10654 (formerly RA 8550) or the Philippine Fisheries Code of 1998.

Office or Division City Agriculture Office
Classification: Simple
Type of Transaction: G2C - Government to Citizen
Who may avail: Fisher folks
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Request Letter (2, Original) - From the Client
2. Clearance from PNP Maritime Group - From PNP Maritime Group
(1, Photocopy)
CLIENT STEPS AGENCY ACTION | FEES TO [PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Sign in the Client 1. Give the Logbook None 2 minutes Daisy P.
Logbook in the office to the client and Lacanilao
at the City Agriculture received the Farm
Office and submit the request letter Supervisor
request letter for
Fishing Vessel
Measurement
2. Ask for the scheduled | 2. Check the None 1 minute Daisy P.
inspection and assist schedule and Lacanilao
the Aquaculturist inform the client Farm
during the scheduled Supervisor
inspection 2.1 Start the None 4 hours
process - Fishing
Vessel
Measurement
(Inspection Report)
2.2 Prepare the
Inspection Report
to be signed by
City Agriculturist
3. Wait for the copy of 3. Encode the None 5 minutes Daisy P.
online registration Client's Lacanilao
information to Farm
BoatR System Supervisor
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4. Receive the Copy of 4. Released a copy None 2 minutes Daisy P.

registration of registration Lacanilao
form to client Farm
Supervisor

TOTAL: NONE |4 HOURS AND
10 MINUTES

6. APPLICATION FOR MAYOR’S PERMIT (FISHING VESSEL)

To regulate entry into the fishery that have to be complemented by other measures to regulate
fishing activities. Fishers are required to furnish the local government specific information before
they can be lawfully allowed to engage in fishing activities.

Office or Division City Agriculture Office
Classification: Simple
Type of Transaction: | G2C - Government to Citizen
Who may avail: Fisherfolks
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Duly Accomplished / Notarized Application - City License, Permit and Franchising
Form (1, Original and 3, Photocopy) Office
2. Cedula (1, Photocopy) - City Treasurers Office or Barangay Hall
3. Barangay Clearance (1, Original)
CLIENT STEPS AGENCY ACTION FEES TO |PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Sign in the Client 1. Give the Logbook to None 2 minutes Daisy P.
Logbook in the office| the client and Lacanilao
at the City receive the required Farm
Agriculture Office documents and check Supervisor
and submit the for completeness
notarized application
form with the 1.1 Assist & Verified None 3 minutes
required documents
for initial 1.2 Submit the notarized
assessment & application form &
verification required attachments
to City License,
Permit and
Franchising Office
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2. Receive the order of | 2. Prepare and Issue None 5 minutes Daisy P.
payment and pay the| Order of payment Lacanilao
required fees at the Farm Supervisor
One Stop Shop by
showing the Order of| 2.1 Receive Payment 1,000.00 4 minutes City
Payment and wait and issue official Mayor’s City Treasurer’s
for feedback/release receipt Permit Treasurer’s Office
of permit Fee Charter

3. Receive the copy of | 3. Released a copy of None 3 minutes Daisy P.
mayor’s permit Mayors permit to the Lacanilao

client Farm Supervisor
TOTAL: | 1,000.00 | 17 MINUTES
Mayor’'s
Permit Fee

7. REQUEST FOR TECHNICAL ASSISTANCE (EXTENSION SERVICES)

To increase the efficiency of the family farm, increase production and generally increase the
standard of living of the farm family.

Office or Division

City Agriculture Office

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen

Who may avail:

All Citizen

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1.

Request Letter (2, Original)

Training assistance (Submit request letter)
Field Inspection (Provide location of farm,
contact number & contact person)

Crop Insurance (Set schedule for
interview, provide location of farm, contact
number & contact person)

Provision of Farm Inputs (seeds/seedlings,

organic fertilizer)

- From the Client

CLIENT STEPS AGENCY ACTION | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Sign in the Client 1. Give the Logbook None 2 minutes Katherine Mae

Logbook in the
office at the City
Agriculture Office
and submit the
request letter

to the client and

receive the request

letter

Alvarez
Agriculturist
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2. Wait for the 2. Ask for approval of None 5 minutes Katherine Mae
feedback of City City Agriculturist Alvarez
Agriculture Office Agriculturist

2.1 Approval of City
Agriculturist

3. Receive the 3. Provide technical None 15 minutes | Ronnie G. Lopez
technical assistance Supervising
assistance for the Agriculturist
City Agriculture
Office

TOTAL: NONE 22 MINUTES

8. REQUEST FOR AGRICULTURE DATA

To provide accurate agriculture data for project, thesis study or research of the requestor.

Office or Division

City Agriculture Office

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen G2G - Government to Government

Who may avail:

All Citizen

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Request Letter (1 original, 1 photocopy)

- From the Client

CLIENT STEPS AGENCY ACTION | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Sign in the Client 1. Give the None 2 minutes King James S.
Logbook in the Logbook to the Dela Rosa
office at the City client and Engineer |
Agriculture Office receive the
and submit the request letter
request letter
2. Wait for the release | 2. Ask for None 3 minutes King James S.
of requested approval of City Dela Rosa
documents Agriculturist Engineer |
and process
the request
3. Receive the 3. Inform the client None 15 minutes — King James S.
requested for the release simple request Dela Rosa
documents of requested 4 hours — Engineer |
documents complex
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2 days — highly
technical

TOTAL:

NONE

5 MINUTES AND
15 MINUTES -
SIMPLE
REQUEST
4 HOURS -
COMPLEX
2 DAYS -
HIGHLY
TECHNICAL
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City Assessor’s Office
External Services
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1. SECURING OWNER’S COPY OF UPDATED TAX DECLARATION

(TRANSFER OF OWNERSHIP)

The owner’s copy of updated tax declaration is secured upon transfer of ownership of real property

from the previous to the new owner.

This is done to update the records of the City Government and to transfer real property taxation

to the new owner.

Office or Division City Assessor’s Office

Classification: Simple

Type of Transaction: | G2C - Government to Citizen, G2G - Government to Government

Who may avail: Real Property Owners/Administrators, Brokers, Banks, Sales
Agents, All Government Instrumentalities

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. 1 Clear photocopy of Title presenting the
original copy or 1 Certified True Copy if Title
Is 5 years old and above.

2. 1 Clear photocopy of Current Real Property
Tax Receipt or certification of payment of
RPT.

3. 1 Clear photocopy of Transfer Tax Receipt
or certification of payment of Transfer Tax.

4. 1 Original or Certified True Copy of Capital
Gains Tax/Certificate Authorizing
Registration (CAR) from BIR or Donors Tax
from BIR

5. 1 Clear photocopy of Deed of Sale or Any
Deed of Conveyance

6. 1 Clear blue print or white print of Approved
Subdivision Plan (if Subdivided)

7. Certification from DAR if covered by CARP
(if necessary)

8. 1 Original Special Power of Attorney or
Authorization Letter, (signature must be the
same with signature in the I.D. of the owner
or Corporate Secretary, in case of
corporation), to transact with the Office of
the City Assessor’s Office pertaining to
securing an updated copy or transfer of Tax
Declaration. (If not the owner of Property)

9. 1 Clear Photocopy of valid ID of
representative

- Registry of Deeds/Property Owner

- Property owner or City Treasurer’s Office

- Property owner or City/Provincial
Treasurer’s Office
- Bureau of Internal Revenue (BIR)

- Property owner
- DENR
- DAR

- Property owner

- Authorized representative
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CLIENT STEPS AGENCY ACTION | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE

1. Proceed to the City | 1. Provide the client None 3 minutes Christine Amado

Assessor's Office with the list of Admin. Assistant

for inquiry and requirements and I

submit the explain if Ester Pascual

necessary necessary. Admin. Aide IV

documents to the

receiving clerk. 1.1 Check the validity None 5 minutes Jobelle Lyn Dela

Receive the order and completeness Rosa

of payment from of the Assessment

the front liner requirements. If Clerk |

(proceed to complete, get the

Counter For G in previous

One-Stop-Shop for declaration of the

payment). said property.

1.2 Receive the 100.00 Please refer to Treasury
payment and issue | Processing the City Citizen’s Charter
official receipt Fee Per Treasurer’s

Property Charter
1.3 Encode Tax ,
Declaration (TD). None 12 minutes Maricel Banzon
Data Entry
Machine Operator
|
Elaine Grace
Paguio
Data Entry
Machine Operator
I
Ria Tallara
Data Encoder
1.4 Assign Tax -
Declaration None 2 minutes Christine Amado
Number and logs Admin. Assistant |
it in the control
book. Ester Pascual
Admin. Aide IV
Jobelle Lyn Dela
Rosa
Assessment
Clerk |
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1.5 Review TD; if
there is an error,
clerk or encoders
corrects it; then
approves the TD.

None

10 minutes

Melinda Arguelles
Local Assessment
Operation Officer
\Y,
Marilen Alonzo
City Government
Department Head

2. Present the
Receipt from the
Treasury office
and receive
personal copy of
the document.

2. Provide the client
with owner's copy.

2.1. File the original
copy and
cancelled the
previous TD.
Prepares an
Ownership Record
Form for the new
TD and records it
in the Record Book
of Transactions for
each Barangay.

2.2 Update record of
the New TD on the
Tax Mapping
Control Roll
(TMCR).

2.3. Record the new
TD on the
Assessment Roll
(AR).

None

None

None

None

2 minutes

5 minutes

2 minutes

3 minutes

Christine Amado
Admin Assistant |

Ester Pascual
Admin Aide IV

Jobelle Lyn De la
Rosa
Assessment Clerk
|

Alvin Sanchez
Data Encoder

Jobelle Lyn De la
Rosa
Assessment Clerk
I

TOTAL:

P100.00
Processi
ng Fee
Per
Property

44 MINUTES
(NOTE:
WAITING
TIME FOR
PAYMENT IN
0SS IS NOT
INCLUDED)

(Processing time may exceed 44 minutes/documents depending on the number of transferred
properties or transactions being processed. Documents may be released on the following week
(7 Days) if multiple transactions are being requested or the process of transfer becomes

complex.).



2. CONSOLIDATED AND/OR SUBDIVIDED REAL PROPERTIES

Declaration of consolidated and/or subdivided properties are issued to update the assigned
property index numbers that is unique for every property for easy identification and proper

payment of tax for each consolidated and/or subdivided property.

Office or Division City Assessor’s Office

Classification: Complex

Type of Transaction:| G2C - Government to Citizen, G2G - Government to Government

Who may avail: Real Property Owners/Administrators, Brokers, Banks, Sales
Agents, All Government Instrumentalities

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. 1 Clear copy of blue print or white print of
approved consolidation / subdivision plans

2. 1 Clear photocopy of Title presenting the
original copy or 1 Certified True Copy if
Title is 5 years old and above

3. 1 Clear photocopy of Current Real
Property Tax Receipt or 1 original copy of
certification of payment of current RPT

4. 1 Clear photocopy of Transfer Tax Receipt
or 1 original copy of certification of
payment of Transfer Tax

5. 1 Clear photocopy Capital Gains Tax
(CAR - if transferred)

6. 1 Clear photocopy of Deed of Sale or any
Deed of Conveyance (if transferred)

7. 1 original Special Power of Attorney or
Authorization Letter, (signature must be the
same with signature in the I.D. of the owner
or Corporate Secretary, in case of
corporation), to transact with the Office of
the City Assessor pertaining to securing an
updated copy of Tax Declaration. (If not the
owner of Property)

8. 1 Clear photocopy of valid ID of
representative

- DENR

- Registry of Deeds/Property Owner

- Property owner or City Treasurer’s Office

- Property owner or City Treasurer’s Office

- Bureau of Internal Revenue (BIR)

- Property owner

- Property Owner

- Authorized representative
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CLIENT STEPS

AGENCY ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

. Proceed to the
City Assessor's
Office for inquiry
and submit the
necessary
documents to the
receiving clerk.
Receive the order
of payment from
the front liner
(proceeds to
Counter For G in
One-Stop-Shop for
payment).

1. Provide the client
with the list of
requirements and
explain if necessary

1.1. Verify the
completeness of the
requirements and
forward it to the Tax
Mapping Section.

1.2. Determine the TD
PIN to be cancelled.

1.3. If there is a need
to verify its exact
location, tax
mapper or
AutoCAD Operator
locates it in the
aerial photograph
and AutoCAD map.

1.4. Assign Property
Index Number
(PIN) for the
consolidated/
subdivided lots.

1.5.Ifitis to be

declared as per

None

None

None

None

None

3 minutes

3 minutes

5 minutes

5 minutes

10 minutes/
parcel

Christine Amado
Admin.
Assistant |

Ester Pascual
Admin. Aide IV
Encoder

Jobelle Lyn De

la Rosa
Assessment Clerk
I

Wilson Cabusao
Taxmapper IV

Alvin Sanchez
Data Encoder
Cecil Guila

Taxmapper IV

Jonard Carfiete
Engr. Assistant

Alvin Sanchez
Data Encoder

Wilson Cabusao
Taxmapper IV

Alvin Sanchez
Data Encoder
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Market Value and
Assessed Value
for each lot based
on the approved
schedule of
Market Values.

approved plan, tax None 15 minutes/ | Wilson Cabusao
mapper determines Parcel Taxmapper IV
the boundaries for
each lot. Alvin Sanchez
Data Encoder
2. Present the Receipt| 2. If the lot to be P100.00 1 hour Wilson Cabusao
from the Treasury subdivided is per (Scheduled Taxmapper IV
office and receive Agricultural with property based on the
personal copy of different uses &/or Inspection | availability of | Joudette Marie
the document. has improvements. Fee: property Samson
Ocular inspection P100.00 owner which Engineer |
will be conducted per lot for | is usually on
by the Inspection 4km from | the following Ceclil Guila
team to determine the week) Taxmapper IV
the classification Balanga
and actual use of City Hall Dominador
each lot and where P150.00 Palaypay Jr.
to locate its per lot Draftsman 1l
improvements. beyond
4 km Arvin Velasco
Draftsman |
Marilen Alonzo
City Government
Department Head
Assigned Driver
(From GSO)
2.1 Receive the None Refer to the Refer to the
payment and Citizen’s Citizen’s charter
issue official Charter of the | of the Treasury
receipt treasury
office
2.2. Compute the None 10 minutes |Melinda Arguelles

Local
Assessment
Operation Officer
v
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2.3. Encode data and
information on
the new tax
declaration.

2.4. Assign TD No.
and log it to the
control book.

2.5 Update records of
the subject
properties on the
Tax Mapping
Control.

2.6. Check assigned
PIN and
boundaries for
each lot number
and affix his initial
if all are correct.

2.7. Review TD; if
there is an error,
clerk or encoders
corrects it; then
approves the TD.

None

None

None

None

None

12 minutes

2 minutes

5 minutes

10 minutes

10 minutes

Maricel Banzon
Data Entry
Machine
Operator |

Elaine Grace
Paguio
Data Entry
Machine
Operator |

Ria Tallara
Data Encoder

Ester C.
Pascual
Admin Aide IV

Alvin Sanchez
Data Encoder

Melinda Arguelles
Local
Assessment
Operation
Officer IV

Marilen Alonzo
City Government
Department Head
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3. Provide the client None 5 minutes Christine
with owner’s copy. Amado
Admin Asst. |
3.1 File the original
copy and cancelled None 5 minutes Ester Pascual
previous TD. Admin Aide IV
Prepares
Ownership Record Jobelle Lyn De
Form for the new la Rosa
TD and records it to Assessment
the Record Book of Clerk |
transactions for
each Barangay.
3.2 Record the new None 3 minutes
TD on the AR
TOTAL: | Inspection 2 HOURS
fee: AND
P100.00 per| 47 MINUTES
lot for 4km | FOR EACH
from the | PROPERTY
balanga city| MULTIPLY
hall BY THE
P150.00 |NUMBER OF
per lot |PROPERTIES
beyond 4 |SUBDIVIDED
km PLUS ONE-
processin WEEK
g fee: SCHEDULE
P100.00 per FOR
property |INSPECTION

(Processing time may exceed hours and minutes per document depending on the number of
subdivided properties being processed, location of property and schedule of inspection.
Documents may be released on the following week due to the schedule of inspection and
availability of schedule of property owner, and multiple transactions will be processed.
Transactions may become complex or highly technical if property is subdivided into more than two
properties or there is/are improvements to be re-Pinned or there is a need for property
verifications)
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3. RECLASSIFICATION OF LAND

Request for reclassification of property is usually done for subdivisions satisfying the requirements
and conditions for reclassification and for those lots and improvements, which change its actual
use satisfying Sec. 217 of R.A. 7160. Assessments of properties are also being updated if
properties are reclassified.

Office or Division City Assessor’s Office
Classification: Complex
Type of Transaction: | G2C - Government to Citizen, G2G - Government to Government
Who may avail: Real Property Owners/Administrators, Brokers, Banks, Sales
Agents, All Government Instrumentalities
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1.1 original copy of Certified true Xerox copy of - Sangguniang Panglungsod

Resolution of Sangguniang Panglungsod and/or

Department of Agrarian Reform approving the - DAR

reclassification/conversion of Land from
agricultural to other purposes or
If there is no resolution for reclassification,
property that is not prime agricultural land can
only be reclassified as per Section 217 of R.A.
7160 and/or

2. 1 Clear Photocopy of Development Permit (for | - City Planning Office (CPDO)
Subdivisions)

3. Letter request from the owner or authorized - Property owner
representative with Authorization letter or
Special Power of Attorney from the owner
(signature must be the same with signature in
the I.D. of the owner or Corporate Secretary, in
case of corporation) pertaining to
reclassification of land. (If not the owner of

Property)
4. Photocopy of valid ID of representative - Authorized representative
5. Current Real Property Tax receipt or Certification| - Property owner or City Treasurer’s
of payment of RPT Office
CLIENT STEPS AGENCY ACTION | FEES TO |PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Proceed to the 1. Provide the None 3 minutes Christine Amado
City Assessor's client with the Admin Assistant |
Office for inquiry list of
and submit the requirements Ester Pascual
necessary and explain if Admin Aide IV
documents to the necessary.
receiving clerk. Jobelle Lyn Dela
Receive the order Rosa
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of payment from
the front liner

Assessment
Clerk |

(proceed to 1.1. Get the
Counter For G in previous TD None 5 minutes Christine Amado
One-Stop-Shop for from the Admin Assistant |
payment). Record Section
1.2. Define the None 5 minutes Cecil Guila
area and Taxmapper IV
access before
the scheduled
inspection.
Christine Amado
1.3. Review the None 10 minutes Admin Assistant |
documents.
Ester Pascual
Admin Aide IV
Jobelle Lyn Dela
Rosa
Assessment
Clerk 1
Christine Amado
Admin Assistant |
2. Receive the Processing Refer to the | Refer to Treasury
payment and fee: City Treasury | Citizen’s Charter
issue official P100.00 per Citizen’s
receipt property Charter
Inspection
Fee:
P100.00 per
lot for 4km
from the
Balanga
City Hall
P150.00 per
lot beyond 4
km
Wilson Cabusao
2.1 Conduct ocular None 1 hour for Taxmapper IV

inspection. inspection but

Inspection to be Joudette Marie
Team scheduled on Samson
determines the Engineer |

84




classification of
land.

2.2. City Assessor
directs
LAOO/Book
Binder to
compute the
Market Value
(M.V.) and
Assessed Value
(A.V)) If not to
be reclassified,
no revision will
be made.

2.3. Compute the
Market Value
and Assessed
Value based on
the approved
schedule of
M.V. and
assessment
level.

None

None

the following
week

5 minutes

10 minutes

Cecil Guila
Taxmapper IV

Dominador
Palaypay Jr.
Draftsman Il

Arvin Velasco
Draftsman |

Marilen Alonzo
City Government
Department Head

Assigned Driver
(From GSO)

Melinda Arguelles

Local Assessment

Operation Officer
v

Christine Amado
Admin Asst. |

Marilen Alonzo
City Government
Department Head

Melinda Arguelles
Local
Assessment
Operation Officer
v

Christine Amado
Admin Asst. |

Marilen Alonzo
City Government
Department Head
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the document.

copy and fill out
the Ownership
Record Form for

2.4. Encode data None 12 minutes Maricel Banzon
and information Data Entry
on the final tax Machine
declaration Operator |
based on the
summarized Elaine Grace
draft TD given Paguio
by the LAOO or Data Entry
bookbinder. Machine
Operator |
Ria Tallara
Data Encoder
2.5. Assign TD No. None 2 minutes Christine Amado
and log it to the Admin Assistant |
control book.
Ester Pascual
Admin Aide IV
Jobelle Lyn De la
Rosa
Admin Clerk |
2.6 Review TD; if None 10 minutes | Melinda Arguelles
there is an Local Assessment
error, clerk or Operation Officer
encoders \Y
corrects it; then
approves the Neil Erwin Dizon
TD. City Government
Assistant
Department Head
Marilen Alonzo
City Government
Department Head
. Present the 3. Provide the None 2 minutes Christine Amado
Receipt from the client with Admin Asst. |
Treasury office owner’s copy.
and receive .
personal copy of 3.1 File the original None 5 minutes Ester Pascual

Admin Aide IV
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the new TD. Jobelle Lyn De la

Record this Rosa
information in Assessment
the Record Clerk |
Book for

transactions in
each barangay.

3.2 Record the None 3 minutes Jobelle Lyn De la
new TD on the Rosa
AR Assessment
Clerk |
TOTAL: [INSPECTION 2 HOURS
FEE: AND 16
P100.00 MINUTES

PER LOT FOR EACH
FOR 4KM PROPERTY
FROM THE | PLUS ONE-
BALANGA WEEK
CITY HALL | SCHEDULE
P150.00 FOR
PER LOT | INSPECTION
BEYOND 4
KM
PROCESSI
NG FEE:
P100.00 PER
PROPERTY
(Processing time may exceed number of hours per document depending on the number of
properties/transactions being processed, location of property and schedule of inspection.
Documents may be released on the following week due to the schedule of inspection and
availability of schedule of property owner. Transaction may become highly technical if properties
requested are more than one property or there are improvements or there is a need for property

verifications.)
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4. SECURING ASSESSMENT FOR A NEW BUILDING OR MACHINERY

New Tax Declarations (TD) has to be prepared for newly constructed buildings and newly installed

machinery.

The City Assessor’s Office conducts field inspection to assess the value of the real property.

The New TD serves as the City Government’s permanent record on the real property unit. It is

also used for real property taxation purposes.

Office or Division

City Assessor’s Office

Classification:

Highly Technical

Type of Transaction:

G2C - Government to Citizen, G2G - Government to Government

Who may avail:

Real Property Owners/Administrators, Brokers, Banks, Sales
Agents, All Government Instrumentalities

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

A.

BUILDING

. 1 set of blue print of Approved Building

Plans

. 1 Clear photocopy of TCT for owners and

1 Clear photocopy of contract of lease or
notarized consent for non-owners.

. 1 Clear photocopy of Bill of Labor and

Materials

. 1 Clear photocopy of Building Permit or

Occupancy Permit
LAND

. 2 copies of blue print or white print of

approved surveyed plan.

. 1 Clear photocopy of Title or 1 Certified

True Copy of Title (if Title is 5 years old
and above)

. 1 Clear photocopy of Proof of payment of

ten years back taxes in RPT if new
discovery

MACHINERY

. 1 original copy of Accomplished form of

declaration of machinery and/or sworn
statement

- City Engineering Office

- Property owner

- Property owner/ City Engineering Office

- City Engineering Office

- DENR

- Registry of Deeds

- Property owner or City Treasurer’s Office

- Property owner
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2. Special Power of Attorney or

Authorization Letter, (signature must be
the same with signature in the I.D. of the

owner or Corporate Secretary, in case
of corporation), to transact with the

Office of the City Assessor pertaining to

securing an updated copy of Tax
Declaration. (If not the owner of

- Property owner

Property)
3. Photocopy of valid ID of representative - Authorized representative
CLIENT STEPS AGENCY ACTION FEES TO |PROCESSING PERSON
BE PAID TIME RESPONSIBLE
. Submit documents (1. Submit documents None 3 minutes | Christine Amado
to the receiving to the concerned Admin Assistant
clerk or secure a Engineer I
copy from City
Engineering Office [1.1. Check the validity None 2 minutes Ester Pascual
(Bldg. Permit & and completeness Admin Aide IV
Approved Plan). of requirements
Receive the order of Jobelle Lyn Dela
payment from the Rosa
front liner (proceed Assessment
to Counter F or G in Clerk 1
One-Stop-Shop for
payment). 1.2. If complete, assign None 5 minutes Wilson Cabusao
PIN and Land Taxmapper IV
reference for
building and
machinery and
boundaries for
land.
Present the 2. Receive the Processing | Please refer |Treasury Citizen’s
Receipt from the payment and issue |(fee: P100.00| to Treasury Charter
treasury to the official receipt per property| Citizen’s
frontliner for Inspection Charter
recording Fee:
purposes. P100.00 per
lot for 4km
from the
Balanga City
Hall
P150.00 per
lot beyond
4 km
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2.1

2.2

2.3.

2.4,

Conduct ocular
inspection. Gather
information
necessary for the
declaration of

property.

. Prepare Field
Appraisal and
Assessment Sheet
(FAAS).

Forward FAAS to
Taxmapper for
assigning PIN and
Land reference for
building and
machinery and
boundaries for
land.

Fill-out the portion
of FAAS for
structural
characteristics and

None

None

None

None

1 day
(scheduled
based on the
availability of
property owner
which is
usually on the
following
week)

30 minutes
(for simple
structure
only)

10 minutes

30 minutes
(for simple
structure
only)

Wilson Cabusao
Taxmapper IV

Joudette Marie
Samson
Engineer |

Cecil Guila
Taxmapper IV

Dominador
Palaypay Jr.
Draftsman Il

Arvin Velasco
Draftsman |

Marilen Alonzo
City Government
Department Head

Assigned Driver
(From GSO)

Dominador
Palayapay Jr.
Draftsman Il

Arvin Velasco
Draftsman |

Wilson Cabusao
Taxmapper IV

Joudette Marie
Samson
Engineer |
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2.5.

2.6

2.7.

2.8.

2.9.

computes the M.V.
of the property.

Verify the records
on GIS/Aerial
Photograph for
verification of
assessment and
back taxes

Review/ Check
FAAS

Encode FAAS and
Tax Declaration.

Assign TD No. and
log it to the control
book.

Update the record
of the subject
property on TMCR.

2.10. Check the

assigned PIN on
the TD and affix
his initial.

None

None

None

None

None

None

15 minutes

15 minutes
(for simple
structure

only)

7 minutes

2 minutes

2 minutes

2 minutes

Wilson Cabusao
Taxmapper IV

Cecil Guila
Taxmapper IV

Marilen Alonzo
City Government
Department Head

Maricel Banzon
Data Entry
Machine Operator
I

Elaine Grace
Paguio
Data Entry
Machine Operator
I

Ria Tallara
Data Encoder

Adrian Paolo
Paguio
Data Encoder

Ester Pascual
Admin Aide IV

Alvin Sanchez
Data Encoder

Wilson Cabusao
Taxmapper IV

Dominador
Palaypay Jr
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Draftsman Il

Arvin Velasco

Draftsman |
2.11. Affix their None 3 minutes Joudette marie
signature in the Bugay
FAAS Engineer |

Marilen Alonzo
City Government
Department Head

2.12. Review TD; if None 10 minutes |Melinda Arguelles
there is an error, Local Assessment
clerk or encoders Operation Officer
corrects it; then \Y

approves the TD
Neil Erwin Dizon
City Government
Assistant
Department Head

Marilen Alonzo
City Government
Department Head

2.13. Put all the None 3 minutes Alvin Sanchez
necessary seal Data Encoder

Michelle Javier
Data Encoder

3. Acknowledge 3. Provide the client None 2 minutes |Christine Amado
receipt of his copy with owner’s copy. Admin Asst. |
from frontliners.

3.1. File the original None 5 minutes Ester Pascual
copy and prepares Admin Aide IV
Ownership Record
Form for the new Jobelle Lyn
TD and records it to Dela Rosa
the Record Book of Assessment
transactions for Clerk |

each barangay.
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3.2. Record the new Jobelle Lyn
TD on the AR. None 3 minutes Dela Rosa

Assessment
Clerk |

TOTAL: Inspection 1 DAY,
fee: 2 HOURS

P100.00 per AND 33

lot for 4km MINUTES

from the PER
balanga city| PROPERTY
hall PLUS ONE
P150.00 WEEK
per lot SCHEDULE
beyond FOR
4 km INSPECTION
processi
ng fee:
P100.00 per
property

(Processing time may exceed number of hours per document depending on the number of
properties/transactions being processed, location of property and schedule of inspection.
Documents may be released on the following week after inspection due to the schedule of
inspection and availability of schedule of property owner. Transaction may become highly
technical if property is for lease, not classified as single detached residential structure or belong
to special classes and needs verifications.)
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5. SECURING CERTIFICATIONS ON TAX DECLARATION, PROPERTY
HOLDINGS OR NON-IMPROVEMENT, CERTIFIED TRUE COPY

The Tax Declaration (TD) serves as the City’s Permanent record for every real property unit (land,
building, machinery or other improvement)

A certified true copy or certifications of various property holdings or non- improvements thereon
may be requested from the City Assessor’s Office.

Office or Division

City Assessor’s Office

Classification:

Simple for True copy of Tax Declation and Certification
Complex or Highly Technical for Maps

Type of Transaction:

G2C - Government to Citizen, G2G - Government to Government

Who may avail:

All property owners

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Photocopy of TCT or RPT or any
document that may be used as
reference to locate the exact location
of property being requested

2. Special Power of Attorney or
Authorization Letter, (signature must
be the same with signature in the I.D.
of the owner or Corporate Secretary,
in case of corporation), to transact
with the Office of the City Assessor
pertaining to securing copy of Tax
Declaration, certification or maps. (If
not the owner of Property)

- Property owner

- Property owner

3. Photocopy of valid ID of representative | - Authorized representative
CLIENT STEPS AGENCY FEES TO BE |PROCESSING PERSON
ACTION PAID TIME RESPONSIBLE
1. Proceed to the City | 1. Get details of None 3 minutes Christine Amado
Assessor's Office client’s Admin Assistant |
for inquiry and request.
submit the
necessary 1.1 Check the None 5 minutes Ester Pascual
documents to the availability of Admin Aide IV
receiving clerk. the requested
Receive the order documents.
of payment from
the front liner 1.2. Get the None 3 minutes Jobelle Lyn De la
(proceeds to previous Rosa
Counter For G in declaration of Assessment Clerk
One-Stop-Shop for the said I
payment). property.
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2. Receive the

payment and
issue official
receipt

P100.00 per
document
For property
holdings —
P100.00 per
document
and
additional of
P20.00
research fee
for every
additional
property
P150.00 —
Aerial
Photograph
(Legal Size)
P 200.00
Aerial
Photograph
(A3 Size)
P100.00-
AutoCAD
Map (Legal
Size)
P150.00-
AutoCAD
Map (A3
Size) and
additional fee
for Plotting
Technical
Description
First 3 points
P 50.00 and
for every
additional
points P 5.00
P100.00 —
True Copy of
Tax Map
P50.00 -
Certified True
Xerox Copy

Please refer
to City
Treasury
Charter

Treasury Citizen’s

Charter
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2.1 Verify and
prepare the
certified true
copy/
certification

2.2. Check and
approve
document if
there's no more
correction

Declaration

of Tax

None

None

7 minutes

2 minutes

Maricel Banzon
Data Entry
Machine Operator
I

Elaine Grace
Paguio
Data Entry
Machine Operator
I
Ria Tallara
Data Encoder

Alvin Sanchez
Data Encoder

Michelle Javier
Data Encoder

Bernadeth
Manalansan
Assessment Clerk
|
Marvin Cipriano
Data Entry
Machine Operator
|
Jonard Cariete
Engineering
Assistant |

Melinda Arguelles
Local Assessment
Operation Officer
v
Neil Erwin Dizon
City Government
Assistant
Department Head

Marilen Alonzo
City Government
Department Head
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3. Present the Receipt | 3.Client is given None 2 minutes Christine Amado
from the Treasury a copy of Admin Asst. |
office and receive certification or
personal copy of the certified true Ester Pascual
document copy of tax Admin Aide IV

declaration or
map Jobelle Lyn Dela
Rosa
Assessment Clerk
I
TOTAL: | P100.00 per | 26 MINUTES
document FOR
For property | CERTIFIED
holdings — | TRUE COPY
P100.00 per OR
document | CERTIFICATI
and ON OF ONE
additional of | PROPERTY
P20.00 ONLY
research fee
for every
additional (NOTE:
property WAITING
P150.00 - TIME FOR
Aerial PAYMENT IN
Photograph | ONE-STOP-
(Legal Size) SHOP IS
P 200.00 NOT
Aerial INCLUDED)
Photograph
(A3 Size)
P100.00-
AutoCAD
Map (Legal
Size)
P150.00-
AutoCAD
Map (A3
Size) and
additional
fee for
Plotting
Technical
Description
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First 3
points P
50.00 and for
every
additional
points P 5.00
P100.00 -
True Copy of
Tax Map
P50.00 -
Certified
True Xerox
Copy of Tax
Declaration
(Processing time may vary depending on the number of tax declarations/certifications/transactions
requested and number of properties per certification. Document may be issued on the following
days if certification consists of multiple properties or maps need plotting of technical description
first. Transaction may become complex if request consists of more than one property or title to be

plotted has more than 4 points/bearings and need researches.)

6. CANCELLING, REVISING OR CORRECTING ASSESSMENTS/RECORDS

Clients who would like to delete, adjust or correct assessments on their real property request this
service.

The City Assessor’s assessment records are used by the Land Tax Division of the City Treasurer’s
Office in computing the annual tax to be paid by owners of land and buildings.

Office or Division City Assessor’s Office
Classification: Simple
Type of Transaction: | G2C - Government to Citizen, G2G - Government to Government
Who may avail: Real Property Owners/Administrators, Brokers, Banks, Sales
Agents, All Government Instrumentalities
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. 1 original copy of Letter request for cancellation, | - Property owner

revision, or correction of assessment/records.
2. Photocopy of current real property tax payment or | - Property owner or City Treasurer’'s
certification of RPT payment Office
3. Special Power of Attorney or Authorization Letter, | - Property Owner
(signature must be the same with signature in the
I.D. of the owner or Corporate Secretary, in case
of corporation), to transact with the Office of the
City Assessor pertaining to cancellation, revision,
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or correction of assessment records (If not the

owner of Property)

. Photocopy of valid ID of representative

- Authorized representative

the client conduct
an inspection of

based on the
availability of

CLIENT STEPS AGENCY ACTION | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
. Proceed to the City [1. Define the exact None 10 minutes Christine Amado
Assessor’s Office. location and Admin Asst. |
Submit the access before
required the scheduled Ester Pascual
documents to the inspection. Admin Aide IV
frontliners Secure
Order of payment Jobelle Lyn De la
and proceeds to Rosa
Counter F or G in Assessment Clerk
One-Stop-Shop for I
payment. Cecil Guila
Taxmapper IV
2. Receipt to be 2. Receive the Processing | Please refer to | Refer to Treasury
presented to payment and Fee: Treasury Citizen’s charter
frontliners for issue official P100.00 Citizen’s
recording. receipt per Charter
document
Inspection
Fee:
P100.00 per
lot-4 km from
Balanga City
Hall
P150.00 per
lot - beyond
4 km
2.1 The Inspection None 1 hour Wilson Cabusao
Team along with (scheduled Taxmapper IV

Joudette Marie

the property to property Samson

check whether owner which is Engineer |

there is a basis usually on the

for cancellation, following Cecil Guila

revision or week) Taxmapper IV

correction of

assessment. Dominador

(Site Location is Playapay Jr.
optional) Draftsman Il
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2.2 Prepare FAAS
(if necessary)

2.3. Prepare
cancellation,
revision or

2.4. Check and
approve
document if
there's no more
correction

correction of TD.

None

None

None

13 minutes

5 minutes

5 minutes

Arvin Velasco
Draftsman |

Marilen Alonzo
City Government
Department Head

Assigned Driver
(From GSO)

Joudette Marie
Samson
Engineer |

Maricel Banzon
Data Entry
Machine Operator |

Elaine Grace
Paguio

Data Entry Machine

Operator |

Ria Tallara
Data Encoder

Adrian Paolo
Paguio
Data Encoder

Melinda Arguelles
Local Assessment
Operation Officer
v
Neil Erwin Dizon
City Government
Assistant
Department Head

Marilen Alonzo
City Government

Department Head
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3. Acknowledge 3. The cancellation, None 2 minutes Christine Amado
receipt of his copy revision or Admin Asst. |
from frontliners. correction is

recorded and a Ester Pascual
copy is issued to Admin Aide IV
the client
Jobelle Lyn De la
Rosa
Assessment Clerk
I
TOTAL: | Inspection | 1 HOUR AND
Fee P100.00| 39 MINUTES
per lot for PLUS, ONE
4km from WEEK
the Balanga| SCHEDULE
City Hall FOR
INSPECTION
P150.00 per
lot beyond
4 km
Processing
Fee:
P100.00 per
property

(Processing time may exceed the required processing time per document and may be released
on the following week depending on the number of properties/transactions being processed,
location of property and schedule of inspection. The transaction may become complex if there is
a need to trace back old records or need property verification.)
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7. ANNOTATING OR CANCELLING LOANS OR MORTGAGES ON TAX

DECLARATIONS

This service is requested to annotate or cancel documents for loan and mortgage purposes.

Office or Division

City Assessor’s Office

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen, G2G - Government to

Government

Who may avail:

Real Property Owners/Administrators, Brokers, Banks, Sales
Agents, All Government Instrumentalities

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Copy of Mortgage/Release of Mortgage - Bank, Pag-Ibig Fund or any Financial
Institution
2. Copy of Tax Declaration - City Assessor’s Office
3. Special Power of Attorney or Authorization Letter, | - Property Owner
(signature must be the same with signature in the
I.D. of the owner or Corporate Secretary, in case
of corporation), to transact with the Office of the
City Assessor pertaining to annotating/cancelling
loans or mortgages (If not the owner of Property)
4. Photocopy of valid ID of representative - Authorized representative
CLIENT STEPS AGENCY ACTION | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
. Give loan and 1. Receive the P50.00 Refer to Treasury Citizen’s
mortgage agreement payment and per Treasury Charter
to Frontliners at the issue official annotation |Citizen’s charter
City Assessors Office.| receipt per
Secure Order of document
payment and 1.1 Annotate None 15 minutes | Christine Amado
proceeds to Counter and prepare Admin Asst. |
F or G in One-Stop- the tax
Shop for payment. declaration Ester Pascual
Admin Aide IV
Jobelle Lyn De
la Rosa
Assessment
Clerk |
1.2 Check and None 3 minutes Melinda Arguelles
signs TD Local Assessment
Operation Officer
\Y,
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Neil Erwin Dizon
City Government
Assistant
Department Head

Marilen Alonzo
City Government
Department Head

2. Receipt to be 2.The annotated None 2 minutes Christine Amado
presented to copy of TD is Admin Asst. |
frontliners for issued to the
recording and client Ester Pascual
acknowledges receipt Admin Aide IV
of his copy from
frontliners Jobelle Lyn De

la Rosa
Assessment
Clerk |
TOTAL: |P50.00 per| 24 MINUTES
annotation
per
Property

(Processing time may exceed 24 minutes/doc depending on the number of annotated
properties/transactions being processed and number of annotations requested.)

8. VERIFYING HISTORY OR REAL PROPERTY TAX ASSESSMENTS OR TAX
DECLARATIONS

The History of a certain property (e.g. ownerships, improvements, assessments etc.) may be
verified at the City Assessor’s Office.

Office or Division City Assessor’s Office
Classification: Simple
Type of Transaction: G2C - Government to Citizen, G2G - Government to Government
Who may avail: Real Property Owners/Administrators, Brokers, Banks, Sales
Agents, All Government Instrumentalities
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Photocopy of Title or any document to trace | - Property owner

the record
2. Special Power of Attorney or Authorization - Registry of Deeds

Letter, (signature must be the same with - Property owner

signature in the 1.D. of the owner or

Corporate Secretary, in case of corporation),
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to transact with the Office of the City
Assessor pertaining to securing a history of
real property tax assessment or tax
declaration. (If not the owner of Property)
3. Photocopy of valid ID of representative - Authorized representative
CLIENT STEPS AGENCY ACTION | FEES TO [PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Request for the 1.Verify and research None 2 hours Christine
verification of the real the history of the Amado
property history. Order real property Admin Asst. |
of payment to be
given to the client Ester Pascual
Admin Aide IV
?. Receipt to be 2. Receive the P100.00 Please refer |Treasury Citizen’s
presented to frontliners| payment and issue per to Treasury Charter
for recording and official receipt research Citizen’s
provide the client with Charter
the history of the
property. 2.1 Present the history] None 2 minutes  |Christine Amado
of the real property Admin Asst. |
to the client.
Ester Pascual
Admin Aide IV
TOTAL: | P100.00 2 HOURS
PROCESSING AND
FEEPER | 2 MINUTES
RESEARCH

(Processing time may vary depending on the number and date of tax declaration being
researched/verified. Transaction may become complex if property being traced back were
subjected to different transactions in the past years or requesting more than one property to be
traced back.)
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City Budget Office
Internal Services
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1. CERTIFICATE OF AVAILABLE APPROPRIATION

The Certificate of Available Appropriation is issued to verify that there is available appropriation /
budget intended for a specific account / expense to which expenditures and obligations may be
properly charged

Office or Division City Budget Office
Classification: Simple
Type of Transaction: | G2G - Government to Government
Who may avail: All Government Officials and Employees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
None None
CLIENT STEPS AGENCY ACTION | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Log their name and |1. Prepare the None 10 minutes Fe D. Bautista
purpose in the certificate upon per Budget Officer Il
logbook at the City receiving the fill- Certificate of
Budget Office out Request Form Available
from the Client Appropriation
2. Fill-out the Request | 2. Sign on the None 3 minutes Joer Grace H.
Form Certificate of De Mesa
Available City Government
Appropriation Department Head
3. Sign and indicate  |3. The Focal Person None 2 minutes Joynalyn G.
the time on the will issue the Paguio
Request Form upon | Certificate of Budget Officer
receiving the Available 1]
Certificate of Appropriation to
Available the Client
Appropriation
TOTAL: NONE 15 MINUTES
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2. CERTIFIED TRUE COPY OF ANNUAL BUDGET

The Certified True Copy of the Annual Budget is issued to attest that the copy is from the initial
Annual Budget approved with Appropriation Ordinance and is used as one of the requirements

needed for submission to other government agencies

Office or Division

City Budget Office

Classification:

Simple

Type of Transaction:

G2G - Government to Government

Who may avail:

All Government Officials and Employees

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

None None
CLIENT STEPS AGENCY ACTION | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Log their name and |1. Prepare a copy of None 6 hours per Joynalyn G.
purpose in the the Approved copy of the Paguio
logbookat the City Annual Budget Annual Budget Officer
Budget Office upon receiving the Budget 1]
fill-out Request
Form from the
Client
2. Fill-out and submit | 2. Mark all the None 30 minutes Joynalyn G.
the Request Form photocopy of Paguio
Approved Annual Budget Officer
Budget with a 1]
Certified True
Copy
2.1 Sign on all the None 30 minutes Joer Grace H.
pages of the copy De Mesa
of Annual Budget City Government
Department
Head
3. Sign and indicate 3. Issue the Certified None 2 minutes Joynalyn G.
the time on the True Copy of Paguio
Request Form and Annual Budget to Budget Officer
receive the the Client 1]
Certificate of
Available
Appropriation
TOTAL: NONE 7 HOURS AND
2 MINUTES
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City Cooperative and Development Office

External Services
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1. COOPERATIVE ORGANIZATION AND REGISTRATION

Existing groups or associations may opt to form into cooperatives because of the benefits enjoyed
by cooperative sector. The City Cooperative Development Office will help in the Orientation during
the Pre-Registration Seminar and will assist in the preparation of registration documents.

Office or Division

City Cooperative and Development Office

Classification:

Complex

Type of Transaction:

G2B — Government to Business, G2G — Government to
Government

Who may avail:

Associations, groups with 15-25 members

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1.

2.

4 (Original) Notarized Copies Economic
Survey

4 (Original) Notarized Copies Atrticles of
Cooperation

4 (Original) Notarized Copies Cooperative
By-Laws

4 (Original) Notarized Copies Treasurer’s
Affidavit

City Cooperative and Development Office,
City Hall Annex 3™ FI. Dona Dominga Bldg.
DFS, Balanga City

5. 5 (Original) Notarized Copies of Board
Resolution for Authorized Bank Signatories
CLIENT STEPS AGENCY ACTION FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Proceed to the City | 1. Registration to CCDO None 10 minutes |Anna Margarita
Cooperative Dev't Logbook Batungbacal
Office for Computer
Associations or Operator I
group of individuals
with 15 to 25 1.1 Consultation and None 1 hour Marilyn C.
members for discussion Punsalan
consultation with Coop Dev't
CCDO regarding Specialist Il
Coop Formation
1.2 Request for Pre- None 10 minutes | Anna Margarita
Registation Seminar Batungbacal
to CDA Computer
Operator Il
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2. Attend the Pre- 2. Prepare Registration None 10 minutes | Anna Margarita
Registration Attendance Sheet Batungbacal
Seminar Computer

Operator Il
2.1 Assist CDA in None 8 hours Marilyn C.
conducting Pre- Punsalan
Registration Seminar Coop Dev't
Specialist Il
Cynthia G.
Aranas
Senior
Bookkeeper

3. Prepare CDA 3. Assist in the None 30 minutes Marilyn C.
Registration preparation of Punsalan
Requirements pertinent documents Coop Dev't

for registration Specialist I

*4 Copies of purposes None 4 hours
Economic survey

*4 Copies of Articles 3.1. Check the
of Cooperation documents for None 4 hours

*4 Copies of By-Laws revision and

completeness

*5 Copies of Board None 30 minutes
Resolution for
Authorized Bank
Signatories None 30 minutes

4. Submit registration 4. Assist Cooperative None 4 hours Marilyn C.

documents to CDA Officers for the Punsalan

Regional Office submission of Coop Dev't

registration Specialist Il
documents

5. Compliance with 5. Assist the None 4 hours Marilyn C.

the CDA Findings cooperative officers Punsalan

in compliance of CDA Coop Dev't
Findings Specialist I

6. Submission of 6. Assist the None 4 hours Marilyn C.
Registration cooperative officers Punsalan
Documents after in submission of Coop Dev't
revision registration Specialist Il

documents to CDA
TOTAL: | NONE 1 DAY AND
7 HOURS
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City Disaster Risk Reduction and Management Office

External Services
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1. REQUEST FOR TRAININGS, SEMINAR AND WORKSHOP

The Training Division under the CDRRMO facilitates Trainings, Seminar and Workshop upon the
request of any individuals or establishment with the approval of the City Mayor/City Administrator.

Trainings conducted will equip participants with necessary competencies to perform their skills in
conformance with standards set by governing authorities and to establish a standard training
program for communities as per mandated by R.A. 10121.

Office or Division
Classification:

Type of Transaction:
Who may avail:

CDRRMO-Training Division
Simple

G2C- Government to Citizen
All Residents of Balanga

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Approved Request Letter with Tracking - City Administrator’s Office
Slip (1, Original)
CLIENT STEPS AGENCY ACTION | FEES TO [PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Submit Request 1. The City Mayor’s None 2 minutes City Mayor’s
Letter to City Office shall Office Staff
Mayor’s Office forward the letter
request to the City
Administrator for
appropriate action
1.1 Receive and None 2 minutes  |Robert B. Carreon
evaluate the Local DRRM
approved request Officer 1l
letter from the
City Danica Joy D.
Administrator Reyes
Local DRRM
Officer Il
2. Wait for schedule | 2. Schedule the None 2 minutes Kristina M.
of training, seminar date of training, Villafafa
or workshop seminar or DRRM Assistant
workshop
3. Get the scheduled | 3. Inform the None 2 minutes Kristina M.
date of training, requestor of the Villafaia
seminar or schedule date of DRRM Assistant
workshop training, seminar
or workshop.
TOTAL: NONE 8 MINUTES
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2. REQUEST FOR FIRE, SEARCH AND RESCUE OPERATIONS

The Operation and Warning Division under the CDRRMO operates 24/7 to answer all the
emergency calls within the City of Balanga in relation to Fire, Drowning Incident, Search and
Rescue Operations.

Office or Division CDRRMO-Operations and Warning Division
Classification: Simple
Type of Transaction: | G2C- Government to Citizen
Who may avail: All Residents of Balanga
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
None None
CLIENT STEPS AGENCY ACTION | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Call the hotline 1. Receive the None 2 minutes Command
number call. Center
09199117117 City CPSO
2. Give details of the | 2. Ask the details None 3 minutes Command
present situation about the Center
present City CPSO
situation
3. Wait for the 3. Provide the None 3 - 5 minutes Operation and
responding team necessary within the City Warning
response and Proper Division
dispatch 10 - 15 minutes in
responding the Upland
team Barangays
TOTAL: | NONE | MAXIMUM OF 12
MINUTES
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3. REQUESTING FOR OFFICIAL DOCUMENTS (LDRRM Plan, LCCAP,
Contingency Plan and other related DRRM documents)

The Administrative Section under the CDRRMO issues needed documents upon the request of
individuals and other agency to provide accurate, reliable, complete and timely information to
government officials necessary for decision making and to the public in general.

Office or Division CDRRMO-Admin Section
Classification: Simple
Type of Transaction: | G2C-Government to Citizen, G2G-Government to Government
Who may avail: All residents of Balanga
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Approved Request Letter with Tracking - City Mayor’s Office
Slip (1, Original)
CLIENT STEPS AGENCY ACTION | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Submit Request | 1. The City Mayor’s None 2 minutes City Mayor’s Office
Letter to City Office shall
Mayor’s Office forward the letter
request to the City Robert B. Carreon
Administrator for Local DRRM
appropriate action Officer 1l
1.1 Receive and None 3 minutes Danica Joy D.
evaluate approved Reyes
request letter from Local DRRM
the City Officer 1l
Administrator
2. Provide details 2. Ask the details None 2 minutes Robert B. Carreon
and purpose of where to send Local DRRM
the needed the needed Officer 1l
documents documents.
Danica Joy D.
Reyes
Local DRRM
Officer Il
3. Wait for the call 3. Send thru emall None 3 minutes Robert B. Carreon
or check the the needed Local DRRM
email document and Officer 1l
will notify the Danica Joy D.
requestor. Reyes
Local
DRRM Officer Il
TOTAL: | NONE 10 MINUTES
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City Economic Development and Investment
Promotion Office

External Services
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1. APPLICATION AS PARTICIPANT TO INVESTBALANGA SEMINAR

A monthly seminar that offers modules on business-related topics such as understanding financial
statements, how to start a small business, etc.

This is in line with the goal of CEDIPO to attract new businesses for job generation and increase
the per capita income of our city. CEDIPO strives to be a partner for investor's needs by offering
assistace, resources, and other tools to aid in creating, expanding, and retaining businesses in
the City of Balanga. We eye to aid all sizes of investors or entrepreneurs be they micro, small,
medium, or large enterprises- or those still aspiring to be entrepreneur clients.

Office or Division City Economic Development and Investment Promotion Office
Classification: Simple
Type of Transaction: | G2C - Government to Client
Who may avail: Balanga or Bataan Residents
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Any proof of identification - Client
2. No delinquent record with CEDIPO - CEDIPO Data Base
Seminars (non- attendance/ no show)
CLIENT STEPS AGENCY ACTION | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Send text 1. Evaluate and None 10 minutes Ma. Diana Kariza
message, email, encode basic A. Maniti
letter, or personally | information at Admin Assistant
appear at CEDIPO participants’ data Il
to provide basic base or provide
information logbook; Reynaldo P.
(complete name, acknowledge Guevarra
address, and communication Admin Officer IV

contact number)

1.1 Verify non- None 5 minutes
delinquency in
attendance to prior
seminars (a
delinquency means
non- attendance;
each occurrence is
also 1 seminar

forfeiture)
5 minutes
1.2 Provide notification None as long as the
of inclusion in the list information is
of participants complete and
valid
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2. In case of non- 2. Acknowledge receipt| None 5 minutes Ma. Diana Kariza
attendance due of notification. (Note: Initiation A. Maniti
valid reasons, to completion | Admin Assistant
provide notice thru will be within 3 Il
text message or a days from
call at least two receipt of an Reynaldo P.
days before the email, text Guevarra
seminar; or in case message, Admin Officer IV
of emergency letter, or
reasons, notify on gathering data
the day of seminar from personal
or after whenever appearance
possible depending on

completeness

and validity of

information and
number of
applicants.)

2.1 Record reason for None 5 minutes Ma. Diana Kariza
failure to attend at A. Maniti
the participants data Admin Assistant
base Il

Reynaldo P.
Guevarra
Admin Officer IV

3. Attend the whole 3. Record attendance None 5 minutes Ma. Diana Kariza
duration of the or non- attendance A. Maniti
seminar. Admin Assistant

Il
Reynaldo P.
Guevarra
Admin Officer IV
TOTAL: | NONE 35 MINUTES
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2. REQUEST FOR NETWORKING WITH SUBJECT MATTER EXPERT (SME)

A participant or any citizen may also request assistance in networking or connecting to an SME
such as a speaker, a private company, another government agency, or other business expert
guests in the InvestBalanga Seminar.

A client who would like to be connected to an SME for purposes of replicating the seminar,

business consultations,

business

inquiries,

communication to CEDIPO for proper coordination.

and whatever

legal

purposes may send

Office or Division

City Economic Development and Investment Promotion Office

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen

Who may avail:

Seminar Attendee, Facilitator/ Speaker, All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Any proof of identification (1, Photocopy)
2. No delinquent record with CEDIPO
Seminars (non- attendance/ no show)

- Client

- CEDIPO Data Base

CLIENT STEPS AGENCY ACTION | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Send a written 1. Evaluate and None 15 minutes Reynaldo P.
request such as a verify the Guevarra
printed letter or information. Admin Officer IV
email with the Send a
complete name, response letter, Edmer C. Fabian
company, or or email Acting City
business name, acknowledging Government
address, and contact the request. Department Head
number.
1.1 Check None 5 minutes
Clients must also delinquency in
reflect the detailed database;
reason for encode
networking requests information at
such as but not customer
limited to the type of relations
business he or she management
is planning to put up platform
or the services he or
she is inquiring for 1.2 Send None 15 minutes
coordination Note: response
notice to the may take

SME or his/ her
company
through email or

several days
depending on
the protocol and
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printed letter;

speed of reply

serve as a of the subject
conciliator for matter expert or
data and his/ her
requirements company.
exchange as

needed.

2. Attend the meeting . Acknowledge None 15 minutes Reynaldo P.
or reply promptly to receipt of the (Note: Initiation Guevarra
communication reply of SME; to completion | Admin Officer IV
with the subject then connect will be within 20
matter expert. the client and days as long as | Edmer C. Fabian

SME through client and Acting City
printed letters, counterparts Government
text messages, have agreed to |Department Head
email, or face- terms and
to-face provided
meetings. necessary
requirements for
both parties.)
TOTAL: | NONE 50 MINUTES

3. ACCEPTANCE OF INVESTBALANGA AWARDS

The InvestBalanga Awards is an annual recognition of the Top Businesses in various categories
(e.g. Top Employer, Top Gross Sales, etc.) as well as the top Real Property Tax (RPT) payers of
the city. These awards are provided by the City Government in appreciation of their economic
contribution to the community. The Top 50 Businesses and the Top 50 RPT Payers are also

recognized.

CEDIPO coordinates with the City License Permit and Franchise Office, City Treasury Office, City
Cooperative Development Office, and Public Employment Services Office for data gathering and
identification of the awardees.

Office or Division

City Economic Development and Investment Promotion Office

Classification:

Complex

Type of Transaction:

G2C - Government to Citizen

Who may avail:

All Real Property and Business Owners or Their Representatives

CHECKLIST OF REQUIREMENTS

| WHERE TO SECURE
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1. Letter from CEDIPO, proof of being - Client
selected as recipient of the award
2. Any proof of identification (1, Photocopy) - Client
CLIENT STEPS AGENCY ACTION FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Accept the letter 1.1 Draft and send a None 15 minutes  |Ma. Diana Kariza
and sign the receiving letter notifying the A. Maniti
sheet; provide contact company (Note: may Admin
information. proprietor or incur 3 days to Assistant 1
manager of being 7 days
selected as an depending on Reynaldo P.
awardee. speed of return Guevarra
of letters from | Admin Officer
inter-office \Y,
approval &
signature as
well as delivery
of letter due
availability of
the receiving
1.2 Document personnel of
acceptance at the the awardee)
list of awardees;
encode contact None 5 minutes
information
2. Finalize and 2. Acknowledge None 5 minutes Edmer C. Fabian
confirm number of receipt of Acting City
and name(s) of information. Government
person(s) to attend Department
or representative(s) | 2.1 Encode Head
based on allotment information at None 5 minutes
provided; send awardees’ data Reynaldo P.
notification thru base. Guevarra
printed letter, call, Admin Officer
text message, or 2.2 Do final \Y
email. confirmation of None 5 minutes
attendance and Ma. Diana Kariza
the names of the A. Maniti
attending Admin
awardee(s) or Assistant Il
representative(s)
2 days’ prior
event for
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inclusion to the
program.
3. Attend the 3. Facilitate None 4 hours Edmer C. Fabian
awarding event. InvestBalanga (Note: Acting City
Awards event Awarding Government
program Department
includes Forum Head
with a Business
Expert) Reynaldo P.
Guevarra
Admin Officer
v
Ma. Diana Kariza
A. Maniti
Admin
Assistant |l
TOTAL: NONE 4 HOURS AND
35 MINUTES

4. INVESTMENT/ BUSINESS INQUIRY: FRANCHISING

One of the services CEDIPO provides for potential investors or budding entrepreneurs is the
option of franchising. Franchising offers many advantages both for seasoned entrepreneurs as

well as new ones.

This service is in line with CEDIPO’s mandate of providing basic information about business
potentials of Balanga City including LGU services to prospective investors to attract more
investments to flow in the community. We are also tasked to facilitate the establishment of an
aggressive, systematic, coordinated, sustained promotion and marketing of the City of Balanga.

Office or Division

City Economic Development and Investment Promotion Office

Classification:

Technical

Type of Transaction:

G2C - Government to Citizen

Who may avail:

All Investors and/or Entrepreneurs

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

complete name,

1. Any proof of identification (1, Photocopy) - Client
CLIENT STEPS AGENCY ACTION FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Send a written 1. Evaluate and verify None 15 minutes Reynaldo P.
request such as a information. Send Guevarra
printed letter or response letter, text Admin Officer
email with a message, or emalil \Y,
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address, and

acknowledging

Edmer C. Fabian

contact number. request None 5 minutes Acting City
1.1 Encode information Government

The client must at customer Department
also reflect on the relations Head
type of business management flat _
he or she has or form None 15 minutes
is planning to put (Note: response
up. 1.2 Coordinate with the may take

franchising several days
company or depending on
association through the protocol and
email or printed speed of reply
letter of the company
as well as the
complexity of
the franchising
request.

. Attend the 2. Upon receipt of None 10 minutes Reynaldo P.
meeting or reply company reply, (Note: Initiation Guevarra
promptly to connect the client to completion Admin Officer
communication and the franchising will be kept A\
with the subject company through within 20 days
matter expert. printed letter, text as long as client |Edmer C. Fabian

message, email, or and Acting City
face to face meeting. counterparts Government
have agreed to Department
terms and Head
provided
necessary
requirements for
both parties.)
TOTAL: | NONE 45 MINUTES
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5. INVESTMENT/ BUSINESS INQUIRY: LOTS OR SPACES, POWER AND
WATER RATES, and DATA ON TALENT SUPPLY

CEDIPO is mandated to provide basic information on available business opportunities in the city.
In aid of doing so, we are to establish a local economic database containing relevant facts and
figures to help entrepreneurs decide and execute strategically their business plans.

These will only be made possible by coordination with other offices in the promotion of economic
activities such as the City Planning and Development Office (CPDO), City Treasurer's Office
(CTO), City Budget Office (CBO), and the Sangguniang Panlungsod (SP) among others.
Coordination also includes external stakeholders such as other government agencies and

educational institutions.

Office or Division

City Economic Development and Investment Promotion Office

Classification:

Technical

Type of Transaction:

G2C - Government to Client

Who may avail:

All Investors and/or Entrepreneurs

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Any proof of identification (1, Photocopy) | - Client
CLIENT STEPS AGENCY ACTION | FEESTO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Send a written 1.1 Evaluate and None 15 minutes Reynaldo P.
request such as a verify information. Guevarra
printed letter or Send response Admin Officer IV
email with the letter, text
complete name, message, or email Edmer C. Fabian
company, acknowledging Acting City
address, and request Government
contact number. Department Head
1.2 Encode None 5 minutes
The client must information at (Note: response
also reflect on the customer may take several
type of business relations days depending
he or she has or management flat on the protocol
is planning to put form and speed of
up as well as reply of the
other info such as concerned
the size of the lot institutions as
or space he or well as the
she is requesting. complexity of the
request.
1.3Coordinate with None 15 minutes

the Counterpart
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Company or
institution such as
the owner or
manager of the
lots or space,
other government
agencies
concerned, or
educational
institutions, etc.
thru email or
printed letter.

As long as the
data provided
were complete,
valid, and
already usable.

(Note: Initiation
to completion will
be kept within 20
days as long as

the client and
counterparts
have agreed to
terms and
provided
necessary
requirements for
both parties.)

1.4 Upon receipt of None 5 minutes Reynaldo P.
reply, verify Guevarra
usability of data; Admin Officer IV
provide the client
with the data/ Edmer C. Fabian
information. Acting City

Government
(In the case of lots and Department Head
spaces; CEDIPO may
connect the client with
the counterpart through
a printed letter, text
message, email, or face-
to-face meeting/ site
visit.)

. Pick up printed 2. Provide/email the None 2 minutes Reynaldo P.
document or document. Guevarra
acknowledge Admin Officer IV
receipt of email.

Sign logbook for Edmer C. Fabian
pick up. Acting City
Government
Department Head
TOTAL: | NONE 42 MINUTES
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6. INQUIRY CITY INVESTMENT PROFILE: INVESTMENT KIT

CEDIPO is mandated to provide basic information on available business opportunities in the city.
The Investment Kit is a collection of the vital data as well as the most important information
regarding the features, statistics, and other relevant data that make Balanga City a haven for
businesses and other investments.

The Investment Kit also shows quick facts such as the city’s talents, programs, and other unique
features that cement its being the bastion not just of economic development in the province but
also as an educational stronghold.

Office or Division City Economic Development and Investment Promotion Office
Classification: Simple
Type of Transaction: G2C - Government to Citizen
Who may avail: All Investments and/or Entreprenuers
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Any proof of identification (1, Photocopy) | - Client
CLIENT STEPS AGENCY FEES TO | PROCESSING PERSON
ACTION BE PAID TIME RESPONSIBLE
1. Send a written 1. Evaluate and None 10 minutes Reynaldo P.
request such as a verify Guevara
printed letter or email | information. Admin Officer IV
with a complete Send response
name, address, and letter, text Edmer C. Fabian
contact number. message, or Acting City
email Government
The client must also acknowledging Department Head
reflect the type of request
business he or she
has or is planningto | 1.1 Encode None 5 minutes
put up as well as the information at
purpose of the customer
request. relations
management
flat form
1.2 Check stock/ None 5 minutes
availability of (Note: single
investment Kit. piece request
maybe provided
immediately
subject to
evaluation of
purpose)
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1.4 Secure None 5 minutes
approval of the (Note: Initiation
department to completion
head and or will be within 3
management days depending
for the release on the number
of kit(s). of kits requested
and as per final
evaluation of the
purpose of the
request.)

1.5 Upon None 5 minutes Reynaldo P.
approval, notify Guevara
the client of the Admin Officer IV
pick-up date
and time Edmer C. Fabian
through a Acting City
printed letter, Government
email, or text Department Head
message;
provide a
logbook for
receiving.

2. Pick up the 2. Provide the kits None 5 minutes Reynaldo P.
investment Kit(s) and and logbook Guevara
sign the receiving Admin Officer IV
logbook.

Edmer C. Fabian
Acting City
Government
Department Head
TOTAL: | NONE 35 MINUTES
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7. APLICATION FOR BENEFITS IN THE INVESTMENT CODE

- The investment code contains promulgations in line with the aim of accelerating the sound
development of the City of Balanga in accordance with the approved Comprehensive Land and
Water Use Plan and the national development plan.

The code is focused on encouraging new investments or expansion/diversifications in services
especially but not limited to information technology, business process outsourcing, software
development and technology-based businesses, agriculture, eco-tourism involving the
establishment or construction of resorts, hotels, health and wellness tourism facilities, adventure
and sports tourism, nature and theme parks, food chains and restaurants, infrastructures in line
with Balanga City’s vision , green economy, etc. that will provide employment opportunities, raise
the standard of living of the people of Balanga City, and provide for an equitable distribution of

wealth.

Office or Division

City Economic Development and Investment Promotion Office

Classification:

Technical

Type of Transaction:

G2C - Government to Citizen

Who may avail:

All Investments and/or Entreprenuers

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Any documentary proof of being a part of a
company; (1, Photocopy) -Client
2. Any proof of identification (1, Photocopy)
CLIENT STEPS AGENCY ACTION | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Send a written 1. Evaluate and verify None 20 minutes Reynaldo P.
request (either thru information. Send Guevara
email or printed response letter, text Admin Officer IV
letter) reflecting message or email
information such as acknowledging Edmer C. Fabian
the name of request Acting City
company he or she Government
represents, hisor [1.1 Encode information None 5 minutes Department Head
her position, and at customer relations
the specific management flat
purpose(s) of the form
request.
1. 2 Coordinate with None 20 minutes
counterpart offices (Note:
such as but not coordination
limited to the City and response
Mayor’s Office, City may take
Council several days
(Sangguniang depending on
Panglungsod), City the complexity
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Treasurer's Office,
etc. for evaluation
(setting of meetings
as needed),
verification, update
of data, and other

of the request
and other
office’s policies
and
processes.)

inputs.

1.3 Connect the client None 10 minutes Reynaldo P.
and counterparts (Facilitation of Guevara
thru email, printed meeting may | Admin Officer IV
letter or exploratory take hours or
meetings as days based on | Edmer C. Fabian
needed. common Acting City

availability of Government
client and Department Head
counterparts as
well as meeting
agenda
discussion)

2. Pick up printed 2. Upon conclusion of None 10 minutes Reynaldo P.
letter or decision, provide upon receipt of Guevara
acknowledge information on notice Administrative
receipt of email. provision or non- (Note: Initiation to Officer IV
Sign logbook for provision of the completion will
pick up. request thru email be kept within | Edmer C. Fabian

or printed letter 20 days as long| Acting City
as client and Government
counterparts |Department Head
have agreed to
terms and
provided
necessary
requirements for
both parties*.)
TOTAL: | NONE 1 HOUR AND
5 MINUTES

*The City Council may exhort necessary mandates to help maximize services to be provided for
the client and thus incur additional days for legislation as needed.
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City Education and Excellence Development Office

External Services
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1. PROVISION OF SCHOOL DATA

Data pertaining to schools such as number of enrollees, graduates, courses, teaching and non-
teaching personnel, lists of schools, etc. may be requested from the office.

Office or Division City Education and Excellence Development Office
Classification: Complex
Type of Transaction: | G2C — Government to Citizen
Who may avail: Researchers, Students, Different Offices
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Request Letter (1, Original) - Client
CLIENT STEPS AGENCY ACTION | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Submit the request | 1. Evaluate the None 2 minutes Tarra Ann M.
letter at the City letter request Pagdanganan
Education and Acting City
Excellence Government
Development Office Department Head
2"d floor Balanga
City Hall
2. Claim the requested | 2. For available None 3 minutes Zyrine M. Bautista
data. data Education
None Research Assistant
2.1 Print out a
copy.
2.2. Release the None
data needed
TOTAL: | NONE 5 MINUTES
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2. EVALUATION OF SCORE CARDS

Scorecard is a requirement of Balanga City scholars. A scholar may have his/her scorecard
evaluated prior to the validation period set by the Iskolar ng Bataan office.

Office or Division City Education and Excellence Development Office
Classification: Simple
Type of Transaction: | G2C — Government to Citizen
Who may avail: Balanga City Scholars
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Score cards (1, Original) - ACSBC Presidents
CLIENT STEPS AGENCY ACTION | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Submit scorecard 1. Check and None 1 minute Theresa Jane B.
for evaluation at the evaluate the Mendoza
City Education and scorecard. Development
Excellence Management
Development 1.1, If complete Officer Il
i nd L. ’
g:llgﬁég C;'S?_:a” forward the None 2 minutes Reina G. Hernando
scorecard to the Clerk |
OIC for signing.
1.2 Sign the None 1 minute Tarra Ann M.
scorecard Pagdanganan
Acting City
1.3. For incomplete None 10 minutes Government
scorecard, Department Head
forward the
scorecard to the
OIC for
interview and
further
evaluation
2. Claim the 2. Release the None 1 minute Theresa Jane B.
scorecard scorecard Mendoza
Development
Management
Officer Il
Reina G. Hernando
Clerk 1
TOTAL: | NONE 15 MINUTES
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City Engineering Office/ Office of the Building Official
External Services
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1. BUILDING PERMIT
(PD1096 Rule 11l Section 301)

No person, firm or corporation, including any agency or instrumentality of the government shall
construct, alter, repair, convert, use, occupy, move, demolish and add any building/structure or
any portion thereof or cause the same to be done, without first obtaining a building permit therefore
from the Building Official assigned in the place where the subject building/structure is located or
to be done.

(PD1096 Rule Il Section 305)

The issuance of building permit shall not be construed as an approval or authorization to the
permittee to disregard or violate any of the provisions of this code.

Whenever the issuance of a permit is based on approved plans and specifications which are
subsequently found defective, the Building Official is not precluded from requiring the permittee to
effect the necessary corrections in said plans and specification or from preventing or ordering the
stoppage of any or all building operations being carried on there under which are in violation of
this code.

A building permit issued under the provision of the code shall expire and become null and avoid if
the building or work authorized therein is not commenced within a period of one (1) year from the
date of such permit, or if the building or work so authorized is suspended or abandon at any time
after it has been commenced, for a period of one hundred twenty (120) days.

Office or Division Office of the Building Official (National Building Code)
Classification: Complex
Type of Transaction: | G2C - Government to Citizen
Who may avail: Government Agencies, Private Individual, Investors, Business
Establishment Owner
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Duly Notarized Unified Building Permit Forms are available at the
Application Form must be accompanied with Office of the Building Official
Ancillary permit form — Architectural, One-Stop-Shop for Construction &
Civil/Structural, Electrical, Mechanical, Sanitary, | Occupancy Permit (OSCP) and can also
etc. as required (all must be duly signed and be downloaded thru the official website
sealed of City of Balanga.
https://cityofbalanga.gov.ph/
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2. (3) Photocopy of

Original Certificate of Title (OCT)/ Transfer

Certificate of Title (TCT).

In Case the applicant is not the registered owner

(aside from submission of Letter A requirements),

secure any of the following:

-Duly Notarized Contract of Lease or Written
Consent of the owner/administration

- Contact to sell or Deed of Sale (Duly Notarized)

- Certificate of Award (in case of GOVERNMENT
LOTS)

- Extra Judicial Settlement (Duly Notarized)

- Special Power of Attorney (Duly Notarized)

- Authorization from owner if the application is filed

by a representative

(3) copies — Tax Declaration

(3) copies — Current Real Property Tax Receipt

- Registered Lot Owner

3. Five (5) sets of survey plans, design plans duly
signed and sealed and other documents as follows:
a. Architectural documents
b. Civil/Structural documents
c. Electrical documents
d. Mechanical documents
e. Sanitary documents
f. Plumbing documents
g. Electronics documents
h. Geodetic documents
i. Fire Protection Plan (if applicable)

- Applicant

—  Design Professionals

4. Two (2) Photocopies of valid licenses (PRC ID) and
latest PTR of all involved

- Design Professional (c/o Applicant)

5. Four (4) Copies-Bill of Materials & Specifications
(signed and sealed by engineer/architect)

- Applicant

6. Three (3) copies Barangay Construction Clearance
with official receipt

- Barangay Hall (where construction
will take place)

7. Construction Safety & Health Plan (CSHP)

- Department of Labor and
Employment

8. Two (2) copies Structural Design Computation for 3
storey above

- Design Professional (c/o Applicant)

9. Locational Clearance Form (fully accomplished and
notarized)

- Office of the Building Official
One-Stop-Shop for Construction &
Occupancy Permit (OSCP)

OTHER REGULATORY OFFICES REQUIREMENTS

» Fire Safety Evaluation Certificate (FSEC)

- Bureau of Fire Protection - BFP

134




= Right of Way Clearance (RROW) and
Easement of all types of building/structure
along the national road and (WWC) public
creek or river/bodies of water.

- Department of Public Works and
Highway (DPWH 2"¢ District)

Other Agencies such as (If applicable)

HLURB DOT
DOH  DOTC
DAR DepEd
DENR(ECC)

National Grid Corporation (NGCP) - for all types of
building along the high-tension transmission lines
And other requirements as deemed necessary upon
evaluation and as per memorandum forwarded to

Various authorities exercising and
enforcing regulatory functions
affecting buildings/structures

OBO
CLIENT STEPS | AGENCY ACTION FEES TO BE |PROCESSING PERSON
PAID TIME RESPONSIBLE
1. FILE 1. Initial Verification None 15 minutes Jesusa
Submit _ 1.1 Check su_bmltted Villanueva
prop.erly.flll-out accomplished Senior Admin.
Application forms and Assistant Il
Forms and documents
Documentary (1.2 Prepare routing
requirement at slip, control in Rhoanne Estrada
the Office of logbook and Engineering Asst.
the Building input number
Official One 1.3 Segregate Alyssa Almelor
Stop Shop for application to be Engineering Asst.
Construction & transmitted to
Occupancy Fire and CPDO. )
Permit (OSCP) Prepare Jeasremaica H.
transmittal and Gamayon
forward to Engineering Asst.
concerned
department )
1.4 Forward to Dodi Earl
Inspector/ Fernandez
evaluation Engineering Asst.
section
1.5 Line and Grade None 1 day Eugene Velasco
Verification Ocular Engineering Asst.
Inspection for line
and grade
verification to
establish and
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determine
setbacks and
grades in relation
to access road,
property lines,
street or
Highways, utility
lines and
construction of
other infrastructure
project.

Client will receive
notification via
sms if found non-
compliant

LEGEND:
16;5;32;3:\ F;;e' CATEGORY 1- | 1/2dayfor |Eugene Velasco
plans and related Copstructlon/Reno Category 1  [Engineering Asst.
documents vation up to '_I'vv_o
Line and Grade (2) storey building Jerom(_a Tuazon
_Architectural CATEGORY 2 — Engineer |
-Civil/Structural Construction/Reno f :
Electrical vation of Three (3) Clla[t):ysr 0; Christoper Nava
Mechanical UF to Four (4) gory Architect Il
: storey
:ﬁﬁjmirzg Building with Rommel
_Electronics Roof Deck, Valdecanas
Attic or Building
Penthouse. Inspector
CATEGORY 3 - 2 Days for
Construction/Reno| Category3 |Rosemarie Tapia
vation of Five (5) Engineer I
storey building or
Higher with Deck.

1.7 Return Plans and None 15 minutes Jesusa
Documents for Villanueva
Corrections if Senior Admin.
there are Assistant Il
Deficiencies.

Rhoanne Estrada
Engineering Asst.

IF NO DEFICIENCIES, this will proceed to assessment) Once the applied permit is found

compliant
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Corrective Step [1.8 Review re- None 15 minutes Jesusa
Re-Submit submitted Villanueva
Corrected/Lacki Plans and Senior
ng Plan and Documents. Admin.
Pertinent Consolidate Assistant Il
Documents final
(If applicable) evaluation Rhoanne
Submit affidavit Estrada
that the Engineering
deficiencies will Asst.
be corrected on
given time
1.9 Prepare BUILDING PERMIT
Assessment Division AREA (sq.m) AMOUNT Jesusa
of Original complete Villanueva
Correspon- construction up to 20.00 2.00 Senior
di = sg. meters Admi
Ing Fees Additional/renovation/alter X min.
ation up to 20 sqm Assistant |l
2.40
A-1 (Residential) Rega_rd_less of floor area
of original construction Rh
Above 20-50 3.40 oanne
Above 50-100 4.80 Estrada
Above 100-150 6.00 Engineering
Above 150 7.20 Asst.
Original complete P 3.00
construction up to 20.00 sq.
meters
Additional/ 3.40
renovation/alteration up to
A-2 20.00 sq. meters
regardless of floor area of 15
original construction minutes
Above 20.00 - 50.00 5.20
Above 50.00 - 100.00 8.00
Above 150.00 8.40
Up to 5,000 23.00
B-1/C-1/E-1,2,3/F- Above 5,000 to 6,000 22.00
1/G- Above 6,000 to 7,000 20.50
1,2,3,4,5/H1,2,3,4/1-|  Above 7,000 to 8,000 19.50
1/3-! (Commercial, Above 8,000 to 9,000 18.00
Institutional, Above 9,000 to 10,000 17.00
Industrial, Above 10,000 to 15,000 16.00
Recreational, Above 15,000 to 20,000 15.00
Agricultural) Above 20,000 to 30,000 14.00
Above 30,000 12.00
Up to 5,000 12.00
Above 5,000 to 6,000 11.00
C-2/D-1,2,3 Above 6,000 to 7,000 10.20
Above 7,000 to 8,000 9.60
Above 8,000 to 9,000 9.00
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Above 9,000 to 10,000 8.40
Above 10,000 to 15,000 7.20
Above 15,000 to 20,000 6.60
Above 20,000 to 30,000 6.00
Above 30,000 5.00
Outside Tarpaulin
Transaction (To be paid at OBO) 150.00

Once Fire Clearance and Locational has been approved and forwarded to OSCP together with
other regulatory office compliances, documents will be forwarded to backroom for processing
and approval of the building official

1.9 Processing & None

Approval

1 day

Miguel A.
Sanchez I
Acting City

Engineer

Jesusa
Villanueva
Senior
Admin.
Assistant Il

Rhoanne
Estrada
Engineering
Asst.

2.0 Once approved by the BO, documents will be forwarded to
processing section and clients will receive notifications via sms
that the approved permit is now ready for payment documents will
be available at the OSCP however, you will not be allowed to pay
unless other regulatory requirements has been submitted

2. Payment
Receive the order of
Payment (for OBO and
CPDO)

- Pay dues to Local
Treasurer Office

2. Issue Order of Refer to
Payment to client the

schedule
of permit
fees
above

20 minutes

Jesusa
Villanueva
Senior Admin.
Asst. |l

Rhoanne
Estrada
Engineering
Asst.

Alyssa
Almelor
Engineering
Asst.
Jeremaica
Gamayon

138




Engineering

Asst.
Dodi Earl
Fernandez
Engineering
Asst.
3. Release 3. Recieve Official None 30 minutes | Villanueva
- Submit Order of Receipt of Building Senior
payment with Official Permit and Locational Admin.
receipt to The Office Permit Assistant Il
of the Building Official
3.1 Record and control Rhoanne
- Wait for the release of paid permit Estrada
approved permit Engineering
3.2 Prepare the tarpaulin Asst.
- Receive approved
permit 3.3 Release the approved Alyssa
Building Permit Almelor
Engineering
3.4 Submit Official Asst.
Receipt for CPDO
Jeremaica
Gamayon
Engineering
Asst.
Dodi Earl
Fernandez
Engineering
Asst.
TOTAL.: NONE | Category 1,
2.5 DAYS,
2 HOURS
Category 2
3 DAYS,
2 HOURS
Category 3
3.5 DAYS,
2 HOURS

(Processing time- depends on the completeness of documents as to other regulatory office and
compliance to the provision of the National Building Code and 3 working days’ allowable period
for extension due to unusual circumstances) The time provided does not consider the bulk of
application and the availability of signing authority.
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2. OCCUPANCY PERMIT

A Certificate of Occupancy is required before any building/structure is used or occupied.
usually secured after the completion of building/structure.

It is

A partial Certificate of Occupancy may be issued for the use or occupancy of a portion or portions
of a building or structure prior to the completion of the entire building or structure, through the
proper phasing of its major independent portions without posing hazards to its occupants, the
adjacent building occupants and public.

A building for which a Certificate of Occupancy due to changes in use, whether partly or wholly,
provided, that the new use/s or character/s of occupancy conform to the requirements of the Code

and its IRR.

Office or Division

Office of the Building Official (National Building Code)

Classification:

Simple/Complex

Type of Transaction:

G2C - Government to Citizen

Who may avail:

Government Agencies, Private Individual, Investors, Business
Establishment Owner

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Original/Photocopy

Three (3) copies of duly notarized
Certificate of Completion (signed and
sealed by licensed professionals in-
charge of construction with photocopy of
PRC and latest PTR)

Unified Application forms for Occupancy

Forms are available at the

Office of the Building Official

One-Stop-Shop for Construction & Occupancy
Permit (OSCP) and can also be downloaded thru
the official website of City of Balanga
https://cityofbalanga.gov.ph/

One (1) Original Construction logbook

Professional in charge of construction

Blueprint/Whiteprint of As-built plans

Professional in charge of construction

Two (2) Printed Photographs of the
completed structure showing front, two
sides and rear areas

Applicant

One (1) Photocopy of Fire Safety
Inspection Certificate from Fire Marshall
if all fire safety requirements are

Bureau of Fire Protection - BFP

complied
CLIENT AGENCY ACTION FEES TO BE |PROCESSING PERSON
STEPS PAID TIME RESPONSIBLE
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1.FILE 1. Initial Verification None 15 minutes | Jesusa Villanueva
Submit 1.1 Check submitted Senior Admin.
properly fill- accomplished forms Assistant Il
out and documents
Application Rhoanne Estrada
Forms and 1.2 Prepare routing slip, Engineering Asst.
Documentary control in logbook
requirement and input number Alyssa Almelor
at the Office Engineering Asst.
of the 1.3 Forward to
Building Inspector/evaluation Jeremaica H.
Official One section Gamayon
Stop Shop for Engineering Asst.
Construction (1.4 Prepare transmittal
& Occupancy and endorse to BFP Dodi Earl
Permit Fernandez
(OSCP) Engineering Asst.

Building Inspection None 1 day Eugene Velasco

and Initial Evaluation

1.5 Inspectorate Team
will conduct site/ocular
inspection of the
completed
building/structure in
accordance with the
approved plans and
specifications.

1.6 A consolidated report
is prepared and
submitted by the
technical inspectors.
(Optional, if the
inspectors found no
deviations/violations
proceed to
processing)

1.6.1 Client will receive
notification if found
non-compliant

Engineering Asst.

Jerome Tuazon
Engineer |

Christoper Nava
Architect Il

Rommel
Valdecanas
Building Inspector

Rosemarie Tapia
Engineer I

Jesusa Villanueva
Senior Admin.
Assistant Il

Rhoanne Estrada
Engineering Asst.

141




None

LEGEND:
CATEGORY 1 - 1 day for Eugene Velasco
Construction/ Category 1 Engineering Asst.
Renovation up to
Two (2) storey Jerome Tuazon
building Engineer |
CATEGORY 2 - 2 Days for Christoper Nava
Construction/ Category 2 Architect Il
Renovation
of Three (3) up to Rommel
Four (4) storey Valdecanas
building with Roof Building
Deck, Attic or Inspector
Penthouse.
Rosemarie Tapia
CATEGORY 3 — 3 Days for Engineer Il
Construction/ Category 3
Renovation
Of Five (5)
storey building or
Higher with
Deck.
If applicable
Make the necessary [1.5.2 Receive the None 20 minutes | Jesusa Villanueva
corrections (on site or corrected plans Sr. Admin. Asst I
on plan) and then and documents
submit including Rhoanne Estrada
additional documents Engineering Asst.
listed in the report
1.5.3 Technical None 1 day Eugene Velasco

Inspector conduct
re-inspection to
check deficiencies
stated in report.
Final Evaluations,
review
recommendation

Engineering Asst.

Jerome Tuazon
Engineer |

Christoper Nava
Architect Il

Rommel
Valdecanas
Building Inspector
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Rosemarie Tapia
Engineer Il

1.6 Once the applied occupancy permit is found compliant Certificate of
Occupancy will be prepared and to be signed by Building Official

1.7 Process, None 20 minutes Ma. Fe G. Nisay
prepare/ encode Senior Admin.
Certificate Assistant Il

Jesusa Villanueva
Senior Admin.
Assistant Il

Rhoanne Estrada
Engr. Assistant

1.5.2 Receive the None 20 minutes | Jesusa Villanueva
corrected plans and Senior Admin.
documents Assistant Il

Rhoanne Estrada
Engineering Asst.

Approved Occupancy Permit will be forwarded to OSCP for
preparation of assessment/order of payment and wait for the release
of Fire Safety Inspection Clearance (FSIC) once released the client will
receive notification via sms that the permit applied is ready for

payment
2.1 Prepare OCCUPANCY PERMIT
Assessmentof | pysion g&fglgg AMOUNT Jesusa
Corresponding Villanueva
Fees 150,000.00 100.00 Senior
Above 150,000.00 — .
400,000.00 200.00 Admin.
Above 400,000.00 0 o Asst I
A-1 AND A- 850,000.00 '
Above 850,000.00 — Rhoanne
2 1,200,000.00 | 80090 5 Estrada
Every Million or . Enai :
portion thereof in minutes |Engineering
excess of 800.00 Asst.
1,200,000.00
150,000.00 200.00
B-1/E-  |Above150,000.00 —
1,2,3/F-1/G- | 400,000.00 400.00
1,2,3,4,5/ |Above 400,000.00 -
H-1,2,3,3/ 850,000.00 800.00
and -1 |Above 850,000.00
1,200,000.00 1,000.00
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Every million or
portion thereof in 1,000.00
excess of
1,200,000.00
150,000.00 150.00
Above150,000.00 —
400,000.00 250.00
Above 400,000.00 4 00
12/ D- 850,000.00
1 ’2 3 Above 850,000.00 — 900.00
o 1,200,000.00 '
Every million or
portion thereof in 900.00
excess of
1,200,000.00
With floor area up
to 20 sq.m. 50.00
Above 20 - 500 240.00
Above 500 —
1 1,000 360.00
) Above 1,000 —
5.000 480.00
Above 5,000 —
10,000 2,000.00
Above 10,000 2,400.00
2. Payment 2. Issue of Order of None 20 minutes Jesusa
- Receive the order of | Payment to client Villanueva
Payment Senior Admin.
- Pay dues to Local Asst I
Treasurer Office
Rhoanne
Estrada
Engineering
Asst.

Alyssa Almelor
Engineering
Asst.

Jeremaica H.
Gamayon
Engineering
Asst.

Dodi Earl
Fernandez
Engineering

Asst.
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3. Release 3. Record and None 20 minutes Jesusa
- Submit Order of controll paid Villanueva
payment with Official permit. Senior Admin.
receipt to The Office Asst
of the Building Official | 3.1 Release the
- Wait for the release approved Rhoanne
of the approved Occupancy Estrada
permit Permit Engineering
Asst.

Alyssa
Almelor
Engineering
Asst.

Jeremaica H.
Gamayon
Engineering
Asst.

Dodi Earl
Fernandez
Engineering
AsSt.

TOTAL: | Refers to the | Category 1

schedule of | 2.5 DAYS,

permit fees | 1 HOUR, 45
above MINUTES

Category 2
3.5DAYS 1
HOUR, 45
MINUTES

Category 3
4.5 DAYS,

1 HOUR, 45
MINUTES

(Processing time- depends on the completeness of documents and compliance to the provision
of the National Building Code and 3 working days’ allowable period for extension due to unusual
circumstances) The time provided does not consider the bulk of application and the availability
of signing authority
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3. ANNUAL INSPECTION

Business Enterprises are required to secure Building Inspection Clearance/Approval from the City
Building Official Office before the start of commercial operations and during the annual renewal of

business permits.

This is part of the process of securing a Business License/Mayor’s Permit.

Office or Division

Office of the Building Official (National Building Code)

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen

Who may avail:

Government Agencies, Private Individual, Investors, Business

Establishment Owner

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Business License Application/ Assessment

- City Licensing Permit and Franchising Office

Search the business
in data base if
included in the
negative list (if
conforming proceed
to assessment)

If applicant is in the
negative list
(violation should be
addressed before
proceeding to
assessment and
payment)

Form
CLIENT STEPS AGENCY ACTION | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1.Apply renewal via  |1. Check pending None 10 minutes Jesusa
online registration application via Villanueva
system Senior Admin.
Assistant Il
1.1 Input data at
system Rhoanne Estrada
Engineering Asst.
1.2 (Pre-Annual
Inspection is None Alyssa Almelor
conducted) Engineering Asst.

Jeremaica H.
Gamayon
Engineering Asst.

Dodi Earl
Fernandez
Engineering Asst.

Rosemarie Tapia
Engineer I

| ANNUAL INSPECTION
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Assessment

a. Divisions A-1 and A-2

Single detached dwelling units and 120.00
duplexes

b. Division B-1/D-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:

1.1 Appendage of up to three (3)

: 150.00
cu.m./unit
i(.qznl]zloor area to one hundred (100) 120.00
1.3 Above 100 up to 200 sg.m. 240.00
1.4 Above 200 up to 350 sg. m 480.00
1.5 Above 350 up to 500 sg.m. 720.00
1.6 Above 500 up to 750 sg.m. 960.00
1.7 Above 750 up to 1,000 sg.m. 1,200.00
1.8 Every 1,000 sg.m. or its portion in 1,200.00

excess of 1,000 sg.m.

c. Division C1,2, amusement houses, gymnasia and
the like

1.1 First Class cinematographs or

1,200.00
theaters
1.2 Second class cinematographs or 720.00
theaters
1.3 Third class cinematographs or 1,200.00
theaters
1.4 Grandstands/Bleachers 480.00
1.5 Gymnasia and the like 720.00
d. Annual plumbing inspection fees, P 60.00

each plumbing unit

e. Electrical Inspection Fees:

A one-time electrical inspection fee equivalent to
10% of Total

Electrical Permit Fees shall be charged to cover all
inspection trips

During construction.

Annual Inspection Fees are the same as in Section
4. e.

f. Annual Mechanical Inspection Fees:

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

5.00
500 tons
Alr Condltlonlng Systems: _ P 40.00
Window type air conditioners, per unit
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Packaged or centralized air conditioning systems:

(a) First 100 tons, per ton 25.00
Egz]Above 100 tons, up to 150 tons per 20.00
(c) Every ton or fraction thereof above 8.00
500 tons '
Mechanical Ventilation, per unit, per KW:

(@) Upto 1 kW P 10.00
(b) Above 1 kW to 7.5 kW 50.00
(c) Every kW above 7.5 kW 20.00
Escalators and Moving Walks; Funiculars and the
like:

E]a:])itEscalator and Moving Walks, per P 120.00
(b) Funiculars, per kW or fraction 50.00
thereof

(c) Per lineal meter or fraction thereof of 10.00
travel

(d) Cable Car, per KW or fraction

thereof 25.00
(e) Per lineal meter of travel 2.00
Elevators, per unit:

(a) Passenger elevators P 500.00
(b) Freight elevators 400.00
(c) Motor driven dumbwaiters 50.00
(d) Construction elevators for materials 400.00
(e) Car elevators 500.00
(f) Every landing above first five (5) 50.00
landings for all the above elevators

Boilers, per unit:

(&) Up to 7.5 kW P 400.00
(b) 7.5 kW up to 22 kW 550.00
(c) 22 kW up to 37 kW 600.00
(d) 37 KW up to 52 kW 650.00
(e) 52 kW up to 67 kW 800.00
(f) 67 KW up to 74 kW 900.00
(g) Every kW or fraction thereof above 4.00
74 KW

Pressurized Water Heaters, per unit P 120.00
Automatic Fire Extinguishers, per P 2.00
sprinkler head

Water, Sump and Sewage pumps for
buildings/structures for

commercial/industrial purposes, per kW:

(a) Up to 5 kW P 55.00
(b) Above 5 kW to 10 kW 90.00
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(c) Every kW or fraction thereof above P 2.00
10 kW

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 P 15.00
(b) Above 50 KW up to 100 kW 10.00
(c) Every kW or fraction thereof above 2.40
100 kW

Compressed air, vacuum, P 10.00
commercial/institutional/industrial

gases, per outlet

Power piping for gas/steam/etc., per P 2.00
lineal meter or fraction thereof or per cu.

meter or fraction thereof, whichever is

higher

Other Internal Combustion Engines,

including Cranes, Forklifts, Loaders,

Mixers, Compressors and the like

(a) Per unit, up to 10 kW 100.00
(b) Every kW above 10 kW 3.00
Other machineries and/or equipment for
commercial/ industrial/institutional use not
elsewhere specified, per unit:

(a) Up to ¥2 kW P 8.00
(b) Above ¥2 kW up to 1 kW 23.00
(c) Above 1 kW up to 3 kW 39.00
(d) Above 3 kW up to 5 kW 55.00
(e) Above 5 kW up to 10 kW 80.00
() Every kW above 10 kW or fraction 4.00
thereof

Pneumatic tubes, Conveyors, Monorails P 2.40
for materials handling, per lineal meter

or fraction thereof

Weighing Scale Structure, per ton or P 30.00
fraction thereof

Testing/Calibration of pressure gauge, P 24.00
per unit

(a) Each Gas Meter, tested, proved and 30.00
sealed, per gas meter

Every mechanical ride inspection, etc., P 30.00

used in amusement centers of fairs,
such as ferris wheel, and the like, per
unit

g. Annual electronics inspection fees shall be the
same as the fees in Section 7. of this Schedule.
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Preparation &
Printing of Annual None c/o CLPFO
Inspection Certificate
TOTAL: Refer to the chart 10
MINUTES

(Processing time- depends on the systems availability and online verification)

4. BUILDING RELATED PERMIT (ELECTRICAL, REPAIR, FENCING)

Aside from a building permit, the office of the Building Official/City Engineering’s Office, issues
ancillary permits for building

- Electrical Permit — This is required before putting-up new or additional or alteration of
electrical installations

- Repair Permit — This permit is secured for remedial work or any damaged or
deteriorated portion/s of building to restore to its original condition

- Fencing permit- This is secured prior to actual construction of fence

Office or Division Office of the Building Official (National Building Code)
Classification: Simple
Type of Transaction: | G2C - Government to Citizen
Who may avail: Government Agencies, Private Individual, Investors, Business
Establishment Owner
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
* Accomplished Prescribe Permit Form Forms is available at the

Office of the Building Official

Two (2) copies of other requirements One-Stop-Shop for Construction & Occupancy

Permit (OSCP)

* Design Plan/Electrical Plan/ Fencing

Plan and Structural Details
* Scope of Works Design Professional
* Vicinity Map
* Transfer Certificate of Title (TCT) Registry of Deeds
* Notarized Deed of Sale/Lease Law Office

Contract/Contract to sell/written consent Property Owner

(If the TCT is not in the name of the
owner/applicant)

® Authorization from owner if the application
is filed by a representative
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e Real Property Tax Declaration

e Current Real Property Tax Receipt

e Picture of the structure applied for
permit (electrical & repair)

e Two (2) Barangay Construction

Clearance

e Two (2) RROW Clearance (DPWH if
along National Road) Applicable to

City Assessor’s Office
City Treasurer’s Office

Applicant

Barangay Hall (where work will take place)

Department of Public Works

fencing
CLIENT STEPS AGENCY ACTION FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1.FILE 1. Initial Verification None 15 minutes Jesusa Villanueva
Submit properly (1.1 Check submitted Senior Admin.
fill-out accomplished forms Assistant Il
Application and documents
Forms and Rhoanne Estrada
Documentary 1.2 Prepare routing slip, Engineering Asst.
requirement at control in logbook
the Office of the and input number Alyssa Almelor
Building Official Engineering Asst.
One Stop Shop [1.3 Forward to
for Construction Inspector/evaluation Jeremaica H.
& Occupancy section Gamayon
Permit (OSCP) Engineering Asst.
Dodi Earl
Fernandez
Engineering Asst.
1.3.1 Inspection & None 1 day Eugene Velasco

Technical Pre-
Evaluation of plans
and related
documents

Engineering Asst.

Jerome Tuazon
Engineer |

Christoper Nava
Architect Il

Rommel
Valdecanas
Building Inspector

Rosemarie Tapia
Engineer |l
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1.3.2 Return Plans and None 30 minutes Jesusa Villanueva
Documents for Senior Admin
Corrections if Asst. Il
there are
Deficiencies. Rhoanne Estrada
Clientwill received Engineering Asst.
notification if
found non-
compliant
(IF NO DEFICIENCIES,
Proceed to assessment)
Corrective Step 1.3.3 Review re- None 30 minutes | jesusa Villanueva
Re-Submit submitted Plans Senior Admin.
Corrected/Lacking and Documents. Assistant I
Plan and Pertinent Consolidate final
Documents evaluation Rhoanne Estrada
Engineering Asst.
Assessment of [5 Total Connected Fee Villanueva
Corresponding | Load (kVA) Senior Admin.
Fees 5 kVA or less P 200.00 Assistant Il
Over 5 kVA to 50 P 200.00+ P
kVA 20.00/kVA
Over 50 KVA t0 300 | 1,100.00 + Féi?;%nae
kVA 10.00/kVA Enaineerin
Over 300 kVa to 3,600.00 + 9 9
1,500 KVA 5.00/kVA Asst.
Over 1,500 kVA to 9,600.00 +
6,000 kVA 2.50/kVA
Over 6,000 kVA 20,850.00 +
1.25/kVA 10

NOTE: Total Connected Load as minutes

shown in the load schedule.

b. Total

Transformer/

Uninterrupted

Power Supply Fee
(UPS)/Generator

Capacity (kVA)

Fee

5 kVA or less P 40.00
Over 5 kVA to 50 P 40.00 +
kVA P 4.00/kVA
Over 50 kVA to 300 220.00 +
kVA 2.00/kVA
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Over 300 kVa to 720.00 +
1,500 kVA 1.00/kVA
Over 1,500 kVA to 1,920.00 +
6,000 kVA 0.50/kVA
Over 6,000 kVA 4,170.00 +
0.25/kVA

REPAIR PERMIT

For all groups

5.00

FENCING PERMIT

Made of masonry,
metal, concrete, up
to 1.80 m. in height,
per lineal meter or
fraction thereof

In excess of 1.80 m
in height, per lineal
m or fraction thereof

Made of indigenous
materials, barbed,
chicken or hog
wires, per lineal m

Tarpaulin (Outside
Transaction)

3.00

4.00

2.40

150.00

1.5 Processing

& Approval
Application to
be signed by
the Building
Official

None

day

Miguel A.
Sanchez I
Acting City

Engineer

Jesusa
Villanueva
Senior Admin.
Assistant |l

Rhoanne
Estrada
Engineering Asst.

1.6 Once approved by the BO, documents will be forwarded to processing
section and clients will receive notifications via sms that the approved permit is
now ready for payment. Documents is now available at the OSCP
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2. Payment | 2. Issuance of Order None 30 minutes Jesusa
- Receive the| of Payment to Villanueva
order of client Senior Admin.
Payment Assistant Il
- Pay dues to
Local Rhoanne
Treasurer Estrada
Office Engineering
3. Release | 3. Receive the Order None 15 minutes Asst.
- Submit of Payment with
Order of Official receipt Alyssa Almelor
payment with Engineering
Official 3.1 Record and Asst.
receipt to controll paid
The Office of permit Jeremaica H.
the Building Gamayon
Official 3.2 Prepare the Engineering
- Wait for the tarpaulin Asst.
release of
approved 3.3 Release the Dodi Earl
permit approved Permit Fernandez

Engineering

Asst.
TOTAL: Refers to the 2 DAYS,
schedule of permit | 1 HOUR AND 55
fees MINUTES

(Processing time- depends on the completeness of documents and compliance to the provision of
the National Building Code and few working days’ allowable period for extension due to unusual
circumstances) The time provided does not consider the bulk of application and the availability of
signing authority
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5. BUILDING RELATED PERMIT (OTHER ACCESSORY PERMIT)

Aside from a building permit, the office of the Building Official/City Engineering’s Office, issues
accessory permits for building/structure activities usually before or during the processing of the
building permit. Examples of accessory permits are:

a. Ground preparation and excavation permit (This permit is secured prior to actual ground
preparation and excavation after the building line is established

b. Sidewalk construction permit — Secured prior to the construction and repair of sidewalk

c. Erection of scaffolding permit — Secured whenever the erection of scaffolding occupies
street lines

d. Demolition/Moving Permit- Secured prior to the systematic dismantling or destruction of a
building or structure in whole or in part

e. Sign Permit (Temporary& Permanent)

f.  Other permits:

Mechanical permit for Existing building/structure- secured before the installation of new
or additional removal or alteration of machinery

Sanitary/Plumbing permit for Existing building/structure- secured before the installation
of new, additional or alteration of plumbing system, water supply, storm drainage and
water purification and sewerage treatment plants

Electronic Permit and Work Permit- secured before the installation of electronic
equipment

Certificate of Operation-secured after the installation of mechanical equipment
Certification

Accessory Fees

a. Establishment of Line and Grade, all sides fronting or abutting streets, P 24.00
esteros, rivers and creeks, first 10.00 meters
i. | Every meter or fraction thereof in excess of 10.00 meters 2.40

b. Ground Preparation and Excavation Fee

While the application for Building Permit is still being processed, the
Building Official may issue Ground Preparation and Excavation Permit
(GP&EP) for foundation, subject to the verification, inspection and review
by the Line and Grade Section of the Inspection and Enforcement Division
to determine compliance to line and grade, setbacks, yards/easements and
parking requirements

(a) Inspection and Verification Fee P200.00
(b) Per cu. meters of excavation 3.00
(c) Issuance of GP & EP, valid only for thirty (30) days or superseded 50.00
upon issuance of Building Permit

(d) Per cu. meter of excavation for foundation with basement 4.00
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(e) Excavation other than foundation
or basement, per cu. meter

(f) Encroachment of footings or foundations of buildings/structures to 250.00
public areas as permitted, per sq. meter or fraction thereof of footing or
foundation encroachment
Sidewalk Construction Permit
Up to 20 sq.m. per calendar month 240.00
Every sg.m. or fraction thereof in excess of 20 sg.m. 12.00
Erection of Scaffoldings Occupying Public Areas, per calendar month
I. Up to 10.00 meters in length P 150.00
ii. Every lineal meter or fraction thereof in excess of 10.00 meters 12.00

Raising of Building/Structures Fees:

Assessment of fees for raising of any buildings/structures shall be
based on the new usable area generated.

The fees to be charged shall be as prescribed under Sections 3.a. to
3.e. of this Schedule, whichever Group applies.

Demolition/Moving of Buildings/Structures Fees, per sq. meter of areas or dimensions

involved:
I Buildings in all Groups per sq. meter P 3.00
floor area
ii. Building Systems/Frames or portion 4.00
thereof per vertical or horizontal
dimensions, including
lii. Structures of up to 10.00 meters in height 800.00
(a) Every meter or portion thereof in excess of 10.00 meters 50.00
V. Appendage of up to 3.00 cu. meter/unit 50.00
V. Moving Fee, per sq. meter of area of building/ 3.00
structure to be moved
SignFees:
I Erection and anchorage of display P 120.00
surface, up to 4.00 sg. meters of signboard area
(a) Every sqg. meter or fraction thereof in 24.00

excess of 4.00 sg. meters

Installation Fees, per sg. meter or fraction thereof of display surface:
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Type of Sign Display Business Signs Advertising Signs
Neon P 36.00 P 52.00
llluminated 24.00 36.00
Others 15.00 24.00
Painted-on 9.60 18.00 9.60 18.00

iii. | Annual Renewal Fees, per sg. meter of display surface or fraction thereof: Type of

Sign Display Business Signs Advertising Signs

Type of Sign Display Business Signs Advertising Signs

Neon P 36.00 m min. fee shall be | P 46.00, min. fee shall be
P124.00 P200.00

lluminated P 18.00, min. fee shall be P 38.00, min. fee shall be
P72.00 P150.00

Others P 12.00, min. fee shall be P 20.00, min. fee shall be
P 40.00 P110.00

Painted-on 9.60 18.00 P 8.00, min. fee shall be P 12.00, min. fee shall be
P 30.00 P100.00

Mechanical Fees:

a. Refrigeration, Air Conditioning and Mechanical Ventilation: Fee

I. Refrigeration (cold storage), per ton or fraction thereof................ P 40.00

il Ice Plants, per ton or fraction thereof................................., 60.00

iii. | Packaged/Centralized Air Conditioning Systems: Up to 100 tons, per ton 90.00

iv. | Every ton or fraction thereof above 100 tons 40.00

V. Window type air conditioners, per unit 60.00

vi. | Mechanical Ventilation, per kW or fraction thereof 40.00
of blower or fan, or metric equivalent

vii. | In a series of AC/REF systems located in one establishment, the total installed tons of
refrigeration shall be used as the basis of computation for purposes of
installation/inspection fees, and shall not be considered individually.

For evaluation purposes:

For Commercial/Industrial Refrigeration without Ice Making (refer to 5.a.i.):
1.10 kW per ton, for compressors up to 5 tons capacity.
1.00 kW per ton, for compressors above 5 tons up to 50 tons capacity.
0.97 kW per ton, for compressors above 50 tons capacity.

For Ice making (refer to 5.a.ii.):
3.50 kW per ton, for compressors up to 50 tons capacity.
3.25 kW per ton, for compressors above 5 up to 50 tons capacity.
3.00 kW per ton, for compressors above 50 tons capacity.

For Air conditioning (refer to 5.a.iii.):
0.90 kW per ton, for compressors 1.2 to 5 tons capacity.
0.80 kW per ton, for above 5 up to 50 tons capacity.
0.70 kW per ton, for compressors above 50 tons capacity.
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b. Escalators and Moving Walks, funiculars and the like:

i. | Escalator and moving walk, per KW or fraction thereof P 10.00
ii. | Escalator and moving walks up to 20.00 lineal meters or fraction thereof 20.00
iii. | Every lineal meter or fraction thereof in excess of 20.00 lineal meters 10.00
iv. | Funicular, per KW or fraction thereof 200.00
(a) Per lineal meter travel 20.00
v. | Cable car, per kW or fraction thereof 40.00
(a) Per lineal meter travel 5.00

c. Elevators, per unit: Fee
i. | Motor driven dumbwaiters P 600.00
ii. | Construction elevators for material 2,000.00
iii. | Passenger elevators 5,000.00
iv. | Freight elevators 5,000.00
v. | Car elevators 5,000.00

d. Boilers, per KW: Fee
i. | Upto 7.5 kW P 500.00
ii. | . Above 7.5 kW to 22 kKW 700.00
iii. | Above 22 kW to 37 kW 900.00
iv. | Above 37 KW to 52 kW 1,200.00
v. | Above 52 kW to 67 kW 1,400.00
vi | Above 67 kW to 74 kW 1,600.00
vi. | Every kKW or fraction thereof above 74 kW 5.00

NOTE:

(a) Boiler rating shall be computed on the basis of 1.00 sq. meter of heating surface for one (1)
boiler kw.

(b) Steam from this boiler used to propel any prime-mover is exempted from fees.

(c) Steam engines/turbines/etc. propelled from geothermal source will use the same schedule of
fees above.

Fee

e. Pressurized water heaters, per unit P 200.00
f. Water, sump and sewage pumps for commercial/industrial use, per kW or 60.00
fraction thereof
g. Automatic fire sprinkler system, per sprinkler head 4.00
h. Diesel/Gasoline ICE, Steam, Gas Turbine/Engine, Hydro, Nuclear or solar
Generating Units and the like, per kKW:

I. | Every KW up to 50 kW 25.00

ii. | Above 50 kW up to 100 kW 20.00

lii. | Every kW above 100 kW 3.00
I. Compressed Air, Vacuum, Commercial, Institutional and/or Industrial Gases, P 20.00
per outlet
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. Gas Meter, per unit P 100.00
k. Power piping for gas/steam/etc., per lineal meter or fraction thereof or per cu. P 4.00
meter or fraction thereof whichever is higher
|. Other Internal Combustion Engines, including cranes, forklifts, loaders, pumps,
mixers, compressors and the like, not registered with the LTO, per kW
I. | Up to 50 kW P 10.00
ii. | Above 50 kW to 100 kW P 12.00
ilii. | Every above 100 kW or fraction thereof P 3.00
m. Pressure Vessels, per cu. meter or fraction thereof P 60.00
n. Other Machinery/Equipment for commercial/Industrial/Institutional Use not P 60.00
elsewhere specified, per kW or fraction thereof
0. Pneumatic tubes, Conveyors, Monorails for materials handling and addition to P 10.00
existing supply and/or exhaust duct works and the like, per lineal metes or
fraction thereof
p. Weighing Scale Structure, per ton or fraction thereof P 50.00
NOTE: Transfer of machine/equipment location within a building requires a mechanical
permit and payment of fees.
Plumbing Fees:
a. Installation Fees, one (1) “UNIT” composed of one (1) water closet, two (2) P24.00
floor drains, one (1) lavatory, one (1) sink with ordinary trap, three (3) faucets
and one (1) shower head. A partial part thereof shall be charged as that of the
cost of a whole “UNIT”.
b. Every fixture in excess of one unit:
i. | Each water closet P 7.00
ii. | Each floor drain 3.00
iii. | Each sink 3.00
iv. | Each lavatory 7.00
v. | Each faucet 2.00
vi. | Each shower head 2.00
c. Special Plumbing Fixtures:
i.|i.Each slop SiNK..........cooiiiiiiii i P 7.00
i, [ii. Eachurinal............oooiii 4.00
iii. |iii. Each bath tub...... ..o, 7.00
IV. | iV. EQCh grease trap. . .o et 7.00
V.| V.Each garage trap........cccoooeiiiiiiiiii e 7.00
vi. |[vi. Eachbidet...................oc 4.00
vii. | Each dental cuspidor. ... ....oieiiiiii i 4.00
viii. | Each gas-fired waterheater.............ccocoiiiiiiiiiiiiicie 4.00
ix. | Each drinking fountain...........ccooiiiiii i 2.00
X. | x. Each bar or soda fountain sink..........cocooeiiiiiiiiiiiie 4.00
Xi. | Xi. Each laundry SinK. ....o.oiieiiiiie e 4.00
xii. | xii. Each laboratory sinK.........c.ocoiiiiiiiii i 4.00




Xiii. \ xiii. Each fixed-type sterilizer...........cccoiiiiiiiiiiiiin

d. Bach water Meter. .. ..o e,

IR 2 (0 12 Y 1111

. | ADOVE 25 MM [,

e. Construction of septic tank, applicable in all Groups

I. Up to 5.00 cu. meters of digestion chamber........................

ii. Every cu. meter or fraction thereof In excess of 5.00 cu. meters

Electronics Fee:

a. Central Office switching equipment, remote switching units, concentrators,
PABX/PBX’s, cordless/wireless telephone and communication 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 of wired or wireless communications

P 2.40
per port

b. 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
centers, operation and/or maintenance centers, call centers, cell sites,
equipment silos/shelters and other similar locations/structures used for
electronics and communications services, including those used for navigational
aids, radar, telemetry, tests and measurements, global positioning and
personnel/vehicle location

P 1, 000.00
per
location

c. 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 locatedindoors or outdoors

P 10.00
per unit

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

P 2.40 per
outlet

e. Station/terminal/control point/port/central or remote panels/outlets for security
and alarm systems (including watchman system, burglar alarms, intrusion
detection systems, lighting controls, monitoring and surveillance system,
sensors, detectors, parking management system, barrier controls, signal lights,
etc.), electronics fire alarm (including early-detection systems, smoke detectors,
etc.), sound-reinforcement/ background, music/paging/conference systems and

P 2.40 per
termination
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the like, CATV /IMATV/CCTYV and off-air television, electronically-controlled
conveyance systems, building automation, management systems and similar
types of electronic or electronically-controlled installations whether a user
terminal is connected
f. Studios, auditoriums, theaters, and similar structures for radio and TV P 1,000.00
broadcast, recording, audio/video reproduction/simulation and similar activities per
location
g. Antenna towers/masts or other structures for 1,000.00
installation of any electronic and/or communications transmission/reception per
structure
h. Electronic or electronically-controlled indoor and outdoor signage’s and P 50.00
display systems, including TV monitors, multi-media signs, etc. per unit
i. | Poles and attachment:
i. | Per Pole (to be paid by pole owner) P20.00
ii. | Per attachment (to be paid by any entity who attaches to the pole of P20.00
others)
j. Other types or electronics or electronically controlled device, apparatus, P 50.00
equipment, instrument or units not specifically identified above per unit
Certifications:
a. Certified true copy of building permit P 50.00
b. Certified true copy of Certificate of Use/Occupancy 50.00
c. Issuance of Certificate of Damage 50.00
d. Certified true copy of Certificate of Damage 50.00
e. Certified true copy of Electrical Certificate 50.00
f. Issuance of Certificate of Gas Meter Installation P 50.00
g. Certified true copy of Certificate of Operation 50.00
h. Other Certifications 50.00
NOTE: The specifications of the Gas Meter shall be:
Manufacturer.............oooiii
Serial Number..........ooooi
GaS TYPE. i,
Meter Classification/Model.................ccooiiiiiiiinnn..
Maximum Allowable Operating Pressure — psi (kPa)......
Hub Size - mm (inCh).......cooiii
Capacity - m3/hr. (ft3/hr.).......coooiiiiiiiiiiie .
Outside Transaction (To b(;r?)rei)igu;tnOBO) 150.00
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Office or Division Office of the Building Official (National Building Code)

Classification: Simple

Type of Transaction: | G2C - Government to Citizen

Who may avail: Government Agencies, Private Individual, Investors, Business

Establishment Owner

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

e Two (2) Original Accomplished Prescribe Permit
Form

Forms are available at the

Office of the Building Official
One-Stop-Shop for Construction &
Occupancy Permit (OSCP)

e Two (2) Blueprint/Whiteprint of Design Plan duly
signed and sealed (if applicable)

e Two (2) Scope of Works — written on the plan

e Two (2) Vicinity Map

e Transfer Certificate of Title (TCT) - Photocopy

e Two (2) Notarized Deed of Sale/Lease
Contract/Contract to sell/written consent (If the
TCT is not in the name of the applicant) -
Photocopy

e Two (2) Real Property Tax Declaration- -
Photocopy

e Two (2) Current Real Property Tax Receipt- -
Photocopy

e Authorization from owner if the application is
filed by a representative

Applicant c/o Design Professional

Applicant

City Treasurer’s Office

City Assessor’s Office

e Two (2) Barangay Construction Clearance -
Original/Photocopy

Barangay Hall (where work will take place

e Two (2) RROW Clearance (DPWH if along
National Road) Applicable to Sign Permit
Permanent -Original/Photocopy

e PEO Clearance — if applicable

Department of Public Works and Highway

(DPWH 2" District)

Provincial Engineering Office

CLIENT STEPS AGENCY ACTION

FEES
TO BE
PAID

PROCESSING PERSON
TIME RESPONSIBLE
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1.FILE
Submit properly fill-
out Application
Forms and
Documentary
requirement at the
Office of the Building
Official One Stop
Shop for
Construction &
Occupancy Permit
(OSCP)

Client will receive
notification if found
non-compliant

1. Initial Verification None 15 minutes  |jesusa Villanueva
1.1 Check submitted Senior Admin.
accomplished forms Assistant Il
and documents
1.2 Prepare routing slip, Rhoanne Estrada
control in logbook and Engineering Asst.
input number
-Forward to Inspector/ Alyssa Almelor
evaluation section Engineering Asst.
Jeremaica
Gamayon
Engineering Asst.
Dodi Earl
Fernandez
Engineering Asst.
1.3 Inspection & None 30 minutes | Eugene Velasco
Technical Pre- Engineering Asst.
Evaluation of plans
and related Jerome Tuazon
documents Engineer |
Christoper Nava
Architect Il
Rommel
Valdecanas
Building Inspector
Rosemarie Tapia
Engineer Il
1.4 Return Plans and None 30 minutes Jesusa
Documents for Villanueva
Corrections if there Senior Admin.
Are Deficiencies. Asst I

Rhoanne Estrada
Engineering Asst.

(IF NO DEFICIENCIES, Proceed to assessment)
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-Pay dues to Local
Treasurer Office

Corrective Step 1.4.2 Review re- None 30 minutes |Jesusa Villanueva
Re-Submit submitted Plans and Senior Admin.
Corrected/Lacking Documents. Asst. Il
Plan and Pertinent Consolidate final
Documents evaluation Rhoanne Estrada
Engineering Asst.
1.5 Preparate Referto | 10 minutes Jesusa
Assessment of the chart Villanueva
Corresponding Fees Senior Admin.
Asst Il
Rhoanne Estrada
Engineering Asst.
Processing & Approval Miguel A.
Sanchez Il
1.6 Application to be Acting City
signed by the Building None 1 day Engineer
Official
Jesusa
Villanueva
Senior Admin.
Asst I
Rhoanne
Estrada
Engineering Asst.
1.7 Once approved by the BO, documents will be forwarded to
processing section and clients will receive notifications via sms that
the approved permit is now ready for payment. Documents is now
available at the OSCP
2. Payment 2. Issue Order of None 15 minutes |Jesusa Villanueva
-Receive the order Payment to client Senior Admin.
of Payment. Asst Il

Rhoanne Estrada
Engineering Asst.

Alyssa Almelor
Engineering Asst.
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3. Release 3. Receive the Order of None 15 minutes Jeremaica H.
- Submit Order of Payment with official Gamayon
payment with Official receipt Engineering Asst.
receipt to The Office | 3.1 Record and controll
of the Building paid permit Dodi Earl
Official 3.2 Prepare the tarpaulin Fernandez
- Wait for the (if applicable) Engineering Asst.
release of approved (3.3 Release the approved
permit Permit
TOTAL: |Refers to
the 2 DAYS
schedule AND 55
of permit| MINUTES
fees

(Processing time- depends on the completeness of documents and compliance to the provision of
the National Building Code and few working days’ allowable period for extension due to unusual
circumstances) The time provided does not consider the bulk of application and the availability of

signing authority

6. PREPARATION OF PROGRAM OF WORKS (BARANGAY FUND)

One of the services rendered by the City’s Engineer’s Office, specifically the Planning and
Programming Section, is the preparation of Plans and Programs of Work as requested by of 25
Barangays of City of Balanga

Office or Division

Project Development Division

Classification:

Complex

Type of Transaction

G2G - Government to Government (End User/ 25 Barangays)

Who may avail:

25 Barangays

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Request Letter (1, Original)

- Barangay where the project will take place

letter at the City
Engineering
Office

request in a logbook and
submits the same to the
City Engineer.

CLIENT STEPS AGENCY ACTION FEES TO PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Submit request  |1. Receive and record the None 3 minutes Ma. Fe G. Nisay

Senior Admin
Assistant Il
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Notation of the City
Engineer

1.1 City Engineer evaluates| None 3 minutes  |Miguel A. Sanchez
the request and 1]
endorses it to the Acting City
Planning and Engineer
Programming Division.

Pre-Evaluation

1.2 Project Division Head None 10 minutes Jesus M
evaluates and assesses Mangalin d;an
the request and forward Engineer IV
it to the Engineer in-
charge

For Cluster |
1. Central
2. Cupang Proper Myra Dela Cruz
3. Ibayo Engineer Il
4. M. Batangas
5. Cupang North Eliene Jaz Mirania
6. Tortugas Engineering Asst.
7. Camacho
8. Malabia

For Cluster I

%' ggtsanlng Rosalie_ Delorino
' : Engineer Il
3. Pto. Rivas Lote
4. Pto. Rivas ltaas
o Sgn Jose Johned Fernandez
6. Sibacan Draftsman
7. Tanato
8. Tuyo
9. BagongSilang
For Cluster Il
1. Cabog Marianne Alpanta
2. Cupan_g West Engineering Asst.
3. Pto. Rivas Ibaba
4. Talisay
5. Tenejero
6. Poblacion Jamie Micah
7. Dangcol Tuazon
8. Bagumbayan

Engineering Asst.

166




Site Inspection and
Investigation

1.3 Project Engineer talks None 15 minutes CLUSTER |
to persons and Myra Dela Cruz
barangay officials Engineer I
concerned on —site.

Eliene Jaz Mirania

1.4 Engineer proceeds to Engineering Asst.
survey work, if a survey
is needed. CLUSTER I

Rosalie Delorino
Engineer I

Johned Fernandez
Draftsman |
CLUSTER Il

Marianne Alpanta

Engineering Asst.
Jamie Micah

Tuazon
Engineering Asst.
Prepare Program of Work .
. i Horizontal
1.5 Project Engineer Programmer &
) 2 days )
prepares detailed plans.| None ! Cad Operator in-
) Vertical
1.6 Prepare detailed 4d charge per cluster
. ays
estimate

Review Program of Work Jesus M.

1.7 Final review of plans and None 10 minutes Mangalindan
programs Engineer IV
Recommending Approval Miguel A. Sanchez

1.8 City Engineer evaluates None 5 minutes 1]
and approves the plans Acting City
and programs of work Engineer

Approval of Program :

1.9 The Local Chief None 5 minutes LEOxCeaguct:it]/le?f
Executive approved the '
Program of Work

2. Barangay Official [2. Release Program of .
received the Works , Marl_anne_ Alpanta
None 2 minutes | Engineering Asst.

Approved Program
of Works
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TOTAL:| NONE |HORIZONTAL
3 1/2 DAYS &
38 MINUTES.
VERTICAL
5% DAYS &
38 MINUTES
(Processing time- depends on weather condition and 3 working days’ allowable period for

extension due to unusual circumstances)

7. PREPARATION OF BUDGETARY ESTIMATES

One of the services rendered by the City Engineering Office, especially the Planning and
Programming Section, is the preparation of Budgetary Estimate as requested by Barangay
Officials and departments of the City Government.

Office or Division Project Development Division
Classification: Complex
Type of Transaction: | G2C - Government to Citizen
Who may avail: Barangay Officials and Departments of the City Government
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Request Letter (1, Original) - City Engineering Office
CLIENT STEPS AGENCY ACTION FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Submit 1. Receive and record the Ma. Fe G. Nisay
request Letter request in a logbook and None 3 minutes Senior Admin.
at the City submits the same to the Assistant Il
Engineering City Engineer.
Office Notation of the City
Engineer
1.1 City Engineer evaluates Miguel A.
the request and None 3 minutes Sanchez IlI
endorses it to the Acting City
Planning and Engineer
Programming Division.
Pre-Evaluation
1.2 Project Division Head Jesus M.
evaluates and assesses Mangalindan
the request and forward None 10 minutes Engineer IV
it to the Engineer in-
charge
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Site Inspection and
Investigation
1.3 Project Engineer talks

Programmer &

to persons and barangay None 1 day Cad Operator
officials concerned on — in-charge per
site. cluster
Engineer proceeds to
survey work, if a survey
Is needed.
Prepare Budgetary None Horizontal CLUSTER|
Estimate 1 day Myra Dela Cruz
1.4 Project Engineer Engineer I
prepares detailed plans. Vertical
Prepares detailed 2 days Eliene Jaz
estimate. Mirania
Engineering
Asst.
CLUSTER I
Rosalie
Delorino
Engineer I
Johned
Fernandez
Draftsman |
CLUSTER 1l
Marianne
Alpanta
Engineering
Asst.
Jamie Micah
Tuazon
Engineering
Asst.
Review Program of Work None 10 minutes Jesus M.
1.5 Final review of plans Mangalindan
and programs Engineer IV
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Recommending Approval None 5 minutes Miguel A.

1.6 City Engineer evaluates Sanchez Il
and approves the plans Acting City
and programs of work Engineer

Approval of Program None 5 minutes Local Chief

1.7 The Local Chief Executive
Executive approved the
Program of Work City Mayor’s

Office

TOTAL: | NONE | HORIZONTAL -
2 DAYS AND 36
MINUTES
VERTICAL-
3 DAYS AND 36
MINUTES
(Processing time- depends on weather condition and 3 working days’ allowable period for

extension due to unusual circumstances)
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City Environment and Natural Resources Office

External Services
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1. HAULING OF TRIMMED/CUT TREE BRANCHES AND YARD DEBRIS

Cleaning up of after a tree is removed or branches are cut and trimmed or vacant lot has been
cleared is not a simple job and it can be a hassle on where it will be disposed.

Office or Division

City Environment & Natural Resources

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen, G2B - Government to Business

Establishment, G2G - Government to Government

Who may avail:

Residents of Balanga

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Request letter (2, Original) with complete - From the client
details (volume of yard waste, exact location,
contact person, picture of waste)
CLIENT STEPS AGENCY ACTION FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Sign in the Client’s 1. Give the logbook to None 3 minutes  |Raymond Alcain
Logbook of City ENRO the client and Liaison
and submit the letter receive the required Assistant
request to office staff documents and
completeness.
1.1 Issue the Order of 2 minutes
Payment if all
required documents
were given
2. Pay the required fees| 2. Receive payment P500.00 4 minutes City Treasury
at the City Local and issue official Hauling City Charter
Economic Enterprise receipt Fee per Treasurer's | Market Division
Office truck load Charter
*Make sure to secure
official receipt upon | 2.1 Accept the Official 1 minute
payment Receipt based on
the order of payment
3. Wait for the hauling | 3. Schedule the hauling None 2 minutes  |Raymond Alcain
of trimmed/cut tree and delegate to Liaison
branches Foreman-in-charge Assistant
3.1 Hauling process None 4 hours Dustine Ambat
Labor General
Foreman
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TOTAL:

P 500.00

Hauling

fee per
truck load

4 HOURS
AND 12
MINUTES

2. ANTI-SMOKING ORDINANCE AND ANTI-LITTERING ORDINANCE

Payment of penalty on violating the City Ordinances on Anti-Smoking and Anti-Littering of the

City of Balanga

Office or Division

City Environment & Natural Resources

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen, G2B - Government to Business

Establishments

Who may avail:

Residents of Balanga

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Citation Ticket issued (1, Original) - From the Apprehending Officer
2. Affidavit of Loss (for loss citation ticket) - From Attorney-at-law
CLIENT STEPS AGENCY ACTION FEES TO PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Signin the Client's |1. Give the logbook None 2 minutes  |Raymond Alcain
Logbook of City to the client and Liaison
ENRO and submit receive the ticket. Assistant
the citation ticket to
office staff for 1.1 Receive the
verification affidavit of loss
1.1 If citation ticket is  |1.2 Issue the Order None 1 minute
not presented, of Payment if valid
provide affidavit of
loss
2. Pay the required 2. Receive the Anti- 4 minutes City Treasury
fees at the City payment and Smoking City Charter
Local Economic issue official P1,000.00 — Treasurer's | Market Division
Enterprise Office by receipt 1t offense Charter
showing the Order of P1,500.00 -
Payment 2nd offense
P3,000.00 -
3" offense

173




*Make sure to secure
official receipt upon
payment

2.1 Accept the
Official Receipt
based on the
order of payment

Anti-littering
P300.00 -
1st offense
P500.00-
2"d offense

P1,000.00 -
3 offense

1 minute

Raymond Alcain
Liaison
Assistant

3. Wait for the license
or any ID that was
confiscated to be
issued

3. Return the license
or ID

None

2 minutes

Raymond Alcain
Liaison
Assistant

TOTAL:

ANTI-
SMOKING
P1,000.00 -
1st offense
P1,500.00 -
2"d offense
P3,000.00 -
3 offense

ANTI-
LITTERING
P300.00 -
1st offense
P500.00-
2"d offense
P1,000.00 -
3" offense

10 MINUTES
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3. QUARRY STICKER

To closely monitor and regulate the quarry activities in the City of Balanga, quarry permitee and
truck haulers must secure stickers.

Office or Division City Environment & Natural Resources
Classification: Simple
Type of Transaction: | G2B - Government to Business
Who may avail: Quarry Operators and Quarry Truck haulers
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Authorization letter from quarry source (2, | - From the source of quarry materials
Original) with complete details (Type of *Make sure that the source has permit
equipment with plate number and number
of equipment)
2. Updated OR/CR of each equipment listed | - From LTO
in the letter (1, Original, 1 Photocopy)
CLIENT STEPS AGENCY ACTION FEES TO |PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Signin the Client's | 1. Give the logbook None 3 minutes | Raymond Alcain
Logbook of City to the client and Liaison Assistant
ENRO and submit receive the required
the required documents and
documents to office | check for
staff for completeness.
assessment and
verification 1.1Proceed to
Licensing office to 3 minutes LPFO Charter
validate the (Counter C)
OR/CR of each
equipment
1.2Issue the Order of 1 minute
Payment if valid
2. Pay the required 2. Receive the P3,000.00 4 minutes City Treasury
fees at the City payment and For 10- City Charter
Treasurer’s Office issue official wheeler Treasurer’s Revenue
by showing the receipt dump truck Charter Collection Clerk
Order of Payment and heavy 1l
*Make sure to secure equipment
official receipt upon | 2.1 Accept the P2,000.00
payment Official Receipt For mini- 1 minute Raymond Alcain
based on the dump truck Liaison Assistant
order of payment and elf
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3. Proceed to City 3. Coordinate to City None 3 minutes Raymond Alcain
Peace and Order Peace and Order Liaison Assistant
Office for the Office to issue
issuance of the sticker
sticker

TOTAL: | P3,000.00 | 15 MINUTES
for 10-
wheeler
dump truck
and heavy
equipment
P2,000.00
for mini-
dump truck
and elf

4. WASTE DISPOSAL PERMIT

Some institutions and business establishments generate big volume of waste and needed to be
disposed as often as needed in order not to affect their operation.

Office or Division City Environment & Natural Resources
Classification: Simple
Type of Transaction: | G2B - Government to Business
Who may avail: Business establishments and institutions
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1.Request letter (2, Original) with complete - From the client

details (kind of waste to be disposed, type of
vehicle and plate number)

2. Business Permit (1, Original, 1, Photocopy) | - City Licensing Office

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

1. Sign in the Client’s 1. Give the logbook to None 2 minutes Valentine A.

Logbook of City the client and Datu

ENRO and submit receive the required Environmental

the required documents and Management

documents to check for Specialist |

Environmental completeness.

Management

Specialist for
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assessment and 1.1 Seek for City None 1 minute |Merliza C. Acosta
verification ENRO’s approval to Acting
grant the request. Department
Head
1.2 Issue the Order of None 1 minute Valentine A.
Payment if Datu
approved by the Environmental
head Management
Specialist |
2. Pay the required 2. Receive the P100.00 for | 4 minutes Treasurer’s
fees at the City payment and issue | the disposal City Charter
Local Economic official receipt permit Treasurer’s | Market Division
Enterprise Office by P800.00 for Charter
showing the Order the 4-wheel
of Payment vehicle
P900.00 for
6-wheeler
*Make sure to secure |2.1 Accept the Official
official receipt upon Receipt based on the None 1 minutes | Raymond Alcain
payment order of payment Liaison Assistant
3.Return to the City 3.Issue the disposal None 2 minutes Valentine A.
ENRO for the permit Datu
processing and Environmental
release of the Management
permit Specialist |
TOTAL: | P100.00 for 11
the MINUTES
disposal
permit fee
P800.00 for
the
4-wheel
vehicle
P900.00 for
the
6-wheeler
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5. CERTIFICATE OF NO OBJECTION/ENDORSEMENT LETTER FOR CUTTING,
TRIMMING OR EARTH-BALLING OF TREES

No tree shall be cut or trim without securing a permit from DENR and one of the requirements is
to secure a Certificate of No Objection or Endorsement Letter from the City ENRO.

Office or Division City Environment & Natural Resources
Classification: Simple
Type of Transaction: | G2C - Government to Citizen, G2B - Government to Business
Establishments, G2G - Government to Government
Who may avail: Residents of Balanga
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Request letter (2, Original) - From the client
2. One (1) Picture of trees requested - From the client
3. Certificate of No Objection (1, Original) - From the Barangay concern
4. Copy of lot title (for individual) - From Registry of Deeds
(1, Photocopy)
CLIENT STEPS AGENCY ACTION FEES TO |PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Sign in the Client's | 1. Give the logbook to None 2 minutes Valentine A.
Logbook of City the client and Datu
ENRO and submit receive the required Environmental
the required documents and Management
documents for check for Specialist |
assessment and completeness.
verification
1.1 Seek for the 1.1 Schedule and None 45 minutes
schedule of inspect
inspection and
assist the
inspection team to
the exact location
2. Pay the required 2. Receive the P100.00 4 minutes Treasurer’s
fees at the City payment and issue | Certification City Charter
Local Economic official receipt Fee Treasurer's | Market Division
Enterprise Office by Charter
showing the Order
of Payment
*Make sure to secure | 2.1 Accept the Official None 1 minute Raymond Alcain
official receipt upon Receipt based on Liaison Assistant
payment the order of
payment
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3. Return to the City 3.Issue the certificate None 2 minutes Valentine A.
ENRO for the / endorsement Datu
processing and Environmental
release of the Management
certificate/ Specialist |
endorsement

TOTAL: | P100.00 | 54 MINUTES
Certification
Fee

6. ESWM & GARBAGE HAULING CERTIFICATE

Any establishment need to secure this certificate/clearance as one of the requirements in

securing environmental permit from DENR-EMB R3.

It is also to closely monitor if the

establishment is compliant to waste management.

Office or Division

City Environment & Natural Resources

Classification:

Simple

Type of Transaction:

G2B - Government to Business

Who may avail:

Business Establishments

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

(1, Photocopy)

1. Request letter (2, Original)
2. Copy of ECC or CNC (if any)

- From the client
- From DENR-EMB R3

CLIENT STEPS AGENCY ACTION FEES TO |PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Sign in the Client’s | 1.Give the logbook to None 2 minutes Valentine A.
Logbook of City the client and Datu
ENRO and submit receive the Environmental
the requirements to requirements for Management
Environmental verification Specialist |
Management
Specialist
1.1 Seek for the 1.1 Schedule and None 45 minutes
schedule of inspect
inspection and
assist the
inspection team to
the exact location.
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2. Pay the required 2. Receive the P 100.00 4 minutes Treasurer’s
fees at the City payment and issue | for ESWM City Charter
Local Economic official receipt Certificate | Treasurer's | Market Division
Enterprise Office by P 100.00 Charter
showing the Order for
of Payment Garbage

Hauling
Certificate

*Make sure to secure | 2.1 Accept the None 1 minutes Raymond Alcain
official receipt upon Official Receipt Liaison Assistant
payment based on the order

of payment

3. Return to the City 3.Issue the certificate None 3 minutes Valentine A.
ENRO for the Datu
processing and Environmental
release of the Management
permit Specialist |

TOTAL: | P 100.00 | 55 MINUTES
for ESWM
Certifica-
tion Fee
P 100.00
for Garbage
Hauling
Certifica-
tion Fee
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7. GRASS CUTTING & HAULING OF GARBAGE

Type of services where any individual or organization request for grass cutting or hauling of their

garbage.

Office or Division

City Environment & Natural Resources

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen, G2B - Government to Business

Establishment, G2G - Government to Government

Who may avail:

Residents of Balanga

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Request letter (2, Original) with complete
details (exact location & contact person)

- From the client

CLIENT STEPS AGENCY ACTION | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Sign in the Client's | 1. Give the logbook to None 2 minutes Raymond Alcain
Logbook of City the client. Receive Liaison Assistant
ENRO and submit the request letter to
the request letter assess and verify.
for assessment and
verification 1.1 Seek for approval 1 minute
of City ENRO
2. Ask for the 2. Inform the Foreman None 2 minutes Raymond Alcain
schedule of request in charge for the Liaison Assistant
schedule of the
request
2.1 Schedule the None 1 day
request
3.Wait for the 3. Implement the None 6 hours Dustine Ambat
implementation of request Labor General
the request Foreman
TOTAL: | NONE 1 DAY,
6 HOURS AND
5 MINUTES

(Processing time may exceed depending on the available schedule)
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8. INSPECTION ON COMPLAINTS RECEIVED

Any individual, institution, business establishment, organization or government agency can
address their concerns/complaints if there is something wrong that needed to be corrected and

take necessary actions.

Office or Division

City Environment & Natural Resources

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen, G2B - Government to Business,
G2G - Government to Government

Who may avail:

Residents of Balanga

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

details of complaint

1. Request letter (2, Original) with complete

- From the client

CLIENT STEPS AGENCY ACTION FEES TO| PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Sign in the Client’'s | 1. Give the logbook to None 2 minutes Raymond Alcain
Logbook of City the client and Liaison Assistant
ENRO and submit receive the letter
the request letter for and make a short
assessment and interview about the
verification complaint
1.1 Inform the City 2 minutes
ENRO about the
complaint and seek
for approval to
inspect
2. Wait for the 2. Inspection process None 1 hour Valentine A.
feedback to validate the Datu
complaint Environmental
Management
Specialist |
2.1Prepare the None 15 minutes
inspection report
and submit to City
ENRO
3. Receive the 3. Inform the client on None 15 minutes Valentine A.
update/feedback the update of the Datu
complaint Environmental
Management
Specialist |
TOTAL: | NONE 1 HOUR AND
34 MINUTES
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City General Services Office

External Service
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1. REQUEST FOR SERVICE VEHICLE / DRIVER

The City Government of Balanga has its own service vehicle which is properly monitored and
maintained by the City General Services Office. The City Government Employees, Public schools
and Barangay Officials may request vehicle for official business travel.

Office or Division

City General Services Office

Classification:

Complex

Type of Transaction:

G2G - Government To Government

Who may avail:

City Government Employees, Public Schools, Barangay Officials

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

wWN P

. Letter Request (1, Original)
. Approved Request thru Email
. Approved Request to use motor vehicles

- Prepared by requesting office
- Human Resource and Management Office
- City Mayor/City Administrator

CLIENT STEPS

AGENCY ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

. Submit the

requirement at the
City General
Service Office
subject for
evaluation and
approval if available

1. Receive the letter
request, approved
requests thru
email and tracking
slip with complete
details (location,
date,
purpose/nature of
travel and number
of passengers)
from the
requesting
department at
least 5 days
before the
requested official
travel.

1.1 Prepare and
encode the Work
Tracking Slip
(WTS) and assign
transaction
tracking number.

1.2 Evaluate the
request and

None

None

10 minutes

4 hours

Liz Beth M.
Valencia
Administrative
Officer IV

Lilibeth T. Calata
City Government
Department Head
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instruct the GSO
staff to verify/

check the
availability of
vehicles and
driver.

1.3 Verify/Check the None 1 day Liz Beth M.
availability of Valencia
vehicles and Administrative
driver Officer IV

1.4 Notify the
assigned driver
and acknowledge
the request

1.5 Coordinate with
the requestor

2. If approved: 2. Prepare the None 1 day Liz Beth M.
Application for Valencia
Secure Purchase Authority to Travel Administrative
Order for Fuel (AFAT) of the Officer IV
Consumption, Toll driver
Fee, if applicable Drivers/Operators
and Travel Order 2.1 Sign AFAT Remeo C. Emata

and Make a follow-
up or reminder call
for the finalization
of time and
meeting place for
pick-up

Heavy Equipment
Operator Il

Ramil D. Cabrera
Heavy Equipment
Operator I

Jose N. Tajonera
Heavy Equipment
Operator Il

Leo Joseph D.
Evangelista
Heavy Equipment
Operator I

Nestor M.
Gonzales
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2.2 Approve the
AFAT of the
driver

2.3 If not Available:

Heavy Equipment
Operator I

Moises G. Quiroz
Heavy Equipment
Operator I

Jose P. De
Guzman
Driver lI

Nicklaus B.
Samson
Driver Il

Ariel S. Bagtas
Driver Il

Arnold C. Valencia
Driver Il

Rommel M. Rueda
Driver Il

Michael Y.
Elechosa
Driver Il

Lilibeth T. Calata
City Government
Department Head

City Mayor / City
Administrator

Notify the Liz Beth M.
requesting Valencia
department Administrative
Officer IV
Prepare the Travel None 1 day Human Resource
Order of the driver Management
Office

Approve the Travel
Order of the driver

Lilibeth T. Calata
City Government
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Department Head

City Mayor / City
Administrator

2.4 Accomplish the
Trip Ticket and
obtain approval
for it

2.5 Receive the
Purchase Order
for Fuel
Consumption and
Toll Fee, if
applicable

None

20 minutes

Remeo C. Emata
Heavy Equipment
Operator I

Ramil D. Cabrera
Heavy Equipment
Operator I

Jose N. Tajonera
Heavy Equipment
Operator I

Leo Joseph D.
Evangelista
Heavy Equipment
Operator Il

Nestor M.
Gonzales
Heavy Equipment
Operator I

Moises G. Quiroz
Heavy Equipment
Operator I

Jose P. De
Guzman
Driver Il

Nicklaus B.
Samson
Driver Il

Ariel S. Bagtas
Driver Il

Arnold C. Valencia
Driver Il

Rommel M. Rueda
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Driver Il
Michael Y.
Elechosa

Driver Il

Lilibeth T. Calata
City Government
Department Head

2.6 Conduct Drivers/Operators
inspection of And Mechanic
service vehicle and
accomplish the Rowel A.
vehicle monitoring Oclementisima
checklist before Mechanic Shop
use. General

Foreman

Alex |. Escudero
Jr.
Mechanic Shop
Foreman

Jaysen A.
Estoperez
Mechanic |

Mark Joseph D.
Siasat
Mechanic |

Reynaldo F. Driz
Mechanic |

Edelburd E.
Barcelona
Mechanic

3. Proceed to the 3. Acknowledge the None 5 minutes Joel B.

location for pick up arrival of the Hernando
vehicles Watchman lli

Fernando M.
Santos
Watchman Il
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Paul Gideon S.
Sarmiento
Watchman i

Randy T. Martin
Watchman Il

Manolo G,
Manuel
Building Security

Rodolfo G.
Coronel, Jr.
Building Security

Franz Ray D.
Villaruz
Building Security

Danilo C.
Cunanan, Jr.
Building Security

Jose Mar Del
Carmen
Building Security

3.1 Turn over the
service vehicle to
the garage after
completion of
official travel and
accomplish the
vehicle monitoring
checklist after
use.

None

5 minutes

Remeo C. Emata
Heavy Equipment
Operator I

Ramil D. Cabrera
Heavy Equipment
Operator I

Jose N. Tajonera
Heavy Equipment
Operator I

Leo Joseph D.
Evangelista
Heavy Equipment
Operator Il

Nestor M.
Gonzales
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Heavy Equipment
Operator I
Moises G. Quiroz
Heavy Equipment
Operator I

Jose P. De
Guzman
Driver Il

Nicklaus B.
Samson
Driver Il

Ariel S. Bagtas
Driver Il

Arnold C. Valencia
Driver Il

Rommel M. Rueda

Driver Il
Michael Y.
Elechosa
Driver I
3.2 Notify the None 2 minutes Joel B.
Administration Hernando
Division Staff if Watchman Il
ever the vehicle
did not return on Fernando M.
time. Santos
Watchman Il
Paul Gideon S.
Sarmiento
Watchman i

Randy T. Martin
Watchman I

Manolo G,
Manuel
Building Security
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Rodolfo G.
Coronel, Jr.
Building Security

Franz Ray D.
Villaruz
Building Security

Danilo C.
Cunanan, Jr.
Building Security

Jose Mar Del
Carmen
Building Security

TOTAL: NONE 3 DAYS,
4 HOURS
AND 42
MINUTES

**Request should be at least a week before the date of travel.

Availability of Vehicles and Drivers:

The approved vehicle bookings by the City Administrator are subject to the availability of
vehicles and drivers. The CGSO can deny bookings if the requested vehicle and driver are not

available.

2. REQUEST FOR CHAIRS, TENTS, SOUND SYSTEM, STAGE, TABLES AND
OTHER LOGISTICAL SUPPORT AVAILABLE IN CGSO

This service intends to provide chairs, tents, sound system, stage, tables and other logistical
support available in the City General Services Office for the successful implementation of different
activities of the City Government of Balanga.

Office or Division

City General Services Office

Classification:

Complex

Type of Transaction:

G2G - Government To Government

Who may avail:

City Government Employees, Public Schools, Barangay
Officials

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

(1, Original)

1. Letter Request (1, Original)
2. Transaction tracking / Admin Slip

- Prepared by the requesting office
- City Administrator’s Office

191




FEES TO |PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
. Submit the 1. Receive and None 10 minutes Liz Beth M.
requirements at the stamp the letter Valencia
City General request with Administrative
Services Office complete details Officer IV
subject for from City
evaluation and Administrator’'s
approval if available Office.
1.1 Prepare the
Work Tracking
Slip (WTS) and
assign
transaction
tracking number
1.2 Encode the
transaction
details into the
monitoring
tracking files
1.3 Evaluate the None 4 hours Lilibeth T. Calata
request and City Government
instruct GSO Department Head
staff to verify/
check the
availability of
requested
logistics
1.4 Verify/Check the None 1 day Rizalino D. Andres
availability of Warehouseman IV
logistics needed
Editha D. Ortiz
Storekeeper |
Jenna Linnea M.
Quindoy
Storekeeper |
Danilo M. Dilig
Construction and
Maintenance
General Foreman
Nestor D. Cruz
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Electrician
General Foreman
Louie L. Maglaque
Welder Foreman

1.5 Transmit / Email None 1 day Liz Beth M.
the requesting Valencia
department and Administrative
City Officer IV
Administrator’s
Office within
three (3) days
upon receipt of
approved letter
request

1.6 Coordinate with
the requestor to
notify them the
availability of the
requested
logistic.

2. Make a follow-up or | If available: None 1 day Rizalino D. Andres
reminder call, if 2. Prepare the (Depending | Warehouseman IV
possible requested on the

logistics kind/types of Editha D. Ortiz
logistics Storekeeper |
being
requested) Jenna Linnea M.
Quindoy
Storekeeper |
Danilo M. Dilig
Construction and
Maintenance
General Foreman
Nestor D. Cruz
Electrician
General Foreman
Louie L. Maglaque
Welder Foreman

2.1 Prepare the None 5 minutes Liz Beth M.

Borrower’s Slip Valencia
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Administrative
Officer IV

2.2 Prepare the
Property Gate
Pass

None

5 minutes

Rizalino D. Andres
Warehouseman
v

Editha D. Ortiz
Storekeeper |

Jenna Linnea M.
Quindoy
Storekeeper |

2.3 Submit the
Accomplished
Property Gate
Pass

2.4 Check the
Borrowers slip
and only the
items listed in the
property gate
pass will be
allowed by the
watchman to be
brought out of
the office.

None

5 minutes

Danilo M. Dilig
Construction and
Maintenance
General Foreman

Nestor D. Cruz
Electrician
General Foreman

Louie L. Maglaque
Welder Foreman

Joel B. Hernando
Watchman il

Fernando M.
Santos
Watchman Il

Paul Gideon S.
Sarmiento
Watchman I

Randy T. Martin
Watchman Il

Manolo G. Manuel
Building Security

Rodolfo G.
Coronel, Jr.
Building Security
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Franz Ray D.
Villaruz
Building Security

Danilo C. Cunanan
Jr.
Building Security

Jose Mar Del
Carmen
Building Security

. Wait for the delivery
of logistics needed
and guide the
CGSO personnel

3. Delivery/
Arrangement /
Set-up

None

2 days

Danilo M. Dilig
Construction and
Maintenance
General Foreman

Nestor D. Cruz
Electrician
General Foreman

Louie L. Maglague
Welder Foreman

TOTAL:

NONE

5 DAYS 4
HOURS AND
25 MINUTES

**Request should be at least 7 days before the event.
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3. ISSUANCE OF PROPERTY ACKNOWLEDGEMENT RECEIPT (PAR)
AND INVENTORY CUSTODIAN SLIP (ICS)

Inventory Custodian Slip (ICS) should be prepared to monitor, control, and ensure accountability
for supplies and materials that cost P15, 000 or less, have a life of more than one year, and are
not considered as PPE.

Property Acknowledgement Receipt (PAR) should be prepared to monitor, control, and ensure
accountability for the issuance of PPE to end-users. It should be renewed every three years or
whenever there is a change in custodianship or user of the property.

Office or Division City General Services Office
Classification: Simple
Type of Transaction: | G2G - Government To Government
Who may avail: City Government Employees, Public Schools, Barangay Officials
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Copy of the Approved Purchase Order - CGSO Supply Management and Coordination
(1, Original) with complete supporting Division
documents
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Wait for the 1. Check the status off None 5 minutes Marivic T. Delos
preparation and the delivery of the Nieves
processing of the items in the Supply Officer IlI
document at the City| Approved
General Services Purchase Order Rizalino D. Andres
Office (P.O) Warehouseman
\Y,
Natalie T. Caparas
Supply Officer I
Editha D. Ortiz
Storekeeper |
1.1 If the items were None 10 minutes Marivic T. Delos
already delivered, Nieves
prepare the PAR Supply Officer Il
and/or ICS and
initially approved
by the Supply
Management and
Coordination
Division Head
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1.2 Sign by the None 5 minutes Lilibeth T. Calata
CGSO under City Government
“‘Received from” Department Head
portion of PAR or
ICS
2. Receive and 2. If the PAR or ICS None 2 minutes Marivic T. Delos
Acknowledge receipt| was returned, Nieves
by the Department release the copies Supply Officer Il
Head of end-user by | of approved PAR
signing under or ICS Jenna Linnea M.
“‘Received by’ Quindoy
portion Storekeeper |
TOTAL.: NONE 22 MINUTES
PER ITEM

***End-users acknowledgement by signing is not included in this processing time.

4. ISSUANCE OF DELIVERIES

This service intends for the issuance of delivered procurements to the different requesting offices

Office or Division

City General Services Office

Classification:

Simple

Type of Transaction:

G2G - Government To Government

Who may avail:

City Government Employees, Public Schools, Barangay Officials

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Requisition and Issue Slip (RIS) (2, Original)
with the approved Purchase Order

- Prepared by Requesting Office

Requisition and
Issue Slip (RIS) at
the City General
Services Office

Requisition and
Issue Slip (RIS)
with the approved
Purchase Order

FEES TO |PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Present the 1. Verify the None 5 minutes |Rizalino D. Andres
accomplished presented Warehouseman IV

Natalie T. Caparas
Supply Officer I

Editha D. Ortiz
Storekeeper |

Jenna Linnea M.
Quindoy
Storekeeper |
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1.1 Approve the None 5 minutes | Lilibeth T. Calata
releasing and City Government
issuance of supplies Department Head
and materials

1.2 Prepare the items None 15 minutes |Rizalino D. Andres
to be issued Warehouseman IV

Editha D. Ortiz
Storekeeper |
Natalie T. Caparas
Supply Officer I
Emelia B. Banzon
Utility Worker Il

1.3 Prepare the None 2 minutes |Rizalino D. Andres
Property Gate Pass Warehouseman

v
Natalie T. Caparas
Supply Officer I
Editha D. Ortiz
Storekeeper |
Jenna Linnea M.
Quindoy
Storekeeper |
2. Receive the 2. Release the items None 2 minutes |Rizalino D. Andres
supplies and being requested Warehouseman IV
materials and sign
the RIS Natalie T. Caparas
Supply Officer II
Editha D. Ortiz
Storekeeper |
3. Submit 3. Check and only the None 5 minutes Joel B.
Accomplished item(s)/equipment Hernando
Property Gate Pass listed in the Watchman lli
property gate pass
will be allowed by Fernando M.
the watchman to be Santos
brought out of the Watchman lli

office.
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Paul Gideon S.
Sarmiento
Watchman i

Randy T. Martin
Watchman Il

Manolo G,
Manuel
Building Security

Rodolfo G.
Coronel, Jr.
Building Security

Franz Ray D.
Villaruz
Building Security

Danilo C.
Cunanan, Jr.
Building Security

Jose Mar Del
Carmen
Building Security

TOTAL:

NONE

34 MINUTES

**Processing time may exceed depending on the number of items to be issued.
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5. ISSUANCE OF PROPERTY RETURN SLIP (PRS)

This service intends for all the returned unserviceable properties owned the City Government of
Balanga.

Office or Division

City General Services Office

Classification:

Simple

Type of Transaction:

G2G - Government To Government

Who may avail:

City Government Employees, Public Schools, Barangay Officials

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Three (3) copies (Original) of
Accomplished Property Return Slip
One (1) for the requesting office
One (1) for the inspector
One (1) for the office file

2. Inspection and Evaluation Report (IER),

-Prepared by requesting Office

-If certain items, such as IT equipment, need to
be returned, an IER is required from the
Management Information Service Office (MISO).
In case of air-conditioning unit, an IER is
required from the City General Services Office.

if applicable
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. The accountable 1. Check the items None 5 minutes Marivic T. Delos
person or his/her in the electronic Nieves
representative must system for Supply Officer Il
present the items to verification
be returned to the according to the Jenna Linnea M.
CGSO Supply Items ‘Serial Quindoy
Management and Number, Items Storekeeper |
Coordination Property
Division at the City Number and
General Services other related
Office information
2. Present the items 2. Check the None 30 minutes Marivic T. Delos
for return to the completeness of per item Nieves
CGSO the items to be Supply Officer 11l
Warehouseman. returned. If the (processing
item/s conform to time may Rizalino D. Andres
the technical exceed Warehouseman IV
descriptions in depending on
the return slip, the items to be | Jenna Linnea M.
the designated inspected) Quindoy
GSO Inspector Storekeeper |
shall sign the
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Property Return
Slip on the
inspected and
received by
portion.

2.1 Initially None 3 minutes Marivic T. Delos
approve by Nieves
means of Supply Officer Il
countersign in
the “Approved
by” portion of
the PRS by the
CGSO Supply
Management
and
Coordination
Division Head

2.2 Approve the None 2 minutes Lilibeth T. Calata
Property Return City Government
Slip Department Head
3. Receive the 3. Release one (1) None 1 minute Jenna Linnea M.
accomplished and copy of the Quindoy
approved PRS approved PRS Storekeeper |
to the
representative
of the
requesting
offices

TOTAL: | NONE 41 MINUTES

**Processing time may exceed 1 day depending on the number of the items being returned and
if multiple transactions are being requested.
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6. ISSUANCE OF CLEARANCE FOR PROPERTY ACCOUNTABILITY

This service intends for the issuance of clearance for property accountability to the City
Government Employees who are retiring, being separated, transferring to other agencies, leaving
the Philippines and going on maternity leave of absence

Office or Division

City General Services Office

Classification:

Simple

Type of Transaction:

G2G - Government To Government

Who may avail:

City Government Employees, Public Schools, Barangay Officials

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Clearance Form

of the turned-over

1. Four (4) Copies (Original) of Accomplished

2. Duly signed Property Acknowledgement
Receipt (5, original) for the new custodian
overnment property.

- Human Resource and Management Office
- CGSO Supply Management and
Coordination Division

signed Clearance
Form

signed Clearance
Form

FEES TO |PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Submit the 1. Receive the None 5 minutes Marivic T. Delos
requirements Clearance Form with Nieves
at the City corresponding Supply Officer 1l
General Services signature of the
Office requesting employee Jenna Linnea M.
and his concerned Quindoy
Department Head Storekeeper |
2. Wait until 2. Check and verify the None 20 minutes Marivic T. Delos
checking and employee’s Nieves
validation is done accountability. Supply Officer Il
The Supply Officer IlI
shall initial under the
portion of Supply and
Property
Procurement and
Management
Services portion.
2.1 Sign the Clearance None 5 minutes Lilibeth T. Calata
for Property City Government
Accountability Department Head
3. Receive the duly | 3. Release the duly None 1 minute Marivic T. Delos

Nieves
Supply Officer Il
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Jenna Linnea M.
Quindoy
Storekeeper |

TOTAL:

NONE

31 MINUTES

**Processing time may exceed 1 hour depending on the multiple transactions are being

processed.

7. REPAIR AND MAINTENANCE

This service covers the repair and maintenance of the following:

Buggy

N>R~ WNE

Streetlights

Roads, drainage and bridges

City owned buildings and its facilities
City owned service vehicles

City owned mechanical equipment and other machineries
Steel Grating for canal and other city owned structures

Air-conditioning Unit

Office or Division

City General Services Office

Classification:

Highly Technical

Type of Transaction:

G2C - Government to Citizen

Who may avail:

City Government Employees, Public and Private Agencies, Public

and Private Schools

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

(1, Original)

1. Letter Request with complete details

2. Transaction tracking / Admin Slip (1, Original)

- Prepared by the requestor

- City Administrator’s Office

Administrator’s
Office.

1.1 Prepare the Work

Tracking Slip (WTS)

and assign

transaction tracking

number

FEES TO |PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Submit the 1. Receive and stamp None 10 minutes Liz Beth M.
requirements at the the letter request Valencia
City General with complete details Administrative
Services Office from City Officer IV
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1.2 Encode the
transaction details to
the monitoring
tracking files

report

report to

1.3 Evaluate the request| None 8 hours Lilibeth T. Calata
1.4 Assign a division City Government
head and staff to Department Head
perform the service
repair maintenance
2. Follow-up request | 2. Coordinate with None 1 day
for schedule of client for scheduling
repair and on the
scheduled date, Danilo M. Dilig
be at the Construction and
designated area Maintenance
General
Note: Foreman
If materials are not
available, Reynaldo P.
procurement Chiuco
procedure will be Draftsman I
processed by the
requestor. Nestor D. Cruz
2.1 Conduct ocular None 1 day Electrician
inspection for General
possible problem Foreman
and solution Louie L. Maglaque
Welder Foreman
2.2 Prepare the
Inspection and Rowel A.
Evaluation Report Oclementisima
Mechanic Shop
2.3 Prepare the General
Estimate of Materials Foreman
2.4 Perform the None 15 days
necessary repairs
once the materials
and manpower are
available.
3. Sign 3. Prepare the None 5 minutes Liz Beth M.
accomplishment accomplishment Valencia
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acknowledge the
completion of the

repair / maintenance

Administrative
Officer IV

Danilo M. Dilig
Construction and
Maintenance
General
Foreman

Reynaldo P.
Chiuco
Draftsman Il

Nestor D. Cruz
Electrician
General
Foreman

Louie L. Maglaque
Welder Foreman

Rowel A.
Oclementisima
Mechanic Shop

General

Foreman

TOTAL:

NONE

18 DAYS 15
MINUTES

**Processing time may exceed 30 days depending on the multiple transactions are being

repaired.

205




City Health Office
External Services
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1. SECURING SANITARY PERMIT AND HEALTH CARD

The City Health Office issues Sanitary Permit to operate in all business establishments after the
completion of the required supporting documents and after the actual inspection of
establishments.

Health Card is being issued to Operators and Employees after submission of required laboratory
examinations including physical/medical examinations of food handlers by the City Health
Officer/Physicians.

Office or Division City Health Office- MAIN

Classification: Simple

Type of Transaction:

G2B - Government to Business

Who may avail:

e Food Handlers

e Operators of Commercial and Food Establishments

e Special Establishments are required to secure Health Card
(Spa, Clinics & Computer Rentals)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

3.

4.

5.

2.

3.

(For Health Cards)
1.

Accomplish application form for health card (1,
Original)

Results of Laboratory Examinations — (1)
Present Original copy of documents from DOH
Accredited Laboratory

Occupational Tax (P 100.00)- — (1) Present
Original copy of documents

Residence Certificate— (1) Present Original
copy of documents

2 pcs 1x 1 picture

(For Sanitary Permit)
1.

Barangay Business Permit- — (1) Present
Original copy of documents

Zoning/Locational Clearance (New Stabs) -(1)
Present Original copy of documents
Occupancy Permit (Newly Constructed)- — (1)
Present Original copy of documents

Annual Inspection (For Renewal)- — (1) Present
Original copy of documents

Inspection Report of Sanitary Inspector (Newly
Constructed/Renovated)- — (1) Present Original
copy of documents

- Engr. William Orozco, Christian De
Dios, Constancia Angelica Reyes,
Benjamin Andres, Dennis Dela Cruz
- Accredited Laboratory

- City Public Employment Services Office
(City Hall Main)
- Barangay Hall/Balanga City Hall

- Client

- Concerned Barangay

- City Planning and Development Office
- City Planning and Development Office
- City Engineering Office

- Engr. William Orozco, Christian De

Dios, Constancia Angelica Reyes,
Benjamin Andres, Dennis Dela Cruz
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6. Result of Water Analysis (Not more than 3
months old)- — (1) Present Original copy of

documents

7. Pest Control Contract of Service- — (1) Present

Original copy of documents

- Provincial Health Office

- Accredited Pest Controller

8. Photocopy of Health Cards of Employees - Client
(Food Establishment)- (1) Present Photocopy of
Health card for each employee
HOW TO AVAIL OF THE SERVICE: HEALTH CARD
CLIENT STEPS AGENCY ACTION FEES TO |PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. The client asks for | 1. Provide the health None 20 minutes
Health Card card application
Application form form .
from Sanitary SW'!lt'am é) rozco
Inspector on duty. anitary Engineer
Fill out the application Chrclzstlarl[ De .D'OS
form and submit to S .tons lanC|a ¢
Sanitary Inspector anttary inspector
on duty at the City .
Health Office SAQ%GL'C?nReyetS r
2. Submit the fill-out 2. Receive and None 2 minutes anitary inspecto
application together review the S
with required application form sE;a?r:}th:ann/gnggf;
documents and requirements y Insp
2.1 Record the None 1 minute .
applicant’s data Dennis Dela Cruz
2.2 Encode the None 4 minutes Sanitary Inspector
applicant’s data
on the system.
2.3 Review, approve None 2 minutes Mariano Antonio T.
and sign the Banzon
Health certificate City Government
Department Head
3. Receive the Health | 3. Issue the Health None 1 minute William Orozco
Certificate Certificate Sanitary Engineer
Christian De Dios
Constancia
Sanitary Inspector
Angelica Reyes
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Sanitary Inspector

Benjamin Andres
Sanitary Inspector

Dennis Dela Cruz
Sanitary Inspector

TOTAL: | NONE 30 MINUTES
HOW TO AVAIL OF THE SERVICE: SANITARY PERMIT
CLIENT STEPS | AGENCY ACTION FEES TO BE |PROCESSING PERSON
PAID TIME RESPONSIBLE
1. Submit the 1.Receive and review None 2 minutes
required the documents
documents at submitted
the City Health William Orozco
Office 1.1 Schedule the Sanitary
ocular inspection of Engineer
the establishment
and advise the Christian De
client to pay at Dios Constancia
Treasury Office Sanitary Inspector
2. Present the 2. Conduct ocular Site Inspection 40 minutes
site inspection of the Fee Angelica Reyes
inspection fee establishment/ Piggery/ Poultry Sanitary Inspector
receipt. piggery/poultry - P500
Benjamin Andres
2.1 For food None Sanitary Inspector
establishment:
Collect water Dennis Dela
sampling and Cruz
submit sample to Sanitary Inspector
PHO.
2.2 Encode the None 5 minutes
establishment
information on the
system
2.3 Review, approve None 2 minutes Mariano Antonio
and sign the T. Banzon
Sanitary Permit City Government
Department Head
3. Receive the 3. lIssue the Sanitary None 1 minute William Orozco
Sanitary Permit Sanitary
Permit Engineer
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Christian De
Dios Constancia
Sanitary Inspector

Angelica Reyes
Sanitary Inspector

Benjamin Andres
Sanitary Inspector

Dennis Dela
Cruz
Sanitary Inspector

TOTAL: | Site Inspection
Fee
Piggery/ Poultry

- P500 50 MINUTES
Food
Establishment -
None

HOW TO AVAIL OF THE SERVICE: WATER SOURCE TREATMENT

CLIENT STEPS AGENCY ACTION | FEES TO BE | PROCESSING PERSON

PAID TIME RESPONSIBLE
1. For (+) water 1. Sanitary engineer None 12 hours William Orozco
supply sources will conduct Sanitary
— client request treatment procedure Engineer
for treatment
Christian De

Dios Constancia
Sanitary Inspector

Angelica Reyes
Sanitary Inspector

Benjamin
Andres
Sanitary Inspector

Dennis Dela
Cruz
Sanitary Inspector

TOTAL: NONE 12 HOURS
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HOW TO AVAIL OF THE SERVICE: WATER POTABILITY PERMIT

CLIENT STEPS AGENCY ACTION | FEES TO BE | PROCESSING PERSON
PAID TIME RESPONSIBLE
1. Request for 1. Advise the Bacteriologic 1 minute William Orozco
water analysis client to get al water Sanitary
at City Health sterile bottle analysis Engineer
Office from PHO, P600
5 minutes Christian De
1.1 Upon obtaining Physical Dios Constancia
the sterile bottle, | chemical test Sanitary Inspector
the Staff on Duty P 3,000
will conduct the Angelica Reyes
water sampling Sanitary Inspector
2. Submit the 2 minutes
water sample to Benjamin
representative Andres
of DOH Sanitary Inspector
accredited water
testing Dennis Dela
laboratory with Cruz
the following Sanitary
payment Inspector
3. Receive the 3. Issue the 100.00 2 minutes
water potability certificate of water
certificate potability
TOTAL: Bacteriological 10 MINUTES
water
analysis
P600
Physical
chemical
test
P 3,000
P 100.00
Water
Portability
Certificate
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2. SECURING A MEDICAL / DEATH / MEDICO LEGAL CERTIFICATE /
EXHUMATION PERMIT

Government Agencies, establishments and companies usually require medical/health certificate
from their workers; job applicants; school from their enrollees/students.

Medico legal case reporting also usually requires certificate from Barangay/PNP/Court use. CSWD
also requires medical certificate from indigent client for financial assistance. Death Certificate for
registration of vital events as per requirement by LCR. Health/Medical/Death/Medico legal
Certificate and Exhumation Permit are issued by the City Health Office.

Office or Division City Health Office/ Rural Health Unit

Classification: Simple
Type of Transaction: | G2C — Government to Citizen
Who may avail: e Medico-legal Case

e Employees
e Job Applicants

e Students
e Indigents
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
- For Medical Certificate for students - Front Desk table 5

(TESDA, absence from school, special
events e.g. Sports/writing competition) and
workers (absence from work)
1. Personal appearance of client - Table 6 (Doctor’s Office —CHO Main)
Front Desk (RHU I, II, III, V)
- For employment (Job applicants /
renewal) purpose
1. Results of Blood Test (CBC) — (1) Present
Original copy of documents
2. Results of Chest X-ray — (1) Present Accredited DOH Laboratory
Original copy of documents
3. Results of Urinalysis — (1) Present Original
copy of documents
4. Personal Appearance of clients and others | - Client

For Medico Legal Certificate
1. Personal Appearance of Client - Front desk (Table 5 - CHO Main)

For Death Certificate
1. Certificate should be certified by Embalmer | - Table 6 (Doctor’s Office —-CHO Main)
— (1) Present Original copy of document Front Desk (RHU 1, 11, IlI, 1V)
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2. Accomplished statement (salaysay) form
(affidavit) - (1) Present Original copy of

documents

For Medical Certificate for Financial

Assistance

5. Indigence Certificate from Barangay - (1)
Present Original copy of documents

No

Personal Appearance of Client
If patient is treated by other

physician/MD, secure working diagnosis

and presumptions.

Exhumation Permit
1. Death Certificate - (1) Present Original

copy of documents

- Client

- Barangay Concerned

- Client

- Patient History from other Physician

- Table 6(Doctor’s Office-CHO Main)

CLIENT STEPS AGENCY ACTION FEES TO |PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Inquire for Medical/ | 1. Instruct the patient William Orozco
Death/ Medico legal /client to present None 5 minutes Sanitary Engineer
certificate/ the requirements
Exhumation Permit and check for its Christian De Dios
at the City Health completion. Constancia
Office Sanitary Inspector
1.1 Register the client’s
data on certificate None 5 minutes Angelica Reyes
log sheet and refer Sanitary Inspector
to the physician on
duty. Benjamin Andres
Sanitary Inspector
Dennis Dela Cruz
Sanitary Inspector
RURAL HEALTH
MIDWIFE
2. Present the referral | 2. Interview, assess None 5 minutes  |Anthony Constance
to physician on duty and examine the M. Angeles
client / patient. Rural Health
Physician
2.1 Accomplish the None 3 minutes Mariano Antonio
certificate form: T. Banzon
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City Government
Department Head

Death
Home Death None 10 minutes Bhen Anthony P.
Interview and Bautista
assess the Rural Health
Statement Form Physician
Accomplish the None 3 minutes Cesar C. Chua
Death Certificate Rural Health
Physician
Hospital Death None 5 minutes | Jose Christopher
Review the D. Custodio
certificate from the Rural Health
Hospital Physician
Accomplish the None 3 minutes | Michael Ernest Z.
Death Certificate Dela Rosa
_ Rural Health
Medico-legal Physician
Conduct medical/ None 30 minutes
physical Harold Vincent D.
examination: Go
Rural Health
Ambulatory None 3 hours Physician
Post Mortem None 3 hours Friziel T. Manliclic
_ Rural Health
Exhumation None 2 minutes Physician
Review the death
certificate Kendrick Aldrich
. James W.
Accompllsh the None 3 minutes Maturino
permit Rural Health
Physician
Karen M. Reyes
Rural Health
Physician
Jose Ezra D.
Rostrata
Rural Health
Physician
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Benedict lan B.
Trinidad
Rural Health
Physician

Kathleen Anne L.
Verdadero
Rural Health
Physician

William Orozco
Sanitary Engineer

Christian De Dios
Constancia
Sanitary Inspector

Angelica Reyes
Sanitary Inspector

Benjamin Andres
Sanitary Inspector

Dennis Dela Cruz
Sanitary Inspector

3. Receive certificate

and signed the log
sheet.

3. Staff on duty

issues the
certificate to the
client

Medical/
Medico
legal
Certificate —
P100.00

Exhumation
Permit —
P200.00

Death
Certificate -
None

2 minutes

RHM
Administrative
Secretary
City Health Office

TOTAL:

Medical/
Medico
legal
Certificate
P100.00

6 HOURS &
14 MINUTES
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Exhumation
Permit
P200.00

Death
Certificate
None

3. AVAILING DENTAL SERVICES

These services are offered to pre-scholars, school age children, pregnant mothers and other
adults to prevent and treat dental diseases.

Tooth extraction and dental consultation is available from Monday to Friday. Clients may avail of
the services at Rural Health Units I, 11, Il & IV.

Office or Division City Health Office -Dental Division
Classification: Simple
Type of Transaction: | G2C - Government to Citizen
Who may avail: e Pre-scholars
e School Children
e Pregnant
e Adults of Other ages
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Referral coming from BHS - Barangay Health Stations
CLIENT STEPS