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Republic of the Philippines
Province of lloilo
Municipality of Leon

OFFICE OF THE MUNICIPAL MAYOR

MESSAGE

RA No0.11032 otherwise known as the Ease of Doing Business and Efficient Government
Service Delivery Act of 2018 was enacted on May 28,2018, amending Republic Act No. 9485, to
provide a program for the adoption of simplified requirements and procedures that will reduce red
tape and expedite business and nonbusiness related transactions in government.

The local government unit of Leon is updating Citizen’s Charter to provide standards on
guality and timeliness of service to be expected of the agency to update the one crafted in 2019.

There is an Anti-Red Tape Act Advocacy Program dubbed as project CURE which stands
for Comprehensive and Unified Response to eliminate Red-Tape in LGU and prevent graft and
corruption and promote transparency and credibility in deliverance of services.

Let us all join hands to involve government and private sector in the workings of

government and do our share to serve with pride and honor as public servants and involve
everyone to serve in the spirit of understanding, fairness and cooperation.

MA. LINA/CABANA HOLIPAS


mailto:camando_leon@yahoo.com
mailto:on@gmail.com

INTRODUCTION

RA No. 11032 otherwise known as the Ease of Doing Business and Efficient
Government Service Delivery Act of 2018 was enacted on May 28, 2028, amending Republic
Act No. 9485 declares the policy of the State to promote integrity, accountability, proper
management of public affairs and public property as well as to establish effective practices,
aimed at efficient turnaround of the delivery of government services and the prevention of
graft and corruption in government. Towards this end, the State shall maintain honesty and
responsibility among its public officials and employees, and shall take appropriate measures
to promote transparency in each agency with regard to the manner of transacting with the
public, which shall encompass a program for the adoption of simplified requirements and
procedures that, will reduce red tape and expedite business and nonbusiness related
transactions in government.

Civil Service Commission Memorandum Circular No.14, Series of 2016 enjoins all
government agencies providing frontline services to revisit there citizen’s charter and review
and reduce or remove redundant requirements and re-engineer their procedures, especially
for those services with transaction time that goes beyond the three-day limit. This also
inconsonance to in Chapter 5 of Philippine Development Plan of 2017-2022 of President
Rodrigo Duterte which is a simplify systems and processes to deliver public good and
services in the most efficient, effective and economical manner.

The Municipality of Leon under the leadership of Hon. Ma. Lina Cabana Holipas
through Executive Order No. 82, Series of 2024 directed all office heads to identify all front
line services and prepare the service standards for each service. A service pledge was put
into place, to meet the LGU'’s vision and mission. Complaints Desk is set up, as well as client
satisfaction measurement is instituted.

To date, after formulation & meeting on crafting of Citizen’s Charter, this manual is
finally completed for smooth implementation of the said Act.



Vision

"The Summer Capital and fruit and vegetable basket
of Iloilo with God Loving, resilient, peaceful, healthy and
empowered citizenry, living in a safe sustainably developed
and ecologically balanced environment under a transparent -
and responsive governance” J

Mission

"To transform Leon into a well-developed municipality through the establishment of agro-
eco tourism and industrial enterprises, provision of basic goods and services, promotion of
community resiliency and empowerment, peace and order, public health and sustainable
development of natural resources and observance of transparent and responsive governance for
increase global competitiveness”




Sevatce Pledge

WE, the officials and employees of the local government unit of Leon, commit to:

% Serve you from Monday to Friday
8:00 a.m. to 5:00 p.m. No Noon Break

% Provide up-to-date information on our policies, programs, activities and
services through fyers, tarpaulin and dialogue;

% Attend to you as soon as you enter the premises of the municipal hall;

% Assure you that you will be served by authorized personnel with proper
identification;

% Respond to your complaint about our services soonest or within the day
through our complaint and assistance desk and take corrective measures;

All these we pledge, because YOU geserve no less.

LOCAL GOVERNMENT OFFICES

OFFICE HEAD
Office of the Municipal Mayor - Hon. Ma. Lina C. Holipas
Office of the Municipal Vice Mayor - Hon. Rey V. Capaque
Office of the Sangguniang Bayan - Hon. Salvador C. Cabaluna IV

- Hon. Mary Japeth C. Caplla

- Hon. Hilario E. Tano

- Hon. Edwin C. Capilastique

- Hon. Wilane S. Calfoforo

- Hon. Jann C. Cagampang

- Hon. Ruben C. Calicaran

- Hon. Jethro M. Caigoy

- Hon. Rey August T. De la Gente

- Hon. Trexie Jan C. Villacastin
Office of the Secretary to the Sangguniang Bayan - Ms. Ikkah Franz C. Cabana
Office of the Mun. Planning & Dev’t. Coordinator - Engr. Bobby C. Villan

Office of the Municipal Treasurer - Mrs. Julie Anne C.Amistoso

Office of the Municipal Budget Officer - Mrs. Ma. Glenda May C. Saavedra
Office of the Municipal Accountant - Mrs. Ma. Meileen F. Uy

Office of the Municipal Civil Registrar - Mrs. Ruby Angustia S. Salcedo
Office of the Municipal Mun. Assessor - Miss Ma. Annaliza C. Camago
Office of the Municipal Engineer - Engr. Wencislao C. Cagalitan Jr.
Office of the Municipal Health Officer - Dra. Grace Candado

Office of the Municipal Social Welfare & Dev't. Officer- Mrs. Leah E. Zaragosa

Office of the Municipal Agriculturist - Mr. Ryan M. Caldito

Office of the Municipal Disaster Risk Reduction and Management - Mr. Feljean C. Cagape



ORGANIZATIONAL STRUCTURE




Processing Time

Type of Frontline Services Fees (Under Normal . Persor'lbl 5 Offi;:e/ ,
Circumstances) esponsibie epartmen
OFFICE OF THE MUNICIPAL MAYOR
External Services
OMM Clerk Mayor's Office
e 1 hour & Municipal
Issuance of Mayors Certification | Php80.00 . MTO Clerk ,
50 minutes Treasurer’s
LCE !
Office
1 hour & OMM Clerk Mayor’s Office
Issuance of Affidavits Php80.00 . MTO Clerk Municipal
50 minutes
LCE Treasurer
o OMM Clerk Mayor’s Office
Issuance of Affidavit of Non- Php80.00 1 hou_r & MTO Clerk Municipal
employment 50 minutes LCE Treasurer
Licensed: ) i
Setting Schedule and Assisting Php250.00 1 hour & OMM Clerk Maypr.s Office
o . . X . MTO Clerk Municipal
Civil Wedding Article 34: 30 minutes
Php 330.00 LCE Treasurer
OFFICE OF THE MUNICIPAL MAYOR-Human Resource
External Services
. o Mayor’s
F|I|ng'AppI|cat|on 'for Leave None 2 days & HRMO Staff Office/Human
Terminal/Separation 25 minutes
Resource
Internal Services
. Mayor’s
Issuance of Service Record and . :
Certificate of Employment None 10 minutes HRMO Staff Office-Human
Resource
HRMO,
. L Department Head, Mayor’s
Eég?,isg]lrfbg;ﬁgghcanon for None rznsﬁ'gs& 12 Mayor, Vice Mayor, | Office/Human
HRMO Staff HRMO | Resource
Staff
OFFICE OF THE MUNICIPAL MAYOR-Municipal Nutrition Council
External Services
Mayor’s
Nutrition Assessment and Municipal Nutrition | Office-
. 1 hour & . )
Intervention None 35 minutes Officer, Casual, Municipal
MNAO Staff Nutrition
Office
Mayor’s
Office-
- Municipal
Prowdln_g Da.ta and Reports None 13 minutes MNAO Staff Nutrition
(Operation Timbang Plus) Office




Processing Time

Person

Office/

Type of Frontline Services Fees (Under Normal :
Circumstances) Responsible Department
Mayor’'s
. . Office-
Availment of Nutrition Pack and | 25 minutes MNAO Staff Municipal
Micro Nutrient Supplements Nutriti
utrition
Office
Internal Services
Mayor’'s
Office-
Processing of BNS Payroll None 30 minutes MNAO Staff Municipal
Nutrition
Office
Mayor’'s
Office-
Issuance of Form for BNS None 16 minutes MNAO Staff Municipal
Nutrition
Office
Mayor’s
. Municipal Nutrition | Office-
ﬁ?gvr?r:izfgfof{ciop-r to None 26 minutes Officer, Casual, Municipal
MNAO Staff Nutrition
Office
Mayor’s
Processing of Payroll to the 20 minutes Office-
Most Outstanding Barangay None MNAO Staff Municipal
Nutrition Committee Incentives Nutrition
Office
OFFICE OF THE MUNICIPAL HEALTH OFFICER
External Services
3 hours & Midwife/Nurse/ Municipal
General Consultation None 5 minutes Municipal Health Health Office
Officer/DTTB
Issuance of Sanitary . . Municipal
Permit/Health Card None 25 minutes Sanitary Inspector Health Office
Midwife/Nurse/
Availing of Anti-Tuberculosis 5 days,3 hours Murnmpal Health Municipal
Treatment None & 15 minutes Officer/DT TB/Med. Health Office
Tech/PICT- Trained
Personnel
. - . . Municipal
Availing of Medicines None 15 minutes Midwife/Nurse Health Office
Availing of Dental Examination None 1 hour &15 Midwife/Nurse/ Municipal
and Tooth Extraction minutes Dentist/Dental Aide | Health Office




Processing Time

. . Person Office/
Type of Frontline Services (Under Normal .
Fees Circumstances) Responsible Department
Midwife/ .-
Availing Laboratory Services None i7hoqrs & Nurse/ Municipal '
minutes Health Office
Med. Tech.
Nurse
Availing Family Planning None 1 hour & Midwife Municipal
Services 15 minutes (FPCBT 1 Trained | Health Office
only
Midwife/ .~
Availing Immunization Services | None L hqur & Nurse/ Municipal '
5 minutes Health Office
BHW
RHM
NDP
- . . RHMPP Municipal
Availing of Pre-Natal Services None 55 minutes PHN Health Office
BHW
Midwife/Nurse
OFFICE OF THE MUNICIPAL ASSESSOR
External Services
1/2 of 1% of
the Municipal .
Assessed ASSessor Municipal
Value or not ’ Assessor,
Simple Transfer of Ownership less than 60 minutes Assessmgnt Qlerk l Municipal
& Il, Admin Aide I,
P100.00 but . Treasurer
not more Job Hire, MTO
than Personnel
P2000.00
P160.00
% of 1% of
the
Assessed
Value but Municipal .
not less than Assessor/Assessm | Municipal
P P100.00 and Assessor,
Issuance of Certified True Copy . ent Clerk | & 11/ e
. not more 23 minutes S Municipal
of Tax Declaration Admin Aide I/ Job
than ) Treasurer
P2,000.00 Hire/MTO
(in case no Personnel
recent
Sworn
Statement
has been
filed).
Municipal -
Assessor/ X;Snégf(?rl
Issuance of All Assessment Php80.00 28 minutes Assessment Clerk | Munici aI’
Related Certifications pes. & 1lI/ Admin Aide I/ TreasuF;er

Job Hire/ MTO
Personnel




Processing Time

Type of Frontline Services Fees (Under Normal Person Office/
Circumstances) Responsible Department
OFFICE OF THE MUNICIPAL CIVIL REGISTRAR
External Services
Municipal Civil
Registrar/ Municipal Civil
Registration of Birth Certificate None 20 minutes Registration Officer | Registrar
I, /OMCR Staff
Municipal Civil
Registrar/ Municipal Civi
Registration of Marriage None 20 minutes Registration Officer Re istfar
Certificate I, JOMCR Staff g
Municipal Civil
Registrar/ Municipal Civil
Registration of Death Certificate | None 20 minutes Registration Officer | Registrar
I, OMCR Staff
CTC Birth Municipal Civil . -
3 Php 50.00 Registrar/ Mun.|C|paI Civil
Request of Certified True Copy | Secretary Registration Officer Registrar
of Birth Certificate of Civil Fee 40 minutes | /gMCR Municipal
i Php30.00 !
Registry Documents Regearch StaffMTO Staff Treasurer
Fee. 10.00
Ph CTC .. L
Birth Php '\R/lgni'gtlfgll Civil Municipal Civil
Request of Certified True Copy g%}:()rgta Registration Officer Registrar
of Marriage Certificate of Civil Fee Y 40 minutes | /gMCR Municipal
Registry Documents Php30.00 étaff/MTO Staff Treasurer
Research
Fee. 10.00
'\R/lgni'gtlfaa:l Civi Municipal Civil
Request of Certified True Copy Registration Officer Registrar
of Death Certificate of Civil Php120.00 40 minutes | 9 Municipal
Registry Documents é)MCR Staff MTO Treasurer
Personnel
Service Fee
(Leon) Php.
50.00
Service Fee
(Outside
Leon) . . ..
Php. 75. 00P MCR/Asst. MCR Municipal Civil
Request of SECPA (BREQS) PSA Fee each | 20 minutes and MCR Registrar
Php. 155.00 Personnel Municipal
(Birth, Treasurer
Marriage &
Death)
CENOMAR
Php.
210.00




Processing Time
Type of Frontline Services Fees (Under Normal
Circumstances)

Person Office/
Responsible Department

MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICE

External Services

Issuance of Persons with 1 dav & MSWDO Staff/ '\Sﬂgglz;u\)/\a/llelfare
Disabilities (PWD) Identification | None Yy PWD Focal/ ,
4 minutes and Dev't
card MSWDO .
Office
Assistance to Individuals in MSWDO/MSWDO
Crisis Situation (AICS) None 6 days and 24 Staff/AICS MSWDO/MTO
Provision of Burial Assistance minutes Focal/MBO /MBO/OMM
StafffOMM Staff
Assistance to Individuals in MSWDO/MSWDO
Crisis Situation (AICS) Provision 6 days and 24 Staff/AICS
of Medical Assistance None minutes Focal/MBO }\I/\l/lSBV(\gI/DC?I\//I'\IC/ITO
StafffOMM Staff
OFFICE OF THE MUNICIPAL TREASURER
External Services

For Individual:

P5.00 basic fee

not to exceed

P5,000.

Additional P1.00

for every P1,000

thereof. Penalty

of 2% per month

for payments

made after

. March 31, 2024 ..

Issuance of Community Tax Municipal

Certificate or CEDULA Corporations: 20 minutes LRCO | Treasurer
P500 basic fee

not to exceed
P10,000 and
additional P2.00
for every
P5,0000.
Penalty of 2%
per month for
payments made
after March 31,
2024

Basic 1% of
Assessment

Issuance of Real Property Tax Value 20 minutes LRCO | Municipal
Receipt (AF56) SEF 1% of Clerk 111 Treasurer
Assessment
Value
Municipal

Issuance of Receipts (Affidavit See attached

Fee, Certification & Others) Table A 12 minutes LRCO | Treasurer

10




Processing Time .
Type of Frontline Services Fees (Under Normal Rezegsnc;rilble Deogfrlfrﬁ/ent
Circumstances) P P
Internal Services
P350.00/
stub of . MTO/LRCO I/ Municipal
Issuance of Accountable Forms accountable 58 minutes LTOO Il] Treasurer
form

OFFICE OF THE MUNICIPAL PLANNING AND DEVELOPMENT COORDINATOR

External Services

Draftsman II/ PDO Munlc_lpal
Planning &
Issuance of Zoning Certification Php80.00/ 28 minutes I/ JO Dev't
copy MPDC/DZA/LRCO | Municipal
Treasurer
1/10 of 1% .
for the MPDC Sta Municipal
. Draf Il/ PD [
Issuance of Locational excess of 1 day & raftsman Il PDO Planning &
cl every 30 minut /3O Dev't.
earance 100,000 of minutes MPDC/DZA, Municipal
the project LRCO | Treasurer
cost
Municipal
Securing of Zoning Certification MPDC Sta Planning &
. 4 2 hours & 20 Draftsman II/ PDO ,
for Business Permit (New and None . /30 Dev't.
Renewal) minutes "nJ
MPDC/DZA
Request Copy of M'a'ps, ' Secretary’s Muniqipal
Barangay and Municipal Profiles | pee Clerk 11/ Admin Planning &
Official, Development Plan and (Approved 20 minutes Aid I/ JO/LRCO.I Dev't/
Other Official Ee‘(’jenue Municipal
Documents/Records ode) Treasurer
Internal Services
Endorsement of Enhanced Clerk 111/ PDO 11/ '\P/lll;?]'ncilrﬁ)al&
Barangay Development Plan None 30 minutes JO/MPDC Dev't 9
Zoning System Municioal
Endorsement of Zoning for Admin/ iBPLS PlannirF\) &
Business Permit for New and None 10 minutes Endorser Dev't g
Renewal on iBPLS MPDC/DZA :
None Web Admin/System '\P/lll;?]'nci'ﬁal &
Web Posting Updates 30 minutes Admin Dev't 9

11




Processing Time

. . Person Office/
Type of Frontline Services Fees ((:liJrZS?nrs,t\l:nr(r:rézl) Responsible Department
OFFICE OF THE MUNICIPAL AGRICULTURIST
External Services

L . 2 days,7 hours, Municipal
Vaccination of Livestock None 15 minutes LI/AT/MA Agriculturist
Attendlng_Farmers Call and 2 hours & LI/AT Municipal
Consultation for Treatment None . : .
Servi 35 minutes Agriculturist

ervices

Attending Farmers Call to -

: : 6 hours & Municipal
Diagnose Diseases on Crops None 30 minutes AT Agriculturist
PROVISION OF FARM INPUTS
(Rice, Corn, Vegetables seeds, . Municipal
Fertilizers) None 22 minutes ATIMA Agriculturist
PROVISION OF INSURANCES 5 days & Municipal
(Crops, Livestock, Farmers) None 40 minutes AT/MA Agriculturist

OFFICE OF THE MUNICIPAL ENGINEER
External Services
See Annex i~
-~ ; A. for Mummpal OME/
Issuance of Building Permit for schedule of 1day & Engineer/OBO BEP/
residential (Singe Dwelling) fees + Bep | D hours Personnel/BFP/ MTO
fees charges MTO Staff
Issuance of Building Permit for OBO-Tech Munici
- . pal
Complgx Structure (As 4113 (rjnai‘zztis Evaluator/Cashier/ | Treasurer
gcl)a:lLssmed Under JMC No. 2018- BEP Personnel /BEP
Municipal :
Issuance of Certificate of A. for 2 days Engineer/OBO Engmger/
Oceupanc schedule of | 1 hour & Personnel/BEP/MT Municipal
pancy fees+ BFP | 8 minutes Treasurer
fees charges O Personnel
Securing of Occupancy MTO -
Certification for Business Permit | Php 80.00 1 hOL.'r & personnel/OBO Municipal
35 minutes Treasurer
(New and Renewal Staff
Provision of Technical
Assistance in Preparation of 10 days & Municipal Engineer | Municipal
Plans and Program of Works to 30 minutes & Personnel Engineer
Barangay Infra Projects
OFFICE OF THE MUNICIPAL BUDGET OFFICER
Internal Services
. I Budget .-
Certlflca_tlo_n to Avallab|!|ty of 2 hours & Officer/Budgeting Municipal .
Appropriation (Processing of None . : Budget Officer
o 45 minutes Assistant/
Obligation Request N
Admin Aide |

12




Processing Time

Person

Office/

Type of Frontline Services Fees ((:liJrZS?nrs,t\l:nr(r:rézl) Responsible Department
Budget
Preliminary Review of Barangay None 5 hours & Officer/Budgeting Municipal
Annual Budget 21 minutes Assistant/ Budget Officer
Admin Aide |
Budget
Preliminary Review of None 2 hours & Officer/Budgeting Municipal
Supplemental Budget 56 minutes Assistant/ Budget Officer
Admin Aide |
Budget
Preliminary Review of SK None 2 hours & Officer/Budgeting Municipal
Annual/Supplemental Budget 56 minutes Assistant/ Budget Officer
Admin Aide |

OFFICE OF THE MUNICIPAL ACCOUNTANT

External Services

Staff Accounting Municipal
Processing of Disbursement for None 1 day Office/Municipal Accountant/
Terminal Pay Benefit Accountant/Staff Municipal
Budget Office Budget Officer
Staff Accounting Municipal
Processing of Disbursement for None 1 day Office/Municipal Accountant/
payment of Utility Expenses Accountant/Staff Municipal
Budget Office Budget Officer
. . Staff Accountin Municipal
Procgessmg of D|spursement for . Office/MunicipaQI] Accour?tant/
Remittance to National None 10 minutes L
Government Agency Accountan'g/Staff Municipal .
Budget Office Budget Officer
Internal Services
Staff, Accounting Municipal
Processing of Disbursement for None 1 day Office/Municipal Accountant/
Reimbursement of Travel Accountant/Staff Municipal
Budget Office Budget Officer
Staff, Accounting Municipal
Processing of Disbursement for None 1 day Office/Municipal Accountant/
Cash Advance of Travel Accountant/Staff Municipal
Budget Office Budget Officer
. . Staff, Accounting Municipal
E;%Chezsécg n%feDc;?R%i?chth for None 1 day Office/Municipal Accqu.ntant/
Accountant/Staff Municipal

Activity

Budget Office

Budget Officer

13




Processing Time

Type of Frontline Services Fees (Under Normal Rezegsnc;rilble Deogfrlfrﬁ/ent
Circumstances) P P
OFFICE OF THE SECRETARY TO THE SANGGUNAING BAYAN
External Services
Request for Certified True
Copies of Official . SB Secretariat/
Documents/Records Php 80.00 35 minutes MTO Staff OSSB/MTO
(Ordinances, Resolutions, etc.)
) SB Secretariat/
Approval of Franchise SB Member Comm.
Confirmation/Verification and 1day & On Zoning,
Authority to Operate MCH- Php80-00 | 15 minutes Transportation and OSSB/IMTO
Service Communication/
MTO Staff
. . SB
Permit on Transfer of Cadaver Php 80.00 | 35 minutes Secretariat/LRCO | OSSB/MTO
3days & SB Secretariat/
15 minutes SB Member Comm.
Resolution Approval of Simple A 10-day notice is On Zoning, OSSB
Subdivision provided before the | Transportation and
conduct of , Communication/
Committee Hearing MTO Staff
] o 3days & SB Secretariat/
Resolution for Preliminary 15 minutes SB Member Comm.
Approval & Locational A 10-day notice is On Zoning, OSSB
Clearance for Complex provided before the | Transportation and
Subdivision conduct of _ Communication/
Committee Hearing MTO Staff
3days & SB Secretariat/
15 minutes SB Member Comm.
Resolution for Final Approval A 10-day notice is On Zoning, OSSB
for Complex Subdivision provided before the | Transportation and
conduct of Communication/
Committee Hearing MTO Staff
OFFICE OF THE MUNICIPAL MAYOR-TOURISM
External Services
. . Tourism -
Informan_on for Guests regarding None 8 minutes Officer/Tourism Mun|.C|paI .
Bucari Pine Forest Tourism Office
Staff
. . Tourism -
Reservapon for Accommodation None 15 minutes Officer/Tourism Mun|.C|paI .
in Bucari Pine Forest Staff Tourism Office
PHP 80.00 for
Non-resident
éccortnnjogatlon_ f|c3>_r Dag Toutr PHP 60.00 for ch)fl_JrlsT _ Municipal
uests in Bucari Pine Fores Resident 12 minutes gta:fc],:er Tourism Tourism Office

*Plus,
accommodation
availed (see
attached rates)

14




Processing Time

Type of Frontline Services Fees (Under Normal Rezegsnc;rilble Deogfrlfrﬁ/ent
Circumstances) P P
MUNICIPAL DISASTER RISK REDUCTION AND MANAGEMENT OFFICE
External Services
LDRRMO
2 Days .and Clerk/Operation and
depending on Warning Officer / Local | MDDRMO/
Emergency Response on None the extent of DRRM Officer, Municipal
Trauma Cases damage and Emergency and Medical | Health Office/
nature of Team/PNP/BFP/ PNP/BFP
L Research and Planning
incident Officer
LDRRMO Personnel/
LDRRM Officer/
Operation and Warning
2 Days, 2 hours, | officer/L DRRMO
50 minutes and | accompanied by the MDRRMO/
i following: For ici
Rapid Damage Assessment and 22?&2%?9 on Agricungr& Livestock Xur?(lzﬂl"ﬁist /
Need Analysis (RDANA) and None S and Fisheries related gricu
Planning |nC|d¢nt and (OMA) Mumupal
location For Infrastructure related | Engineer/
(OME) MSWDO
For Household
Population (MSWD)/
Research and Planning
Officer/
Operation and Warning
H dcl . o fi Officer/ LDRRMO/ MDRRMO/
azard Clearing Operation on LDRRMO
Cutting of Trees None 6 I?jays, 3. Hours Clerk/Research and Municipal
and 40 Minutes Planning Officer/ Engineer
Municipal Engineer
. . 7 days and 10 Operation and Warnin
Hazard Clearing Operation on minutes and Ofﬁcer, LDRRMO/ J MDRRMO/
Accessibility Blockage and None depending on the | LDRRMO Municipal
Debris volume and Clerk/Research and umupa
coverage of an Planning Officer/ Englneer
area Municipal Engineer
2 %a%/j 16 Hours | Research and Planning
. an minutes Officer/ Administration
Disaster Preparedness None and depending on | and Training MDRRMO
the duration of Officer/LDRMMO/
Training Activity LDRRMO Clerk
OFFICE OF THE MUNICIPAL MAYOR-MENRO
External Services
MENRO Staff OMM-
Certification for Tree Cutting, 2 davs. 7hrs & MENRO- MENRO/
Lumber, Charcoal, or Wood Php80.00 yS, Designate/ Private | Mayor’s Office
58 minutes L
Fuel Secretary /Municipal
Mayor’s Office/ Treasurer

LRCO |
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Processing Time

Person

Office/

Type of Frontline Services Fees (Under Normal :
Circumstances) Responsible Department
OMM-
Certification for Application of Php80.00 1 day, 3 hours & mgmsg_&aﬁ MENRO/
New Business Permit 3 minutes . Municipal
Designate/ LRCO | T
reasurer
MENRO Staff
Certification for Application of MENRO- OMM-
Business Permit to Operate the Ph80.00 1 day, 3 hours & | Designate/ LRCO MENRO/
Piggery/Poultry peb. 3 minutes I/Sanitation MHO/MTO/
Inspector/DA Staff | OMA
Certification for Chainsaw MENRO Staff
Permit to Operate Php80.00 | 4 hours MENRO- OMM-MENRG
Designate/ LRCO |
Internal Services
Endorsement of MENRO for MENRO Staff
Business permit for New and None 10 minutes MENRO- OMM-MENRO
renewal of iBPLS Designate/iBPLS
MENRO Staff OMM-
Action to Complaints Related to MENRO-
o S 2 days, 2 hours . MENRO/
Sanitation and Violation of . Designate/MHO
. & 54 minutes MHO/OMA
Environmental Laws Stafff OMA JOMM
StafffOMM Staff
OFFICE OF THE MUNICIPAL MAYOR-BPLO
External Services
Business
Tax and
other fees BPLO Staff/ OMM-BPLO/
Business Permit-New (depends on 2 hours Cashier/ Municipal
gross LRCO | Treasurer
sales/Local Office
Revenue
Code)
Business
Tax and
other fees BPLO Staff/ OMM-BPLO/
Business Permit-Renewal (depends on 2 hours Cashier/ Municipal
gross LRCO | Treasurer
sales/Local Office
Revenue
Code)
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OFFICE OF THE MUNICIPAL MAYOR

External Services

1. SERVICE NAME: ISSUANCE OF MAYOR’S CERTIFICATION

*The provision of this document is upon request of client as necessary for any legal purpose/s purporting to a client/s
identity/background relative to the concern or needs there may be.

Office or Division: OFFICE OF THE MUNICIPAL MAYOR

Classification SIMPLE

Type of Transaction GOVERNMENT TO CLIENT

Who may avail ANYONE

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

National Police Clearance - 1 original

San Miguel Police Station

AGENCY PROCESSING PERSON
CLIENT SUERS ACTION AEES TIME RESPONSIBLE
Present National Receive and verif
Police Clearance the document y None 5 minutes OMM Clerk
to the OMM staff
Instruct client to
pay
Pay Receive payment
corresponding fee .
to the Treasurer’s | Issue Official Php 80.00 10 minutes MTO Clerk
office Receipt
Present the Pre_pare a_nd .
> . facilitate signing of
Official Receipt document b
and receive the . y None 30 minutes OMM Clerk
certification from :E;Egtr C')Zr;eﬁ eleasing
OMM clerk of documents
Signing/approval of
certification by LCE None 1 hour LCE
Release signed .
certificate None 5 minutes OMM Clerk
Total Php 80.00 # T‘r?u“t; 550

End of Transaction
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2. SERVICE NAME: ISSUANCE OF AFFIDAVITS

*Issuance of this affidavit is to facilitate the necessary legal need of the public in attesting the truth of the
loss of their document as necessary for whatever legal purposes the document may serve.

Office or Division:

OFFICE OF THE MUNICIPAL MAYOR

Classification SIMPLE

Type of Transaction

GOVERNMENT TO CLIENT

Who may avail ANYONE

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Community Tax Certificate or Valid ID

Office of the Municipal Treasurer

Police Blotter

Leon Municipal Police Station

CLIENT STEPS AGENCY ACTION FEES | PROCESSING PERSON
TIME RESPONSIBLE

Present CTC/ID Receive and verify None | 5 minutes OMM Clerk
and Police blotter the document

Instruct client to

pay
Pay corresponding fee Receive payment Ph
to the Treasurer’s office P 10 minutes MTO Clerk

- . 80.00

Issue Official Receipt
Present the Official Prepare and facilitate signing
Receipt and receive of document by authorized
the affidavit from signatory/releasing of None | 30 minutes OMM Clerk
OMM clerk documents

Signing/approval of affidavit by None | 1 hour LCE
LCE
Release signed affidavit
None | 5 minutes OMM Clerk
Total Php | 1hour, 50
80.00 [ minutes

End of Transaction
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3. SERVICE NAME: ISSUANCE OF AFFIDAVIT OF NON-EMPLOYMENT

*This affidavit is issued to support the client’s claim of their non-employment status and to establish the
integrity of their oath purporting to their unemployed status for legal and lawful purposes

Office or Division:

OFFICE OF THE MUNICIPAL MAYOR

Classification

SIMPLE

Type of Transaction

GOVERNMENT TO CLIENT

Who may avail ANYONE
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Community Tax Certificate or Valid ID Office of the Municipal Treasurer
CLIENT STEPS AGENCY FEES PROCESSING PERSON
ACTIONS TIME RESPONSIBLE
Present CTC/ID Receive and verify | None 5 minutes OMM Clerk
and the document
Instruct client to
pay
Pay Receive payment
corresponding fee .
to the Treasurer’s | Issue Official Php 80.00 10 minutes MTO Clerk
office Receipt
Present the Pre_pare a_nd .
Official Receipt :‘jacnltate S|%n|ng of
and receive the ocum_ent y None 30 minutes OMM Clerk
C authorized
affidavit from signatory/releasin
OMM clerk 9 ry 9
of documents
Signing/approval of
affidavit by LCE None 1 hour LCE
Release signed
affidavit None 5 minutes OMM Clerk
Total Php 80.00 1 hour, 50
) minutes

End of Transaction
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4. SERVICE NAME: SETTING SCHEDULE AND ASSISTING CIVIL WEDDING

*In this process, the couples get to submit necessary documents and avail relevant assistance regarding

the scheduling of their civil wedding.

Office or Division:

OFFICE OF THE MUNICIPAL MAYOR

Classification

SIMPLE

Type of Transaction

GOVERNMENT TO CLIENT

Who may avail

ALL COUPLES IN THE MUNICIPALITY ELIGIBLE TO MARRY

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Licensed Marriage:

Marriage License

Wedding Ring

Two (2) Witnesses (No Proxy)
Solemnization Fee (Php250.00)

Marriage under Art. 34:

Photocopy of:
Birth Certificate
Cedula
CENOMAR
Wedding Ring

Two (2) Witnesses (No Proxy)
Solemnization Fee (Php 250.00)
Affidavit Fee (Php 80.00)

Office of the Municipal Civil Registrar

“Office of the Municipal Treasurer

Office of the Municipal Civil Registrar

Office of the Municipal Treasurer
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CLIENT PROCESSING PERSON
STEPS NGOV AGIIOINS RS TIME RESPONSIBLE
EUbri?'t d the Receive and verify the
equire documents
documents to
the OMM Clerk
responsible
frontline Instruct client t
service struct client to pay
personnel for
verification
Pa Licensed:
y . Php 250.00
corresponding | Receive payment _
fee tfo the Atticle 34: | 10MINUES {175 Clerk
Treasurer’s o ) Pho 250.00
office Issue Official Receipt p 250U.
Php 80.00
Logs the details of the _
Present the couple and schedules the 5 minutes OMM Clerk
Official Receipt | civil wedding
On the scheduled date,
the clerk provides
assistance in conducting 25 minutes Municipal Mayor
the civil wedding
The Couples
ermci al the The Local Chief
Eponsf)ors sign Executive also signed
the Marriage the Cﬁrt'flcgtf? and riturrr]]'t 1 Hour OMM Clerk
Certificate in to F_e ce. of the
front of Municipal Civil Registrar
Solemnizing for recording purposes
Officer
Php 250.00 1 hour, 40
Php 330.00 | Mnutes

End of Transaction
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OFFICE OF THE MUNICIPAL MAYOR-Human Resource

External Services

1.FILING OF APPLICATION FOR LEAVE (TERMINAL/SEPARATION)

Office or Division:

OFFICE OF THE MUNICIPAL MAYOR — HUMAN RESOURCE

MANAGEMENT OFFICE (HRMO)

Classification:

SIMPLE

Type of Transaction:

G2C (GOVERNMENT TO CLIENT)

Who may avail:

SEPARATED GOVERNMENT EMPLOYEES

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. APPROVED APPLICATION FOR CLIENT
LEAVE (CSC FORM NO. 6) - 4
original copies
2. PROOF OF EMPLOYEE’S CLIENT
RESIGNATION OR RETIREMENT
OR SEPARATION FROM THE
SERVICE - 2 original copies
3. CLEARANCE FORM (CSC FORM CLIENT
NO. 7) - 5 original copies
AGENCY FEESTO | PROCESSIN PERSON
SRIEN STERS ACTIONS BE PAID G TIME RESPONSIBLE
1.1. Log incoming
Request
1.2. Check .
5 minutes
completeness
of submitted .
5 minutes
documents
1. Submit application |1.3. Process the
for Leave and terminal leave 2 days
requirements at the approval None HRMO Staff
HRMO 1.4. Release the .
5 minutes
approved
application
form 5 minutes
1.5. Endorse the
approved
documents to
accounting office
2.1 Instruct the
client to secure the
2. Receive instruction | additional
to proceed to requirements at None 5 minutes
accounting Accounting Office
for payment of
terminal leave
TOTAL 2 days, 25
None )
minutes

End of Transaction
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Internal Services

1. ISSUANCE OF SERVICE RECORD AND CERTIFICATE OF EMPLOYMENT

PROCESSING AND ISSUANCE OF SERVICE RECORD AND CERTIFICATE OF EMPLOYMENT TO REQUESTING EMPLOYEES
WHO MAY NEED THESE DOCUMENTS FOR THEIR PERSONAL CONSUMPTION.

Office or Division: OFFICE OF THE MUNICIPAL MAYOR — HUMAN RESOURCE
MANAGEMENT OFFICE (HRMO)
Classification: SIMPLE
Type of Transaction: G2G
Who may avail: LGU EMPLOYEES
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. FULLY ACCOMPLISHED REQUEST OFFICE OF THE MAYOR — HRMO
FORM
AGENCY FEES TO | PROCESSING PERSON
CLIENT SRS ACTIONS BE PAID TIME RESPONSIBLE
1.1 Receives the
1. Submit Fully Fully
Accomplished Accomplishe 5 minutes
Requespt Form d ReF:quest None HRMO Staff
Form
2. Receive copy of 2.1 Release
requested requested ,
) document to None 5 minutes HRMO Staff
Service R_eco_rd requesting
and Certification
employee
TOTAL None 10 minutes

End of Transaction

2. PROCESSING OF APPLICATION FOR LEAVE OF ABSENCE

This aims to update the record of earned leave credits of Municipal Officials and Employees and Processing of Leave
Application.

Office or Division: OFFICE OF THE MUNICIPAL MAYOR — HUMAN RESOURCE
MANAGEMENT OFFICE (HRMO)

Classification: SIMPLE

Type of Transaction: G2G

Who may avail: LGU EMPLOYEES

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. FULLY ACCOMPLISHED LEAVE OFFICE OF THE MAYOR — HRMO
FORM (CS FORM NO. 6), 2 original
copies complete with documentary
requirements as enumerated at the
back of CS Form No.
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CLIENT STEPS

AGENCY
ACTIONS

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Submit Fully
Accomplished
CS Form No. 6

1.1 Receives the
Fully
Accomplishe
d CS Form
No. 6

1.2 Certify
available
leave credit

1.3 Sign CSs
Form No. 6
and
processed
Approval by
concerned
Municipal
Officials

1.4 Record
Approved
CS Form No.
6

None

2 minutes

3 minutes

2 days

2 minutes

HRMO Staff

HRMO

HRMO, Department
Head concerned,
Municipal
Mayor/Municipal Vice
Mayor

HRMO Staff

2. Receive copy of
Approved CS
Form No. 6

2.1 Release
Approved CS Form
No. 6 to requesting
employee

None

5 minutes

HRMO Staff

TOTAL

None

2 Days, 12
minutes

End of Transaction
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OFFICE OF THE MUNICIPAL MAYOR-Municipal Nutrition Council

External Services

1. NUTRITION ASSESSMENT AND INTERVENTION

Municipal Nutrition Office conducts Nutrition assessment to determine whether a person or groups of people are
well-nourished (over-nourished or under-nourished).

Nutritional assessment can be done using the ABCD methods. These refer to the following:

. Anthropometry
. Biochemical methods
. Clinical methods

Dietary methods

Nutrition Intervention is defined as any type of intervention to improve their overall nutritional status

Office/Division: MUNICIPAL NUTRITION NUTRITION UNIT
COMMITTEE OFFICE
Classification: SIMPLE
Type of Transaction: G2C — GOVERNMENT TO CITIZEN
- 0-59 months old Malnourished children, pregnant & lactating women, and
Who may avail: children aged 0-59 months and school children.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Referral if available OTC/ITC

2. Child Record (Baby Booklet or ECCD Card) | RHU/CDC

FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Register on the 1.1 Checks the
Customer Assistance | referrals or Nutrition Officer
Sheet requirements brought None 5 Minutes II/MNAO

by the clients

Casual Appointment/
MNAO STAFF Available

1.2 Assess the client’s
nutritional status and . Nutrition Officer
determine the severity None 10 Minutes II/MNAO

of malnutrition

Casual Appointment
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1.3 Counsel the
parent/caregiver of
child and pregnant or
lactating
adolescent/women
Provide necessary and
appropriate nutrition
intervention:

e  Forunderweight
and stunted
children;

» Provide
micronutrient
supplement and
age appropriate
food supply (if
available).

e For Moderate
Acute Malnutrition
(MAM);

» Provide
micronutrient
supplement and/or
Ready-To-Use
Supplementary
Food (if available).

None

1 Hour

Nutrition Officer
II/MNAO

Casual Appointment/
MNAO STAFF Available

e For Severe Acute
Malnutrition;

a) With complications
refer to hospital for
in-patient care.

e Forpregnantand
lactating women;

» Provide Ready-to-
Use
Supplementary
Food for mothers
and/or
micronutrient
supplement. (If
available)

1.4 Provide growth
recording sheet and
monitoring schedule.

None

10 Minutes

Nutrition Officer [I/MNAO

Casual Appointment/
MNAO STAFF Available

1.5 Coordinate with
BNS for follow-up and
monitoring visit.

None

10 Minutes

Nutrition Officer [I/MNAO

Casual with Appointment/
MNAO STAFF Available

TOTAL:

None

1 Hour,
35 Minutes

End of Transaction
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2. PROVIDING DATA AND REPORTS (OPERATION TIMBANG PLUS).

Office/Division:

MUNICIPAL NUTRITION ACTION OFFICE — NUTRITION UNIT

Classification:

SIMPLE

Type of Transaction:

G2C — GOVERNMENT TO CLIENT,
G2C — GOVERNMENT TO GOVERNMENT

Who may avail:

All

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Request Letter Requesting Barangay or Agency
FEES
CLIENT STEPS AGENCY ACTION TO BE PAID PRO%%ASESING PERSON
RESPONSIBLE
1. Present the Letter of 1. Review the request None 3 minutes MNAO Staff:
Request to the Municipal
Nutrition Office
2. Received requested data | 2. Print or send via email None 10 minutes MNAO Staff:
or personally to the
requesting Barangay or
Agency
TOTAL: None 13 Minutes

End of Transaction

3. AVAILMENT OF NUTRITION PACK AND MICRONUTRIENT SUPPLEMENTS.

Office/Division:

MUNICIPAL NUTRITION ACTION OFFICE — NUTRITION UNIT

Classification:

SIMPLE

Type of Transaction:

CITIZENS

G2C — GOVERNMENT TO GOVERNMENT, G2C-GOVERNMENT TO

Who may avail:

Identified malnourished children in the OPT Plus Record and BEANS per

Barangay
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. OPT Plus Record for BEANS Barangay
2. For citizens — no requirements
0 ;EEE)SA o | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION TIME RESPONSIBLE

1. Present the list of children 1.1 Receive and None 20 Minutes MNAO Staff:
with nutrition status of the evaluate list of
following: children
a) Underweight and Severely
Underweight
b) Stunted and Severely
Stunted
c) Wasted and Severely
Wasted

1.2 Provide None 5 Minutes MNAO Staff:

Nutrition Packs or

Multivitamins

TOTAL: None 25 Minutes

End of Transaction
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1. PROCESSING OF B

INTERNAL SERVICES

NS PAYROLL

Office/Division:

MUNICIPAL NUTRITION ACTION OFFICE-NUTRITION UNIT

Classification:

SIMPLE

Type of Transaction:

G2G — GOVERNMENT TO GOVERNMENT

Who may avail:

BNS Volunteers

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. BNS Appointment

Barangay Nutrition Commitee

2. Reports of BNS Client
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
Present the Appointment and .
Reports to the Municipal l.rés\/e?]llggte documents None 10 minutes MNAO Staff:
Nutrition Office P
1.2 Encode BNS None 20 Minutes
payroll and forward to .
the Mayor’s Office for MNAQ Staff:
signature.
TOTAL: NONE Minutes

End of Transaction

2. ISSUANCE OF FORMS FOR BNS

Office/Division:

MUNICIPAL NUTRITION ACTION OFFICE-NUTRITION UNIT

Classification:

SIMPLE TO COMPLEX

Type of Transaction:

G2G — GOVERNMENT TO GOVERNMENT

Who may avail:

BNS Volunteers

CHECKLIST OF REQUIREMENTSS.

WHERE TO SECURE

1.Request Letter

Requesting Barangay BNS

FEES

CLIENT STEPS AGENCY ACTION TO BE PAID PRO.IC.:EASESING PERSON
RESPONSIBLE
1. Presentthe 1. Receivethe None 3 Minutes MNAO Staff
Request Form
Form
2. Wait for the 2. Print Request None 10 minutes MNAO Staff
Requested Form as listed in
Form the Request
Letter
3. Received the 3. Givethe None 3 Minutes MNAO Staff
Requested Request Forms
Form and sign the
Record Book
For records
purposes
TOTAL: NONE 16 Minutes

End of Transaction
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3. SUBMISSION OF EOPT TO PROVINCIAL OFFICE

Office/Division:

MUNICIPAL NUTRITION COMMITTEE OFFICE-NUTRITION UNIT

Classification:

SIMPLE TO COMPLEX

Type of Transaction:

G2G — GOVERNMENT TO GOVERNMENT

Who may avail:

Municipality

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
PT of 0-59 months old Barangay Health Station
-FOPT of 0-59 months Municipal Nutrition Committee Office
FEES
CLIENT STEPS AGENCY ACTION TO BE PROCESSING PERSON
PAID RESPONSIBLE
1. Receive the Form
1. Receive from BNS
OPT 1.2 validate the None 15 minutes MNAO Staff
report documents
2. Sign the Log book 1. Receive Validated e-OPT None 10 minutes
Nutrition
Officer II/
MANAO Staff
1. Encode the Data/ Records None
Submitted by BNS and Submit to MNAO Staff
the Mayors Office for Approval
Submit the Validated and None
Approved Report to Nutrition Officer
Provincial Health Office I/MANAO Staff
TOTAL: NONE 25 Minutes

End of Transaction

4. PROCESSING OF PAYROLL TO THE MOST OUTSTANDING BARANGAY NUTRITION
COMMITTEE INCENTIVES.

Office/Division:

MUNICIPAL NUTRITION COMMITTEE OFFICE-NUTRITION UNIT

Classification:

SIMPLE

Type of Transaction:

G2G — GOVERNMENT TO GOVERNMENT

Who may avail:

Barangay

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. BNS folder of Nutrition Program & Activities | Barangay Nutrition Committee
2. Reports of BNS/ Barangay Nultrition Client
Committee Evaluation Results
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIVE RESPONSIBLE
1. Submit Nutrition Activity 1. Validate documents MNAO Staff:
folder presented/ Evaluate
to the Municipal Nutrition Office | 1.2 Recommend for None 20 minutes
Barangay Nutrition
Evaluation
2.Recievedthe criteria for 2. Schedule Team Evaluating Team
evaluation and sign logbook evaluation to conduct
Barangay Evaluation for | None
Nutrition Program
Implementation
TOTAL: NONE |20 minutes

End of Transaction
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MUNICIPAL HEALTH OFFICE

External Services

1. SERVICE NAME: GENERAL CONSULTATION

Description: The Rural Health Unit of Leon is owned and operated by the Local Government Unit of Leon. It primarily caters to
health needs of the community in terms of promotive, preventive, and curative care. General consultation, emergency treatment,
and treatment of minor surgical cases are among those services covered.

Office or Division: Municipal Health Office
Classification: Simple
Type of Transaction: G2C — Government to Citizen
Who may avail: All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Senior Citizen (OSCA) ID if member (presentation | OSCA office
of ID)
Philhealth ID if member- (presentation of ID) PHIC Office
AGENCY FEESTO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE

1. Approach /inform Rural 1.1 RHU staff gives
Health Unit Personnel in the | priority number for Midwife /N
Information Area about the regular and senior N 5 minut idwite /Nurse
purpose of the visit. citizen clients one minutes OMHO

1.2 interviews, assess

and registers the client
2. Answer questions of 2.1 Fill-up Individual
health staff and submit for Treatment Record
vital signs taking and including the vital signs,
anthropometric anthropometric N
measurement measurement, chief None 1 hour Midwife /Nurse

complaint and history

taking OMHO

2.2 instruct client to

proceed to consultation

area
3. proceed to Consultation 3. Medical Health
Area, undergo check-up and | Officer/ Doctor checks-
receive medical up and assess patient, MHO/DTTB
advice/prescriptions/lab gives laboratory None 2 hours
requests (if any) request, gives medical OMHO

advice and prescribes

medications

Total None 3 _hours, 5
minutes
End of Transaction
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2. ISSUANCE OF SANITARY PERMIT/HEALTH CARD

Office or Division: MUNICIPAL HEALTH OFFICE
Classification: Simple
Type of G2C
Transaction:
Who may avail: All Establishment Owners of Leon, lloilo
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
For Food- Establishment- Urinalysis, Fecalysis and Sputum Sanitary Inspector’s Office
Exam Results
For Non-Food Establishment- Urinalysis & Fecalysis Results
*Results from outside laboratories are accepted.
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS
BE PAID TIME RESPONSIBLE
1. Clients goes to 1. Instruct clients to undergo the
Sl Office and following laboratories and give
present the type | request form:
of establishment a. Food Establishment-
that they are Urinalysis, Fecalysis and | None 5 minutes
employed Sputum Exam Results
b. Non-Food
Establishment- Urinalysis
and Fecalysis Result
2. Clients submits | 2.1 Verify results:
all required a. If with unusual results, Sanitary Inspector
documents refer to physician.
b. If no findings, fill up
Sanitary Permit/Health
Card
2.2 Record client’s details in None 20 minutes
logbook.
2.3 Issue of Sanitary Permit/
Health Card
Total None 25 minutes

End of Transaction

3. AVAILING OF ANTI-TUBERCULOSIS TREATMENT

Office or Division: MUNICIPAL HEALTH OFFICE

Classification: Simple

Type of G2C

Transaction:

Who may avalil: 1. Any person who displays the following symptoms:

Cough for 2 weeks or more
Fever or afternoon fever
Weight Loss

Chest or back pains

Loss of appetite

Tiredness and night sweating
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e Hemoptysis/ blood-streaked sputum
2. All contacts of TB patients

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Referral from BHS, Public/Private Hospitals, other DOTS
Center and Private Physicians

Chest Xray, DSSM/GeneXpert Result

PPD Result (for pediatric patients)

Leon TB-DOTS Center

FEES
PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TO BE TIME RESPONSIBLE
PAID
1. Client goesto 1.1 Fill up Individual Treatment
information area Record including the vital None
and present signs, chief complaint and 30 mins Nurse
symptoms for history taking Midwife
assessment. (If | 1.2 Instruct client to proceed to
with referral, Waiting Area of Patients with
proceed to Cough
number 4)
2. Proceedto a. MHO/DTTB will assess
Waiting Area of patient’s signs and
Patients with symptoms, give Chest
cough. Xray request and None
DSSM/GeneXpert request 30 minutes MHO
(with specimen cup), PPD DTTB
and other laboratories,
and give medical advices.
Maximum Processing Time: 1 hour
1. Sputum 1. Medical technologist
Collection: receives specimen and
Properly inform patients the date of
collects releasing of results:
sputum
specimen 1.1 If DSSM, perform
at Sputum examination and record
Collection result.
Area and
send it to 1.2 If GeneXpert, endorse | None Medical
laboratory. specimen to Guimbal Technoloaist
RHU for examination 1 hour 9
through the rider who
collects during Mondays,
Wednesdays and Fridays
(as scheduled by Guimbal
RHU) 5 days
Maximum Processing Time: 5 days and 1 hour
1. Bring a. Assess patient, read None 15 minutes MHO
DSSM/Gen results, and make orders. DTTB
e Xpert
Chest X-
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ray, and

PPD result
to
physician.
(Invite one
family
member
and BHW if
possible)

2. Proceed Enroll patient to TB DOTS | None
to TB Program:

DOTS
Area a.l.Fill-up TB Registration 5 minutes Nurse
Form. Midwife
a.2.Conduct counselling to 15 minutes
patient and folks on TB
and its treatment and
patient will sign the
Counselling Logbook.
a.3.Give necessary home
instructions, precautions 5 minutes
and schedule follow-up
visits.
Take initial TB DOTS
medication and give 5 minutes
supply for the first month.

3. Proceed Conduct HIV counselling None 30 minutes PICT-Trained
to HIV and perform PICT Personnel
Clinic for aseptically as permitted by (Nurse/Medical
HIV patient and show result. Technologist)
Counsellin
g and
PICT and
wait for
result.

Total None 1 hour, 15 minutes

End of Transaction
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4. AVAILING OF MEDICINES

Office or Division:

MUNICIPAL HEALTH OFFICE

Classification:

Simple

Type of
Transaction:

G2C

Who may avail:

All patients with valid prescriptions

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Prescription from physician Pharmacy
BP Monitoring Record (for HPN and DM patients)
FEES
PROCESSIN PERSON
CLIENT STEPS AGENCY ACTIONS TPOAIIBDE G TIME RESPONSIBLE
1. Client goes A. Check if prescription is

to valid and/or BP monitoring

Pharmacy is updated.

and present

prescription A.1. Dispense available None 10 minutes

/ BP medicines as prescribed.

monitoring Nurse

record. Midwife
Receives medicines and B. Record on Medicine 5 minutes
sign Medicine Distribution Sheet
Distribution Sheet.

None
Total None 15 minutes

End of Transaction
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5. AVAILING OF DENTAL EXAMINATION AND TOOTH EXTRACTION

Office or Division:

MUNICIPAL HEALTH OFFICE

Classification:

Simple

Type of Transaction:

G2C

Who may avail:

All patients with dental concerns

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Dental Section

FEES

PROCESSIN PERSON
CLIENT STEPS AGENCY ACTIONS TPOAIIBDE G TIME RESPONSIBLE
1. Approach A. If new patient, make an
information section Individual Treatment
and present dental Record and take vital
concern. signs.
(If old patient, find None 15 minutes Nurse
previous record and take Midwife
vital signs.)
2. Proceed to Dental B. Give ITR to Dental Aide.
Room.
B.1. Make Dental Record.
C. Assess patient and make None 1 hour Dentist
orders. Dental aide
C.1. Perform extraction
(as needed)
C.2. Prescribe
medications and dental
care instructions.
Total None 1 hour, 15
minutes

End of Transaction
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6. AVAILING LABORATORY SERVICES

Office or Division:

MUNICIPAL HEALTH OFFICE

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

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Laboratory Request

Laboratory Section

FEES
PROCESSIN PERSON
CLIENT STEPS AGENCY ACTIONS TO BE G TIME RESPONSIBLE
PAID
1. Present laboratory A. Find ITRif old
request to patient or make ITR Nurse
information section. if new patient. None 15 minutes Midwife
Instruct patient of
proper specimen
collection. Endorse
ITR to laboratory
section.
2. Proceedto B. Receive specimen
Laboratory Section and register client on
and submit logbook.
specimen.
B.1. Extract blood
2.1. If for blood specimen and
extraction, perform
proceed to examination. None 2 hours
Extraction
Area and B.2. Inform patient
wait for the the releasing time of Medical
name to be results. Technologist
called.
B.3. Record results
in corresponding
logbook.
3. Receive laboratory C. Release laboratory None 2 minutes
result. result
Total None 2 hours, 17
minutes

End of Transaction
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7. AVAILING FAMILY PLANNING SERVICES

Office or Division:

MUNICIPAL HEALTH OFFICE

Classification:

Simple

Type of Transaction:

Government to Client

Who may avail:

All couples/Women of Reproductive Age who are in need of FP services

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Family Planning Record (for enrolled FP users)

Family Planning Room

CLIENT STEPS

AGENCY ACTIONS

FEES
TO BE
PAID

PROCESSIN
G TIME

PERSON
RESPONSIBLE

Inform personnel of
the desire to avail FP
services.

A. For New Acceptor,
Take vital signs.
Counsel client of the
different FP methods
and the FP Planning
Program.

For Current Users,
take vital signs,
assess patient and go
to Step 3.

None

30 minutes

Sign the consent.

B. Fill-up FP Form 1
through a thorough
interview and explain
the consent form.
Perform physical
examination.

None

30 minutes

Receive FP method of
choice.

C. Give chosen FP
method correctly.

C.1. Give/Update
Family Planning
Record to client.

C.2. Give instructions
for follow-up visits.

None

15 minutes

Nurse
Midwife
(FPCBT 1 Trained
only)

Total

None

1 hour, 15
minutes

End of Transaction
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8. AVAILING IMMUNIZATION SERVICES

Office or Division:

MUNICIPAL HEALTH OFFICE

Classification:

Simple

Type of Transaction:

G2C

Who may avail:

All eligible target clients

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

ECCD Card

Baranga

Health Stations, RHU

CLIENT STEPS

AGENCY ACTIONS

FEES
TO BE
PAID

PROCESSIN PERSON
G TIME

1. Target client goes to
respective BHS and
give ECCD Card.

A. Get ECCD Card and
take vital signs.
A.1 Interview client
of delivery details
and immunization
history.
A.2. Fill-up
Individual
Immunization
Record.

None

Nurse
Midwife
BHW

15 minutes

2. Listen to health
teachings given by
nurse/midwife on
duty.

B. Perform Health
Advocacies about
immunization,
breastfeeding and
Family Planning
services, and other
available vaccines in
the RHU.

None

20 minutes

Nurse
Midwife

3. Proceed to

Immunization Room.

C. Immunize client as
per vaccine needed
C.1. Update
Individual
Immunization
Record.

C.2. Observe for
AEFI.

C.3. Give home
instructions and set
schedule for follow-
up Visits.

None

30 minutes

Total

None

1 hour, 5
minutes

End of Transaction

9. AVAILING PRENATAL SERVICES
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Office or Division:

MUNICIPAL HEALTH OFFICE

Classification:

Simple

Type of Transaction:

G2C

Who may avail:

All pregnant women

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Mother and Child booklet

Positive Serum Pregnancy Test

Barangay Health Stations, RHU

CLIENT STEPS

AGENCY ACTIONS

FEES
TO BE
PAID

PERSON
RESPON
SIBLE

PROCESSING
TIME

Approach personnel in
the Information
Section for the
purpose of visit.

A.

Make Individual
Maternity Record of
the client. Interview
client and fill-up
Mother and Child
Booklet.

None

10 minutes

RHM
NDP
RHMPP

Proceed to Vital Signs
Area and allow
personnel to get your
vital signs.

Get vital signs of
patient.
(Temperature, Pulse
Rate, Respiratory
Rate, Blood
Pressure, Height,
Weight and MUAC)

None

PHN
BHW

10 minutes

Proceed to Prenatal

Room and cooperate
with the instruction of
the health personnel.

Assess client
thoroughly.

C.1. Measure
Fundic Height using
a tape measure.
C.2. Palpate client
using Leopold’s
Maneuver and
identify its
presentation.

C.3. Record findings
and update the
booklet.

Give mother other
maternal care
services like FeS0O4
Supplementation,
Tetanus-Diptheria
Immunization,
Calcium Carbonate
tablets, laboratory

None

Nurse

30 minutes Midwife
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requests and health
teachings.

. Fill-up Birth and

Emergency Plan.

4. Listen to instructions

Provide instructions

and go back to for the next follow- None 5 minutes
corresponding BHS up/ monthly visits.
for monthly prenatal
visits.
Total None 55 minutes

End of Transaction
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OFFICE OF THE MUNICIPAL ASSESSOR

External Services

1. SIMPLE TRANSFER OF OWNERSHIP

Serves to transfer ownership to new property owner for taxation purposes.

Office or Division: MUNICIPAL ASSESSOR
Classification: SIMPLE

Type of Transaction: (GOVERNMENT TO CITIZEN) G2C
Who may avail: PROPERTY OWNERS

CHECKLIST OF REQUIREMENTS
In 2 copies each

WHERE TO SECURE

Title:
-Certified True copy if year of issuance 2022-below
-photo copy of Title if 2023-present

Registry Of Deeds

Current Real Property Tax Receipt / Tax Clearance-
Photocopy

Office of the Municipal Treasurer

Sworn Declaration of Real Property (1/2 of 1% of the
Assessed Value or not less than P100.00) (subscribed by the
MA)

Office of the Municipal Assessor

Transfer Tax Receipt- photocopy

lloilo Provincial Treasurer

Deed of Conveyance (Deed of Sale, Deed of Donation, Deed
of Adjudication, etc.)- photocopy

Requesting Party

Certificate Authorizing Registration (CAR)- photocopy

BIR

Special Power of Attorney (if the person securing tax
declaration or document is not the Owner (RA 10173)- 1
original, 1 photocopy

Requesting Party

Any Government issued ID to show that he/she is the owner
or has given authority

Requesting Party

Letter Request from Lot Owner or his/her Authorized
Representative- original

Requesting Party

CLIENT STEPS AGENCY ACTIONS

FEES TO BE PROCESSI PERSON
PAID NG TIME RESPONSIBLE

1.1 Assists clientin
filling up Request
Form

1.2 Evaluate
documentary
requirements

1.3 Advises the client to
proceed to the
Municipal
Treasurer’s Office
to pay the fees

1. Secure and fill out
request form

Assessment Clerk |
None 5 minutes Administrative Aide |
Job Hire
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Assessed Value
or not less than
P100.00 but not
more than
P2000.00

2. Pay the 2.1 Issues Official 1/2 of 1% of the | 5 Minutes MTO Personnel
corresponding Receipt and Assessed Value
fees at MTO advises client to or not less than
proceed to the P100.00 but not
Municipal more than
Assessor’s Office P2000.00
for issuance of new
copy of Tax
Declaration
3. Present Official 3.1 Receives the official 2 Minutes Administrative Aide |
Receipt to the receipt Job Hire
Municipal
Assessor 3.2 Prepares Field Assessment Clerk |
Appraisal & None 10 Minutes Assessment Clerk Il
Assessment Administrative Aide |
(FAAS)(Provincial & Job Hire
Municipal Copy)
3.3 Prepares Tax Assessment Clerk |
Declaration None 10 Minutes Assessment Clerk II
(Provincial, Administrative Aide |
Municipal &
Owner’s Copy
3.4 Prepares Notice of 5 Minutes Assessment Clerk |
Assessment (Office | Non Administrative Aide |
File & Owner’s
Copy)
3.5 Examines and 10 minutes Assessment Clerk Il
checks FAAS and Administrative Aide |
Tax
Declaration for
Approval
10 minutes
3.6 Approves FAAS, Municipal Assessor
Tax Declaration and
Notice of
Assessment
4.Receive Owner’s Copy of | 4.1 Release of Owner’s copy | None 3 Minutes Assessment Clerk |
Tax Declaration and Notice | of Tax Declaration and Administrative Aide |
of Assessment Notice of Assessment Job Hire
TOTAL 1/2 of 1% of the | 60 Minutes

End of Transaction

Note: In the absence of the Approving Officer, documents will be approved, signed and released upon his/her return to office.
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2. ISSUANCE OF CERTIFIED TRUE COPY OF TAX DECLARATION

Office or Division:

MUNICIPAL ASSESSOR

Classification:

SIMPLE

Type of Transaction:

GOVERNMENT TO CITIZEN (G2C)

Who may avail:

PROPERTY OWNERS

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Current Real Property Tax Receipt

MTO

Sworn Statement of Real Property

OMASS

Deed of Conveyance (Deed of Sale, Deed of donation, Deed
of Adjudication, etc.)- photocopy
Note: In case transfer of ownership has not been processed

yet.

Requesting Party

Special Power of Attorney (if the person securing certification
is not the owner (RA 10173)- photocopy

Requesting Party

Any Government issued ID to show that he/she is the owner

or has given authority

Requesting Party

Letter request from Lot Owner or his/her authorized

representative-Original

Requesting Party

FEES TO BE PROCESSI PERSON
CLIENT STEPS AGENCY ACTIONS PAID NG TIME RESPONSIBLE
1.1 Assists client in filling
out request form
1.2 Evaluate documentary Job Hire
Secure and fill out request requirements None 5 Minutes Administrative Aide |
form 1.3 Advises the client to Assessment Clerk |
proceed to the Municipal
Treasurer’s Office to pay
the fees
Pay the corresponding Issues Official Receipt and P160.00 5 minutes MTO Personnel
fees at MTO advises client to proceed to
the Municipal Assessor’s 1 of 1% of the
Office for issuance of tax Assessed Value
declaration but not less
than P100.00
and not more
than P2,000.00
(in case no
recent Sworn
Statement has
been filed).
Present Official Receipt to 3.1 Receives Official Receipt None 2 minutes Administrative Aide |
the Office of the Assessor Assessment Clerk |
3.2 Prepares Tax Job Hire
Declaration None 3 minutes
Assessment Clerk Il
3.3 Approval of
Certification/Affixed None 5 Minutes Municipal Assessor
Signature
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Receive Tax Declaration 4.1 Release of Tax None 3 minutes Administrative Aide |
declaration Assessment Clerk |
Job Hire
Total 23 minutes

End of Transaction-

Note: In the absence of the Approving Officer, documents will be approved, signed and released upon his/her return

to office.

3. ISSUANCE OF ALL ASSESSMENT RELATED CERTIFICATIONS

Certifications such as but not limited to Total Aggregate Landholdings, Property with Improvements, Property with No Improvement,

and Lot Description.

Office or Division:

MUNICIPAL ASSESSOR

Classification:

Simpe

Type of Transaction:

Government to Citizen (G2C)

Who may avail:

General Public

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Current Real Property Tax Receipt

MTO

Sworn Statement of Real Property

OMASS

is not the owner (RA 10173)

Special Power of Attorney (if the person securing certification

Requesting Party

or has given authority

Any Government issued ID to show that he/she is the owner

Requesting Party

FEES TO BE | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS PAID TIME RESPONSIBLE
Job Hire
Secure and fill out request | Assists client in filling out None 2 minutes Administrative Aide |
form request form Assessment Clerk |
Verifies and prepares billing None 2 minutes Job Hire
for the fees to be paid Administrative Aide |
Assessment Clerk |
Advises client to proceed to None 1 minute Job Hire
the Municipal treasurer’s Administrative Aide |
Office to pay the fees Assessment Clerk |
Job Hire
Pay the corresponding Issues Official Receipt and P80.00 5 minutes MTO Personnel
fees at MTO advises client to proceed to
the Municipal Assessor’s
Office for issuance of
certification
Present Official Receipt to 3.1 Receives Official Receipt None 2 minutes Administrative Aide |
the Office of the Assessor 3.2 Prepares Certification Assessment Clerk |
Job Hire
None 5 minutes
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3.3 Approval of

Assessment Clerk Il

Certification/Affixed None 5 minutes Municipal Assessor
Signature
Receive Certification 4.1 Release of Certification None 3 minutes Administrative Aide |
Assessment Clerk |
Job Hire
Total 28 minutes

End of Transaction-

Note: In the absence of the Approving Officer, documents will be approved, signed and released upon his/her return to office.
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OFFICE OF THE MUNICIPAL CIVIL REGISTRAR

SERVICE NAME:

External Services

REGISTRATION OF BIRTH CERTIFICATE

Description: Timely Registration of Vital Events (Birth)

Office or Division:

OFFICE OF THE MUNICIPAL CIVIL REGISTRY

Classification:

SIMPLE

Type of Transaction:

G2C

Who may avail:

PARENTS OF NEWBORN

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. 4 copies of Duly accomplished municipal forms 102 (Birth) Birthing Facility
PERSON
CLIENTS STEPS AGENCY ACTIONS FEES TO PAID PROCESSING TIME| RESPONSIBLE
1. Sign in the Office Client |1.1 Give the Logbook to the Client None 2 minutes Municipal Civil
Logbook and Submit the 4 Registrar
copies of accomplished Registration Officer|
municipal forms to Civil I OMCR Staff
registry office 1.2 Receive, Check as to None 10 minutes Municipal Civil
completeness of entry, Encode and Registrar
Register Registration Officer|
I OMCR Staff
1.3 Sign the document None 5 minutes Municipal Civil
Registrar
Registration Officer|
2. Receive owner’s copy| 2.1 Release the owner’s copy to None 3 minutes Municipal Civil
from the Office of Municipal the client Registrar
Registry Registration Officer]
| OMCR Staff
TOTAL 20 minutes

End of Transaction

SERVICE NAME: REGISTRATION OF MARRIAGE CERTIFICATE

Description: Timely Registration of Vital Events (Marriage)

OFFICE OR DIVISION: OFFICE OF THE MUNICIPAL CIVIL REGISTRY
CLASSIFICATION: SIMPLE

Type of Transaction: [G2C

WHO MAY AVAIL: DOCUMENT OWNER'S, AUTHORIZED REPRESENTATIVE
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. 4 copies of Duly accomplished municipal forms 97 (Marriage) |Office of the Municipal Mayor and Church
PROCESSING PERSON
CLIENTS STEPS AGENCY ACTIONS FEES TO PAID TIME RESPONSIBLE

1. Sign in the Office Client [1.1 Give the Logbook to the Client None 2 minutes  [Municipal Civil Registrar
Logbook and Submit the 4 Registration Officer |
copies of accomplished OMCR Staff
municipal forms to Civil 1.2 Receive, Check as to None 10 minutes  |Municipal Civil Registrar
registry office completeness of entry, Encode and Registration Officer |

Reaqister OMCR Staff

1.3 Sign the document None 5 minutes  [Municipal Civil Registrar

Reqistration Officer |
2. Receive owner’s copy2.1 Release the owner’s copy to the None 3 minutes  [Municipal Civil Registrar
from the Office of Municipaliclient Registration Officer |
Registry OMCR Staff
TOTAL 20 minutes

End of Transaction

SERVICE NAME: REGISTRATION OF DEATH CERTIFICATE

Description: Timely registration of vital events (Death

OFFICE OR DIVISION:

OFFICE OF THE MUNICIPAL CIVIL REGISTRY

CLASSIFICATION: SIMPLE
TYPE OF TRANSACTION: G2C
WHO MAY AVAIL: NEAREST KIN

CHECKLIST OF

REQUIREMENTS

WHERE TO SECURE

1. 4 copies of Duly accomplished

municipal forms 103 (Death)

Rural Health Unit

PROCESSING PERSON
CLIENTS STEPS AGENCY ACTIONS FEES TO PAID TIME RESPONSIBLE
1. Sign in the Office Client 1.1 Give the Logbook to the Client None 2 minutes Municipal Civil
Logbook and Submit the 4 Registrar
copies of accomplished ) ) )
municipal forms to Civil Registration Officer
registry office I OMCR Staff
1.2 Receive, Check as to None 10 minutes Municipal Civil
completeness of entry, Encode Registrar
and Register
Registration Officer |
OMCR Staff
1.3 Sign the document None 5 minutes Municipal Civil
Registrar
Reaistration Officer |
2. Receive owner’s copy from2.1 Release the owner’s copy to None 3 minutes Municipal Civil
the Office of Municipalthe client Registrar
Registry
Registration Officer |
OMCR Staff
TOTAL 20 minutes

End of Transaction
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SERVICE NAME: REQUEST OF CERTIFIED TRUE COPY OF BIRTH CERTIFICATE OF CIVIL

REGISTRY

DOCUMENTS

DESCRIPTION: Issue the Certified True Copy

OFFICE OR DIVISION:

OFFICE OF THE MUNICIPAL CIVIL REGISTRY

CLASSIFICATION:

SIMPLE

TYPE OF TRANSACTION:

G2C

WHO MAY AVAIL:

DOCUMENT OWNER OR AUTHORIZED REPRESENTATIVE 18 YRS. OLD AND ABOVE

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

the corresponding fee

1. 1 Valid ID of the owner Document  Owner, Authorized
2. Authorization Letter and Photocopy Valid ID of Document  Owner,  Authorized
3. Original Affidavit of kinship Notary Public
4. Special Power of Attorney Notary Public
PROCESSING |[PERSON

CLIENTS STEPS IAGENCY ACTIONS FEES TO PAID TIME RESPONSIBLE
1. Sign in the Office Client]l.1 Give the Logbook to the None 2 minutes Municipal Civil Registrar
Logbook, Request Certified TruelClient Registration Officer |
Copy (CTC) to the civil registry OMCR Staff
office

1.2 Research the document in None 15 minutes Municipal Civil Registrar

the registry book or computer Registration Officer |

OMCR Staff
1.3 Instruct the client to pay None 2 minutes Municipal Civil Registrar

Registration Officer |

2. Pay the corresponding fees to
the Treasury Office

OMCR Staff

2.1 MTO Receive theCTC Birth Php| 10 minutes MTO personnel
payment 50.00 Secretary’s

fee Php. 30.00

Research Fee

Php. 10.00
2.2 Prepare the documentNone 5 minutes Municipal Civil Registrar
and receive the OR issued by Registration Officer |
MTO and Log in the logbook OMCR Staff
2.3 Sign the document None 3 minutes Municipal Civil Registrar

Registration Officer |
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3. Receive owner's copy from|l.1 Release the document tojNone 3 minutes Municipal Civil Registrar
the Civil Registry Office the owner Registration Officer |
OMCR Staff
40 minutes

TOTAL

CTC Birth Php.
50.00 Secretary’s|
fee Php. 30.00
Research Fee
Php. 10.00

End of Transaction

SERVICE NAME: REQUEST OF CERTIFIED TRUE COPY OF MARRIAGE CERTIFICATE OF CIVIL REGISTRY

DOCUMENTS

Description: Issue the Certified True Copy

OFFICE OR DIVISION:

OFFICE OF THE MUNICIPAL CIVIL REGISTRY

CLASSIFICATION:

SIMPLE

TYPE OF TRANSACTION:

G2C

WHO MAY AVAIL:

DOCUMENT OWNER OR AUTHORIZED REPRESENTATIVE 18 YRS. OLD AND

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. 1 Valid ID of the owner

Document Owner, Authorized Representative

2. Authorization Letter and Photocopy of

Document Owner, Authorized Representative

3. Original Affidavit of kinship

Notary Public

4. Special Power of Attorney (SPA)

Notary Public

and receive the OR issued
by MTO and Log in th

logbook

PROCESSING
CLIENTS STEPS AGENCY ACTIONS FEES TO PAID TIME PERSON RESPONSIBLE
1. Sign in the Office Client Logbook,|1.1 Give the Logbook to None 2 minutes Municipal Civil Registrar
Request Certified True Copy (CTC)the Client Registration Officer | OMCR
to the civil registry office Staff
1.2 Research the None 15 minutes Municipal Civil Registrar
document in the registry Registration Officer | OMCR
book or computer Staff
1.3 Instruct the client to None 2 minutes Municipal Civil Registrar
pay the corresponding fee Registration Officer | OMCR
Staff
2. Pay the corresponding fees to the2.1 MTO Receive the CTC Marriage 10 minutes MTO personnel
Treasury Office payment Php. 50.00
Secretary’s fee
Php. 30.00
Research Fee
Php. 10.00
2.2 Prepare the documen None 5 minutes Municipal Civil Registrar

Registration Officer | OMCR
Staff
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2.3 Sign the document None 3 minutes Municipal Civil Registrar
Registration Officer |
3. Receive owner's copy from thell.1 Release the document None 3 minutes Municipal Civil Registrar
Civil Registry Office to the owner Registration Officer | OMCR
Staff
CTC Marriage
Php. 50.00
Secretary’s fee
Php. 30.00
Research Fee
TOTAL Php. 10.00 40 minutes

End of Transaction

SERVICE NAME: REQUEST OF CERTIFIED TRUE COPY OF DEATH CERTIFICATE OF CIVIL REGISTRY DOCUMENTS

Description: Issue the Certified True Copy

OFFICE OR DIVISION:

OFFICE OF THE MUNICIPAL CIVIL REGISTRY

CLASSIFICATION:

SIMPLE

TYPE OF TRANSACTION:

G2C

WHO MAY AVAIL:

NEAREST KIN OR AUTHORIZED REPRESENTATIVE 18 YRS. OLD AND ABOVE

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Authorization Letter and Photocopy Valid Id of Representative

Document Owner

2. Original Affidavit of kinship

Notary Public

3. Special Power of Attorney (SPA)

Notary Public

CLIENTS STEPS AGENCY ACTIONS | FEES TO PAID |PROCESSING TIME PERSON RESPONSIBLE
1. Sign in the Office Client 1.1 Give the None 2 minutes Municipal Civil Registrar
Logbook, Request Certified True |Logbook to the Registration Officer |
Copy (CTC) to the civil registry  |Client OMCR Staff
office 1.2 Research the None 15 minutes Municipal Civil Registrar
document in the Registration Officer | OMCR
registry book or Staff
computer
1.3 Instruct the client None 2 minutes Municipal Civil Registrar
to pay the Registration Officer | OMCR
corresponding fee Staff
2. Pay the corresponding fees to [2.1 MTO Receive CTC Death 10 minutes MTO personnel
the Treasury Office the payment Php. 50.00
Secretary’s fee
Php. 60.00
Research Fee
Php. 10.00
2.2 Prepare the None 5 minutes Municipal Civil Registrar
document and Registration Officer | OMCR
receive the OR Staff
issued by MTO and
Log in the logbook
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2.3 Sign the None 3 minutes Municipal Civil Registrar
document Registration Officer |
3. Receive owner's copy from the[l.1 Release the None 3 minutes Municipal Civil Registrar
Civil Registry Office document to the Registration Officer | OMCR
owner Staff
TOTAL Php. 120.00 40 minutes

End of Transaction

SERVICE NAME: REQUEST OF SECPA (BREQS)

DESCRIPTION: Request of SECPA OF PSA Live Birth, Marriage Certificate, Death Certificate and CENOMAR

OFFICE OR DIVISION:

OFFICE OF THE MUNICIPAL CIVIL REGISTRY

CLASSIFICATION:

SIMPLE

TYPE OF TRANSACTION:

G2C

WHO MAY AVAIL:

DOCUMENT OWNER OR AUTHORIZED REPRESENTATIVE 18 YRS. OLD AND ABOVE

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Authorization Letter

Document Owner

2. Original Affidavit of kinship

Notary Public

3. Special Power of Attorney

Notary Public

OR issued by MTO

PROCESSING
CLIENTS STEPS AGENCY ACTIONS FEES TO PAID TIME PERSON RESPONSIBLE
1. Sign in the Office Client|1.1 Give the Logbook to the None 3 minutes Municipal Civil Registrar
Logbook and present the [Client Registration Officer | OMCR
documents of owner’s Staff
copy of Birth Certificate,
Marriage Contract and 1.2 Fill out the request form None 2 minutes Municipal Civil Registrar
Death Certificate (if and instruct the client to pay Registration Officer | OMCR
available) to the Civil the corresponding fee Staff
Reaqistrv Office
2. Pay the correspondingf2.1 MTO Receive the Service Fee (Leon) 10 minutes MTO personnel
fees to the Treasury Officejpayment Php. 50.00 Service
Fee (Outside Leon)
Php. 75. 00
2.2 Receive and Log the None 2 minutes Municipal Civil Registrar

Registration Officer | OMCR
Staff
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3. Pay the corresponding
fees for the PSA

3.1 Receive the payment for
the PSA and Advice/Inform

PSA Fee each Php.
155.00 (Birth,

the Client that the document Marriage & Death)

is released after 1 week and
present the OR issued by
the MTO

CENOMAR Php.
210.00

3 minutes

Municipal Civil Registrar
Registration Officer |
OMCR Staff

TOTAL

Service Fee (Leon)
Php. 50.00 Service
Fee (Outside Leon)
Php. 75. 00P
PSA Fee each Php.
155.00 (Birth,
Marriage & Death)
CENOMAR Php.
210.00

20 minutes

End of Transaction
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MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICE

External Services

1. SERVICE NAME: ISSUANCE OF PERSONS WITH DISABILITIES (PWD) IDENTIFICATION CARD

DESCRIPTION:

Identification Card shall be issued to any bonafide PWD with permanent disabilities due to any one or more of the following
conditions: psychological, chronic illness, mental, visual, orthopaedic, speech and hearing conditions. This includes
persons suffering from disabling diseases resulting to the person’s limitations to do day to day activities as normally as
possible such as but not limited to those undergoing dialysis, heart disorders, severe cancer cases and such other similar
cases resulting to temporary or permanent disability. The Identification card shall be the basis for the provision of certain

special privileges and discount to bonafide PWD'’s in the Philippines in accordance with RA 9442.

Office or Division:

M/Local Social Welfare &Development Office

Classification:

Complex transaction

Type of Transaction:

G2C

Certificate, voter’s affidavit, baptismal certificate or
affidavit of two disinterested persons)

Who may avail: Bonafide Person with Disabilities with permanent and temporary disability
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1.Any document to show date of birth( Birth Client,LCR,Comelec,Church

2. Medical Certificate/Assessment from Attending | Attending Physician/Doctor

2.Fill up Application form

Client claim ID and sign in
client's PWD ID logbook

Physician/Doctor
3. Barangay Certificate showing residency Barangay (P.B)
4.2 pcs of 1x1 picture client
FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
Client present required 1.Check/review None 1 minute MSWDO Staff
documents documents submitted
by the client

1.1.Prepare and
forward ID to LCE None 1 day PWD Focal
office for signature

1.2.PWD Focal

encode (online) client | None 2 minutes MSWDO PWD Focal
data

1.3. PWD Focal

released PWD ID. Php 20.00 1 minute PWD Focal
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Total

1day, 4
minutes

End of Transaction

2. SERVICE NAME: ASSISTANCE TO INDIVIDUALS IN CRISIS SITUATION (AICS)
PROVISION OF BURIAL ASSISTANCE

DESCRIPTION:

Assistance to Individual in Crisis Situation (AICS) serves as a social safety net or stop-gap measure to support the
recovery of individuals and families suffering from unexpected life event or crisis. The provision of psychosocial

intervention and/or direct financial/material assistance may enable them to meet their basic needs in the form of food,
transportation, medical, educational and burial assistance. The efficient and effective delivery of services to the client is
consistent with Republic Act (RA) No. 11032, otherwise known as the “Ease of Doing Business and Efficient Government

Service Delivery Act of 2018”.

Office or Division:

M/Local Social Welfare &Development Office

Classification:

Complex transaction

Type of Transaction:

G2C

Who may avail:

Poor,vulnerable and marginalized sectors in the municipality

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1.Death Certicate

RHU/LCR

2. Funeral Contract

Funeral Home

3. Certificate of Indigeny

Barangay (P.B)

4. Social Case Study Report

MSWDO ( Social Worker/AICS Focal)

CLIENT STEPS

AGENCY
ACTIONS

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE
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1. Client present
required documents

2. Qualified clients
wait for the release
of assistance

3.Client sign in Medical
Assistance log book
and claim the
Burial/medical
assistance

1.Check/verify
documents

1.1.Intake Interview
and assess client
economic status

1.2.AICS Focal
records the client’s
data to the AICS
(Burial )log book
and encode (offline)

1.2. Submit/forward
client documents for
signing

1.3.Treasurer’'s
Office inform
MSWDO AICS
Focal that
Burial/Financial
Assistance are
ready for release

1.4. MSWDO AICS
Focal informs
clients or Barangay
Secretary thru cp.no
or messenger.

1.5. AICS Focal
assist client to
claim assistance
from MTO

None

None

None

None

None

None

None

1 minute

10-15
minutes

2 minutes

5 days

Iminute

1 day

5 minutes

MSWDO Staff

MSWDO Staff

MSWDO AICS Focal

MSWDO,MBO,0OMM

MTO and MSWDO
(AICS Focal)

AICS Focal,Punong
Barangay,Secretary

AICS Focal, MTO

Total

6 days, 24
minutes

End of Transaction
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2. SERVICE NAME: ASSISTANCE TO INDIVIDUALS IN CRISIS SITUATION (AICS)
PROVISION OF MEDICAL ASSISTANCE

DESCRIPTION:

Assistance to Individual in Crisis Situation (AICS) serves as a social safety net or stop-gap measure to support the
recovery of individuals and families suffering from unexpected life event or crisis. The provision of psychosocial
intervention and/or direct financial/material assistance may enable them to meet their basic needs in the form of food,
transportation, medical, educational and burial assistance. The efficient and effective delivery of services to the client is
consistent with Republic Act (RA) No. 11032, otherwise known as the “Ease of Doing Business and Efficient Government
Service Delivery Act of 2018”.

Office or Division: M/Local Social Welfare &Development Office
Classification: Complex transaction
Type of Transaction: G2C
Who may avail: Poor,vulnerable and marginalized sectors in the municipality
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1.Medical abstract/certification RHU,Hospital (attending physician)
2. Certificate of Indigency/Certification in Crisis | Barangay (P.B)
Situation
4. Social Case Study Report MSWDO ( Social Worker)
AGENCY FEES TO | PROCESSING PERSON
SIS SIS ACTIONS BE PAID TIME RESPONSIBLE
3. Client present 1.Check/verify None 1 minute MSWDO Staff

required documents | documents

1.1.Intake Interview

and assess client None 10-15 MSWDO Staff
economic status minutes

1.2.AICS Focal None

records the client’s 2 minutes MSWDO AICS Focal

data to the AICS
(Medical)log book
and encode (offline)

1.2. Submit/forward | None 5 days MSWDO,MBO,OMM
4. Qualified clients client documents for

wait for the release | signing

of assistance
1.3.Treasurer’s
Office inform None
MSWDO AICS Iminute
Focal that Medical
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3.Client sign in Medical
Assistance log book
and claim the
Financial/medical
assistance

/[Financial
Assistance are
ready for release

1.4. MSWDO AICS
Focal informs
clients or Barangay
Secretary thru cp.no
or messenger.

1.5. AICS Focal
assist client to
claim assistance
from MTO

None

None

1 day

5 minutes

MTO and MSWDO
(AICS Focal)

AICS Focal,Punong
Barangay,Secretary

AICS Focal, MTO

Total

6 days and 24
minutes

End of Transaction
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OFFICE OF THE MUNICIPAL TREASURER

External Services

1. ISSUANCE OF COMMUNITY TAX CERTIFICATE OR CEDULA

Community tax certificate is issued to residents of the Municipality of Leon who are 18 years of age or older.

profit or non-profit

Office or Division: Office of the Municipal Treasurer

Classification: Simple

Type of Transaction: Government to Client (G2C)

Who may avail: Residents of Municipality of Leon who are of legal age (18 years old and above) whether

employed or unemployed

Business establishments and/or organizations operating in the Municipality of Leon whether

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

For Employed or Unemployed Individuals:
» Present previous year’s cedula;
If old cedula is not available, fill-up Data Slip
» Valid ID

For Business Owners or Corporations:
» Present copy of Assessment Notice
» Previous year’s cedula or filled-up Data Slip

Client
Window 1 or 2, or Public Assistance Desk

Client

Business Tax Counter

» Valid ID Window 1 or 2, or Public Assistance Desk
Client
PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID TIME RESPONSIBLE
1. Secure and Fill-up 1.1Encode Data in None 10 minutes Local Revenue
Data slip or present | MGCols and Print Collection
Old Cedula and Cedula Officer |
valid ID to Window
lor2
2. Affix Signature and 2.1Ensure that cedula | None 2 minutes Local Revenue
Thumbmark to the is signed and Collection
new Cedula thumbmark is affixed Officer |
3. Pay Corresponding | 3.1Receive Payment For Individual: 3 minutes Local Revenue
Fee P5.00 basic fee not to exceed Collection
P5,000. Additional P1.00 for Officer |
every P1,000 thereof. Penalty
of 2% per month for payments
made after March 31, 2024
Corporations:
P500 basic fee not to exceed
P10,000 and additional P2.00
for every P5,0000. Penalty of
2% per month for payments
made after March 31, 2024
4. Get the newly 4.1Release CTC None 5 minutes Local Revenue
issued CTC or Collection
Cedula Officer |
TOTAL Refer to the computation as | 20 minutes
shown above

End of Transaction

58




2. ISSUANCE OF REAL PROPERTY TAX RECEIPT (AF56)

Accountable Form 56 is issued to taxpayers who pay for their Real Property Taxes.

Office or Division:

Office of the Municipal Treasurer

Classification:

Simple

Type of Transaction:

Government to Client (G2C)

Who may avail:

Taxpayers with real properties located in Leon, lloilo

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Existing Properties

Official Receipt

New Properties:

Tax Declaration or Notice of Assessment

Lot Number or Property Identification Number OR Previous

Client

Municipal Assessor’s Office

computation as
shown above

FEES TO BE PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS PAID TIME RESPONSIBLE
1. RPT Window and present previous | 1.1 Collection None 10 minutes Local Revenue
issued official receipt or Inform the officer/Clerk Collection
Revenue Officer of the Lot Number search for the Officer |
or Property Identification Number property in
(PIN) or Tax Declaration or Notice MTCols
of Assessment
2. Pay corresponding fee 2.1. Receives Basic 1% of 2 minutes Local Revenue
payment/issue Assessment Collection
official receipt Value Officer |
SEF 1% of
Assessment
Value
3. Receives Official Receipt 3.1 Record Payment | None 8 minutes Local Revenue
in MTCOls Collection
Officer |
3.2 Update Client’s
Ledger Card
Clerk Il
TOTAL Refer to the 20 minutes

End of Transaction
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4. ISSUANCE OF RECEIPTS (AFFIDAVIT FEE, CERTIFICATION AND OTHERS)

Accountable Form 51 or Official Receipt is issued to taxpayers who pay for their Taxes, Fees and Charges..

Office or Division:

Office of the Municipal Treasurer

Classification: Simple
Type of Transaction: Government to Client (G2C)
Who may avail: All Taxpayers

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Order or Payment

Requesting Office

Table A

FEES TO BE PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS PAID TIME RESPONSIBLE
1. Present Order or Paymentand | 1.1 Gather None 5 minutes Local Revenue
explain requirements Information Collection
and/or review Officer |
Order of Payment
2. Pay corresponding fee 2.1. Encode details See attached 2 minutes Local Revenue
in MTCaols, Table A Collection
Officer |
2.2 Receives
payment and Print
official receipt
3. Receives Official Receipt Issue Official Receipt | None 5 minutes Local Revenue
to taxpayer Collection
Officer |
TOTAL See attached 12 minutes

End of Transaction

Internal Services

1. ISSUANCE OF ACCOUNTABLE FORMS

Every Officer of the Local Government Unit whose duties permit or require the custody of funds, property/accountable

forms shall be covered by Fidelity Bond, and such office shall be accountable and responsible for the said funds and
property/accountable forms and for the safekeeping thereof in conformity with the provisions of law.

Office or Division:

Office of the Municipal Treasurer

Classification:

Simple

Type of Transaction:

Government to Government (G2G)

Who may avail:

All Bonded Accountable Officers, Deputized Barangay Treasurers,

SK Treasurers

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. One (1) Photocopy of Fidelity Bond

Bureau of Treasury
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2. Reaquisition Slip

Client (Barangay or SK Treasurer)

3. Official Receipt for Purchase of Accountable

Mun Treasurer’s Office — Windows 1,2 and 3

Forms
PERSON
AGENCY FEES TO BE | PROCESSING
CLIENT STEPS ACTIONS PAID TIME RESIID_CI;NSIB
5. Present all three 5.1 Accepts and None 15 minutes Local
requirements mentioned Evaluate Treasury
above Documents Operations
5.2 Checks the 5 Minutes Officer 11l
effectivity of
the Fidelity
Bond
5.3 Signs and 10 Minutes Municipal
Approves Treasurer
Requisition
Slip 10 Minutes Local
5.4 Prepares the Treasury
requested Operations
Accountable Officer 11l
Forms
6. Pay corresponding fee 2.1. Receives P 350.00/ 5 minutes Local
Payment stub of Revenue
accountable Collection
form Officer |
2.2 Receives
proof of Payment 5 minutes Local
2.1 Submits the Official Receipt receipt Treasury
Operations
Officer 11l
3.1 Receives the requested Releases the None 8 minutes Local
Accountable Forms, RIS requested Treasury
Accountable Operations
3.2 Signs the receiving logbook | Form/s and Officer 11l
affixes signature
in the receiving
logbook
Total P350.00/ 58 minutes
stub

End of Transaction

MUNICIPAL PLANNING AND DEVELOPMENT COUNCIL
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External Services

1. SERVICE NAME: ISSUANCE OF ZONING CERTIFICATION

Zoning Certification is issued to taxpayer and/or any individual to enable property owner to know the use of his/her parcel of land or ensure that the
enterprise is allowed in the chosen location in accordance with the approved Comprehensive Land Use Plan and Zoning Ordinance.

Office or Division: Office of the Municipal Planning and Development Coordinator
Classification: Simple
Type of Transaction: G2C — Government to Citizen
Who may avail: Project / Property Owner
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

e 1 photocopy - Transfer Certificate of Title (TCT) or | Registry of Deeds
proof of ownership

e 1 photocopy - Land Tax Declaration Municipal Assessor’s Office
1 Original - Vicinity Map/Site MPDO, OME
FEES TO BE PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS PAID TIME RESPONSIBLE
1. Submit the required 1.1. Receive,
documents for review and check/assess and None 10 minutes Draftsman 1I/ PDO 1I/ JO
verification to the MPDO validate the required
documents as to
*Make sure to secure the completeness
Order of Payment that will [1.2. Issue the Order of
be issued Payment if all
documents required
were given
2. Receive Order of 2.1. Accept payment Php80.00 10 minutes LRCOI
Payment and Pay based on the Order of | /copy
corresponding fees at the Payment
Municipal Treasurer’s 2.2. lIssue the Official
Office Receipt
3. Present Official Receipt to |3.1. Check the Official
MPDC and receive the receipt None 8 minutes Draftsman II/ PDO Il/ JO
Certification 3.2. Start processing the
request
3.3. Issue the duly signed MPDC/DZA

Zoning Certification/
Clearance to the
client Draftsman II/ PDO Il/ JO
3.4. Require signing of
client releasing
loghook
TOTAL Php80.00 28 minutes
/copy
End of Transaction

2. SERVICE NAME: ISSUANCE OF LOCATIONAL CLEARANCE
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Locational Clearance is issued is issued to developers/ lot owners as a pre-requisite in the issuance of building permit to guarantee that

the building and its components are in compliance with the Zoning Ordinance and the Local Building Code.

Office or Division:

Office of the Municipal Planning and Development Coordinator

Classification: Simple

Type of Transaction:

G2C — Government to Citizen

Who may avail: Project / Property Owner

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

3 Original — duly notarized Application Form for
Locational Clearance

2 photocopy - Transfer Certificate of Title (TCT) or
proof of ownership

2 photocopy — Real Property Tax Declaration

2 photocopy — Certificate of Real Property Latest
Tax Payment

MPDO
Registry of Deeds, Private Law Office
Owner

Municipal Assessor’s Office

Municipal Treasurer’s Office

e 1 Original — Site Development Plan
e 1 Original — Vicinity drawn to scale by an ) )
Engineer/Architect PrOJ.eCt Englne(_er
e Special Power of Attorney (SPA) of land owner’s Engineer, Architect
authorized representative . .
2 original - Bill of Materials and Cost Estimates Private Law Office
1 original copy - Latest Official receipt (as proof of Engineer
updated tax payment)
Municipal Treasurer’s Office
FEES TO BE PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS PAID TIME RESPONSIBLE
1. Secure application form 1.1. Provide copy of None 3 minutes Draftsman I/ PDO I/
Application Form, JO
Assist and give
instruction
2. Submit the duly notarized |2.1 Verify, assess and None 10 minutes Draftsman 1l/ PDO I/
application form and evaluate documents JO
requirements
Note:
If non-conforming on the
approved Zoning MPDC/DZA
Ordinance denied the
Zoning Clearance and
refer to Local Zoning
Board Adjustment
and Appeal (LZBA)
2.2 Upon compliance:
Inform owner for the
Site inspection
3. Prepare for Site 3.1. Conduct site inspection None 1 day DZA/MPDC
Inspection with the with the project owner
DzZA 3.2. Issue the Order of
Payment if all
documents required
are complete and
compliance with the
Zoning Ordinance
4. Pay corresponding fees at |a.  Accept payment 1/10 of 1% for 5 minutes LRCO |
the Municipal Treasurer’s based on the Order of | the excess of
Office Payment every
b. Issue the Official 100,000 of
Receipt the project
cost
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4. Return to MPDC Office for |4.1. Check the Official None 12 minutes Draftsman II/ PDO I/
the processing and release receipt JO
of Clearance 4.2 Prepare documents for
Locational Clearance
4.3 Issue the duly signed
Zoning Clearance to
client
4.4 Require signing of client MPDC/DZA
releasing logbook
Draftsman 11/ PDO I/
JO
TOTAL 1/10 of 1% for 1 day, 30
the excess of minutes
every
100,000 of
the project
cost

“End of Transaction

3. SERVICE NAME: SECURING OF ZONING CERTIFICATION FOR BUSINESS PERMIT (NEW AND

RENEWAL)

All Business establishment are required to secure zoning certification prior to the application of Business Permit to ensure that the identified

location/site in accordance with the approved Comprehensive Land Use Plan (CLUP) and approved Zoning Ordinance.

Office or Division:

Office of the Municipal Planning and Development Coordinator

Classification:

Simple

Type of Transaction:

G2B — Government to Business

Who may avail:

All business establishments needing zoning clearance for their business permit

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
e Duly encoded Application Form BPLO
e DTl Certificate of Business Name Registration DTI
e Location Map of the Business Client
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit requirement for 1.1 Evaluate and verify None 5 minutes PDO I/ Draftsman I/
verification the submitted JO
requirements
Note: For NEW business
establishments conduct None 2 hours MPDC/DZA
site inspection (optional)
1.2 For renewal, proceed
to step 2
2. Receive the approved and | 2.1 Start processing the None 15 minutes PDO I/ Draftsman I/
signed Zoning Certification request JO
2.2 lIssue duly signed MPDC/DZA
Zoning Certification to
the client
2.3 Require signing of
client releasing PDO I/ Draftsman I/
logbook JO
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TOTAL None 2 hours, 20

minutes

"End of Transaction

4. SERVICE NAME: REQUEST COPY OF MAPS, BARANGAY AND MUNICIPAL PROFILES,
DEVELOPMENT PLAN AND OTHER OFFICIAL DOCUMENTS OR RECORDS

The issuance of the official documents or records are accordance with the signed Terms and Condition of Use of the requesting body.

This document needed for planning, research works, project proposals, and among others.

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

Classification: Simple

Type of Transaction: G2C — Government to Citizen

Who may avail: General Public

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
e Letter Request Client
e Duly signed Terms and Condition of Use MPDO
FEES TO BE PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS PAID TIME RESPONSIBLE
1. Submit the request to the 1.1. Received Letter None 5 minutes Clerk [/ Admin. Aid I/
frontline personnel for the Request JO
data needed 1.2. Check data on file
1.3. Issue the Order of
Payment

2. Pay corresponding fees at 2.1. Accept payment Secretary’s 5 minutes LRCOI
the Municipal Treasurer’s based on the Order Fee (per
Office of Payment approved

2.2. Issue the Official Revenue
Receipt Code)

3. Return to MPDC Office 3.1 Start processing the None 10 minutes Clerk [1l/ Admin. Aid I/
for the processing and request either hard or JO
release of documents electronic copy

3.2 Let the client sign the
“Terms of Condition
of Use” data
3.3. Issue or send the
signed or requested
documents as
indicated on the
request
3.4 Require signing of
client releasing
loghook
TOTAL Secretary’s 20 minutes
Fee
(Approved
Revenue
Code)
End of Transaction

Internal Services

1. ENDORSEMENT OF ENHANCED BARANGAY DEVELOPMENT PLAN

65




Reviewing, validating and endorsing of Enhanced Barangay Development Plan (eBDP) which serve as an official document
of the Barangay and accordance with budgeting principle as mandated under Sec. 305 of RA.7160 and serve as major
documents and attachment for the approval of the Annual Budget.

Office or Division: Office of the Municipal Planning and Development Coordinator
Classification: Simple
Type of Transaction: G2G — Government to Government
Who may avail: Barangay Officials
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
e Barangay Profile
e Situational Analysis )
e Vision and Mission Statements Sangguniang Barangay
e BDC and Sangguniang Brgy. Resolution for the approval of
BDP
e Approved BDIP with Resolution
e Approved AIP with Resolution
e Approved 20% NTA with Resolution
e Approved GAD Plan and Budget with Resolution
e Approved BCPC Plan with Resolution
e Approved 5% BDRRM Plan with Resolution
e Approved BADAC Plan with resolution
e Approved Barangay Nutrition Action Plan with Resolution
e Barangay Capacity Development Agenda
FEES
PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TPOAIIE&DE TIME RESPONSIBLE
1. Submit enhanced barangay |1.1. Received enhanced barangay None 20 minutes Clerk I/ PDO
development pan for development plan 11/ JO
review 1.2. Review/Assess eBDP as to
completeness
Note:
If there’s correction: Return to
Barangay Officials
If NONE, facilitate signing of document
by authorized Signatory
2. Received copy of eBDP and |1.1. Received eBDP and prepare None 10 minutes Clerk lll/ PDO
secure the signed Certificate of Review and 11/ JO
endorsement to MLGOO endorsement (CRE)
1.2. Issue duly signed CRE and
stamped “RELEASE” of eBDP to
Barangay Officials 3 minutes MPDC
1.3. Require signing of client releasing
logbook
2 minutes Clerk I/ PDO
11/ JO
TOTAL None 35 minutes
End of Transaction

2. SERVICE NAME: ENDORSEMENT OF ZONING FOR BUSINESS PERMIT FOR NEW AND RENEWAL
ON iBPLS

Business establishment is required to secure zoning certification that will serves as a prerequisite document in the issuance of Business
Permit to guarantee that the business is in Compliance with the Zoning Ordinance and Ease of Doing Business or RA 11032.
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Office or Division: Office of the Municipal Planning and Development Coordinator
Classification: Simple
Type of Transaction: G2G — Government to Government
Who may avail: BPLO and MTO
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
e Duly accomplished Business Permit Form BPLO
e DTI Certificate of Business Name Registration DTI
e Location Map of the Business
Client
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
3. BPLO submit for 3.1 Check and assess None 3 minutes Zoning System Admin/
endorsement and encoded data on iBPLS Endorser
approval of business iBPLS dashboard
zoning certification including its
attachment
3.2 Prepare and signed
business certification
5 minutes MPDC/DZA
3.3 Upload certification
and endorsed for
securing Tax Order of
Payment 2 minutes Zoning System Admin/
iBPLS Endorser
TOTAL None 10 minutes
End of Transaction

3. WEB POSTING UPDATES

The Municipal Government of Leon, lloilo has its own managed website wherein all offices can post their respective
programs, activities and projects. This website is a landing place where citizens can learn about the History, vision,
mission and mandate and information about the services available to the citizenry.

Office or Division: Office of the Municipal Planning and Development Coordinator
Classification: Simple
Type of Transaction: G2G — Government to Government
Who may avail: Any office of the Municipal Government of Leon
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
¢ Request form/notification for posting
e  Soft copy of updates/posting
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit the request 1.1 Validate the file and None 5 minutes
form/notification and the soft secure complete details
copy. for posting process on the
web
1.2 Prepare file, editing
and proper lay outing 20 minutes Web Admin/System
Admin
1.3. Post the approved
updates to the official 5 minutes
website
TOTAL None 30 minutes

End of Transaction

OFFICE OF THE MUNICIPAL AGRICULTURIST

External Services
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1. VACCINATION OF LIVESTOCK

VACCINATION OF LIVESTOCK; CATTLE/CARABAO/GOAT AND DOGS FOR DISEASE PREVENTION AND CONTROL.

Office or Division: MUNICIPAL AGRICULTURE OFFICE
Classification: SIMPLE
Type of Transaction: | G2C - GOVERNMENT TO CITIZEN
Who may avail: BRGY. CAPTAIN/KAGAWAD
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
LETTER REQUEST — 2 Original copies MUNICIPAL AGRICULTURE OFFICE
FEESTO | PROCESSING PERSON

CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE

1. Secure letter 1.1 Received/Check | None 10 minutes LI/AT/MA
request and submit for | and post the agreed
vaccination scheduling | schedule on the
bulletin board

1.2 Disseminate None 2 days Barangay Officials
Information on the
agreed schedule thru
Barangay Council

Meeting
2. Prepare for the 2.1 Do actual None 7 Hours LI/AT/Barangay
activity vaccination on the Officials
scheduled date/time
and place
2.2 Vaccination None 5 minutes Punong Barangay/
report be signed for Brgy. Kagawad —
approval Chairman
Committee on
Agriculture
None 2 days,7
hours, 15
minutes

End of Transaction

2. ATTENDING TO FARMERS CALL AND CONSULTATION FOR TREATMENT SERVICES
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CONSULTATION AND TREATMENT OF LIVESTOCK & POULTRY AS WELL AS PET ANIMALS

Office or Division:

MUNICIPAL AGRICULTURE OFFICE

Classification:

SIMPLE

Type of Transaction:

G2C - GOVERNMENT TO CITIZEN

Who may avail:

LIVESTOCK FARMERS

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
SIGN IN LOG BOOK MUNICIPAL AGRICULTURE OFFICE
FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Report the problems | 1.1 Attend call and None 15 minutes LI/AT
of animals for interview the client
treatment
1.2 Diagnosed and None 5 minutes LI
Give
Recommendations
1.2 Prescribe dosage | None 10 minutes LI
of biologics
2. Purchase Biologics 2.1 Do the actual None 2 hours LI
Treatment
None 10 minutes LI
2.2 Give Instruction in | None 10 minutes
proper management
of livestock
None 2 hours, 35
minutes

End of Transaction

3. ATTENDING FARMERS CALL TO DIAGNOSE DISEASES ON CROPS

Office or Division: MUNICIPAL AGRICULTURE OFFICE
Classification: SIMPLE
Type of Transaction: | G2C - GOVERNMENT TO CITIZEN
Who may avail: FARMERS
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
NONE MUNICIPAL AGRICULTURE OFFICE
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
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1. Signinthe 1.1 Attend call None 15 minutes AT
Logbook and interview
the client
2. Report the 2.1 Conduct field | None 3 hours AT
problem inspection or
of crops specimen
diagnoses
2.2 Diagnose and | None 15 minutes AT
give recommendation
to control pest and
diseases
3. Apply of Bio 3.1 Conduct field | None 3 hours AT
control Agents monitoring
None 6 hours,30
minutes

End of Transaction

4. PROVISION OF FARM INPUTS (Rice, Corn, Vegetables seeds, Fertilizers)

Office or Division:

MUNICIPAL AGRICULTURE OFFICE

Classification:

SIMPLE

Type of Transaction:

G2C - GOVERNMENT TO CITIZEN

Who may avail:

FARMERS

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

VALID ID -1 COPY

MUNICIPAL AGRICULTURE OFFICE

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Signinthe 1. Checkthe None 5 minutes AT/MA
Logbook and masterlist of
inquire the farmers in the
availability of Registry
services System of
RSBSA
1.2 Issuance of None 2 minutes AT
release slip of availed
services/program/sub
sidy.
2. Receive the 1.3 Assist farmers None 10 minutes AT/Releasing In-
release slip where to get the charge
commodities
5. Presentthe Release the None 5 minutes AT
release slipand | commodity

Sign the
Masterlist and
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fill-up Client
satisfaction
form (CSF)

None

22 minutes

End of Transaction

5.PROVISION OF INSURANCES (Crops, Livestock, Farmers)

Office or Division:

MUNICIPAL AGRICULTURE OFFICE

Classification:

SIMPLE

Type of Transaction:

G2C - GOVERNMENT TO CITIZEN

Who may avail:

FARMERS

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

VALID ID — 1 COPY

MUNICIPAL AGRICULTURE OFFICE

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIVME RESPONSIBLE
1. Provide necessary 1.2 Check the None 5 minutes AT/MA
information, data and masterlist of farmers
sign application in the Registry
System of RSBSA
1.1 Interview, validate | None 5 minutes AT/MA
and process
application
1.3 Receive and Php 70.00 | 30 minutes AT/MA
summarize the premium
application for farmer
insurance
which will
be remitted
to PCIC
1.4 Submit Php 70.00 | 5 Days AT/MA
application to PCIC/ | per farmer
pay premium and insurance
secure receipts
None 5 days 40
minutes

End of Transaction

OFFICE OF THE MUNICIPAL ENGINEER

External Services
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1. ISSUANCE OF BUILDING PERMIT FOR RESIDENTIAL (SINGE DWELLING)

Issuance Building Permits to applicants to ensure that the building/structure to conform to Zoning
Compliance, National Building Code provision compliant and Bureau of Fire Protection requirement

compliant for safe and resilient building structure.

Office or Division:

OFFICE OF THE MUNICIPAL ENGINEER — OFFICE OF THE BUILDING OFFICIAL

Classification:

SIMPLE

Type of Transaction:

G2C - for services whose client is transacting public.
G2B - for services whose client is a business entity
G2G - for services whose client is another government agency

Who may avail:

Property Owners or Authorized Representatives

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Duly Accomplished Application Forms — 5 copies/set original
(Architectural, Structural, Plumbing & Electrical — if need
Fencing, Sanitary, Electronics & Mechanical)

Office of the Municipal Engineer —
OBO/OBO Staff

. Zoning Compliance (Locational Clearance)- 2 photocopies

Applicant/ Owner to be secured
from Zoning Office

Complete Sets of Plans (duly signed & sealed of corresponding
engineers) — 7 sets original
(Architectural, Structural, Plumbing & Electrical — if need

Fencing, Sanitary, Electronics & Mechanical)
Bill of Materials & Cost Estimate (duly signed & sealed) — 5 sets original
Building Specifications (duly signed & sealed) — 5 sets original
Photocopy of Engineers — PRC License, PTR, TIN

. Logbook

Applicant/Owner to be secured
from professional in-charge

Lot Plan signed by Geodetic Engineer — 3 copies (photocopy)

Applicant/Owner to be secured
from Bureau of Lands

Land Tax Declaration - 5 copies (photocopy)

Applicant/Owner to be secured
from Assessor’s Office

10. TCT Declaration - 5 copies (photocopy)

Applicant/Owner to be secured
from Registry of Deeds

11. Updated Tax Receipt of Property Tax - 5 copies (photocopy)

Applicant/Owner to be secured
from MTO

12. Brgy. Certification for Construction — 3 copies — 1 original, 2

photocopy

Applicant/Owner to be secured
from Office of the Punong
Barangay were the proposed
project is located

13. Affidavit of Undertaking — Notarized,3 copies

Applicant/Owner

14. Consent of Lot Owner — Notarized, 3 copies

Applicant/Owner
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PERSON

FEESTO BE | PROCESSI
CLIENT STEPS AGENCY ACTIONS PAID NG TIME RESPONSIBLE
1. Submit 1.1 Recelve/evaluate Office of
A lished E requirements as to 2 hours & Municioal
CCOMPISNEA FOIMS | completeness, assess & None . unicipa
& Requirements advice to pay corresponding 30 minutes Engineer/OBO
fee Personnel
. . . See Annex A.
2. Pay Corresponding 2.1 Receive payment & issue . MTO Personnel
- . for schedule 15 minutes
Fee at MTO official receipt
of fees
3.1 Endorse to Local Fire Municipal Engineer
3. Present OR at OBO | Station of Plans for Fire Safety None 10 minutes & OBO
Evaluation Clearance Personnel
4. Submit endorsement 1/10 of 1% of
of Plans to Local 4.1 Assess & receive Bill of Materials _ .
Fire Station for the ' . ) . + Php 200.00 Local Fire Station
. payment, review & issue Fire . 1 day (BFP)
Fire Safety Safety Evaluation Clearance filing fee + Php
Evaluation y 500.00
Clearance hot
works
5. Submit to Local 5.1 Receive documents and Municioal Enai
Building Official the | Preparation & completion of unicipal Engineer
Fire Safety building permit application NONE 2 hours & OBO
Evaluation (FSEC) forms & approval Personnel
6. Sign the log book & Mummpr;tl
receive approved 6.1Release of building permits None 5 minutes Engineer/O
permits BO
Personnel
See Annex
A. for
Total schedule of ldayand5
hours
fees +
BFP fees
and
charges

End of Transaction
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2.

ISSUANCE OF BUILDING PERMIT FOR COMPLEX STRUCTURE (AS CLASSIFIED

UNDER JMC NO. 2018 - 001)

Building Permit is a document issued by the Building Official to the owner/applicant to proceed with the
construction, renovation, alteration, installation, repair or other construction activity of a specific project
building/structure.

Office or Division:

Office of the Municipal Engineer — Office of the Building Official

Classification:

Highly Technical

Type of Transaction:

G2C - for services whose client is transacting public.
G2B - for services whose client is a business entity
G2G - for services whose client is another government agency

Who may avail:

Leon

Clients planning to construct any building or structure within the Municipality of

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Notarized Unified Application Forms for Office of the Municipal Engineer — OBO/OBO Staff
Building Permit and FSEC — 5 copies
2. Original Certificate of Title OCT/Transfer Applicant/Owner
Certificate of Title (CTC)/Deed of Absolute
Sale and Lot Locational Plan from LRA (if
lessee, Contract of Lease) — 4 copies
3. Set of Survey Plans, design plans — 5 copies | Applicant/owner to be secured from professional in-
4. Photocopies of Valid Licenses (PRC ID) of charge
all involved professionals (PTC) — 3 copies
5. Notarized estimated value of
the building/structure — 5
copies
6. Construction Safety and Health Program —3 | Applicant/owner to be secured from the DOLE
copies
7. Affidavit of Undertaking (if needed) — 3 copies| Applicant/owner
8. Soil Test (if applicable) — 3 copies Applicant/owner to be secured from structural/Civil
Engineer
9. Structural Design Analysis (if applicable) —3 | Applicant/owner to be secured from structural/Civil
copies Engineer
10. Barangay Clearance — 3 copies Applicant/owner to be secured from Barangay where the
proposed project is located
11. Authorization Letter/SPA (if needed) — 3 Applicant/owner

copies
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12. Approved Zoning Locational Clearance —
2 copies

Applicant/owner to be secured from Zoning Office

13. Approved Fire Safety Evaluation
Certificate — 2 copies

Applicant/owner to be secured from BFP

14. Building Specifications — 5 copies

Applicant/owner to be secured from professional in-charge

15. Environmental Certificate Compliance (if
needed) — 2 copies

Applicant/owner to be secured from DENR

PERSON
AGENCY ';illzs TOBE PRO%ES; NG RESPONSIBLE
ACTIONS
1. Submit requirements and (11'1 rt:r(]:e:q\{[es all None 15 minutes Pre .
other documents ocuments evaluation/
required and Receiving in-
issue claim stub charge
2. Receives documents for 2.1 Technical None 14 working days OBO - Technical
correction/ Order of evaluation/ Evaluator
payment correction of
documents and
issues
order of payment
3. Settles payment with 3.1 Receive See Annex 15 minutes MTO
MTO original copy of A. for (ca
receipt schedule of shi
fees er)
BF
P
4. Receives approved 4.1 Releases None 10 minutes Releasing
Building Permit Building Permit Offcier
Certificate Certificate
TOTAL 14 days and 40

minutes

End of Transaction

Note: Number of days from step 2 to step 3 depends on the response of the client.

3. SERVICE NAME: ISSUANCE OF CERTIFICATE OF OCCUPANCY

Issuance of Certificate Occupancy/Used to completed building/ structure which was issued Building
Permit previously to evaluate the readiness of building/structure for Occupancy or Used.

Office or Division:
OFFICIAL

OFFICE OF THE MUNICIPAL ENGINEER — OFFICE OF THE BUILDING

Classification: COMPLEX

Type of Transaction:

G2C - for services whose client is transacting public.
G2B - for services whose client is a business entity
G2G - for services whose client is another government agency

Who may avail:

BUILDNG PERMIT APPLICANT
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CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Duly Accomplished Certificate of Completion — 4

sets/copy

(Building, Plumbing, Electrical
if need Fencing, Sanitary, Electronics & Mechanical)

OME - OBO/OBO STAFF

2. Certificate of Completion Forms (Sign & Seal of
corresponding engineers — 4 sets/copy
(Building, Plumbing, Electrical
if need Fencing, Sanitary, Electronics & Mechanical)
3. Photocopy of Engineers — PRC License, PTR, TIN

Applicant/owner to be secured from professional in-
charge

4. Pictures of Structure/Building- 4 sides, 2 sets

Applicant/owner

5. As Built Plans (if necessary — revisions in plans)- 5

original

Applicant/owner to be secured from professional in-
charge

6. Construction Logbook- original

Applicant/owner to be secured from professional in-
charge

PERSON
CLIENT STEPS AGENCY ACTIONS FBEEEPSA-II-[O) PRO.IC.:IEASESING EESPONSIBL
1.1 Receive/evaluate None o
1. Submit Accomplished | requirements, assess & 15 minutes Municipal
Forms & requirements | advice to pay corresponding Engineer & OBO
fees Personnel
See
. 2.1Receive payment & Annex A. . MTO Personnel
2.Pay Corresponding Fee | . . . for 15 minutes
issue official receipt
schedule
of fees
3.Endorse to Local Fire
3.Present OR to Local St".ﬁlo? (LFS)/(BFP) astthe 10 minut Municipal
Building Official (LBO) ufit plans, requirements minutes Engineer & OBO
and notification for Personnel
inspection
4.Submit Endorsement & | 4.Assess, Receive 15% of 1 day Local Fire Station
notification for inspection Payments and conduct site | the total
to LFS/BFP inspection and issue FSIC LGU
assessme
nt (not
lower
than Php
500.00)
5. Coordinate for the 5.1Conduct Inspection 1 day Municipal
schedule of Inspection Engineer/OBO
Personnel
6.Submit to LBO the Fire 6.1Completion & approval 25 minutes Municipal
Safety Inspection of Occupancy Permits Engineer/OBO
Certificate (FSIC) Personnel
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7.Sign the log book &
receive copies

7.1Release of Occupancy 3 minutes

Permit

Municipal
Engineer/ OBO

See
Annex A.
for
schedule
of fees
+ BFP
Fees and
Charges

2 days, 1 hour and
8 minutes

End of Transaction

4. SERVICE NAME: SECURING OF OCCUPANCY CERTIFICATION FOR
BUSINESS PERMIT (NEW AND RENEWAL)

All Business establishment are required to secure Occupancy certification prior to the application of Business Permit

to ensure that the identified business establishment has a Certificate of Occupancy or an indigenous one.

Office or Division:

Office of the Municipal Engineer — Office of the Building Official

Classification:

Simple

Type of Transaction:

G2B — Government to Business

Who may avail:

All business establishments needing occupancy certification for their business

permit
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
e Duly encoded Application Form BPLO
e DTI Certificate of Business Name Registration | DTI
e Picture of business establishment
¢ MENRO Certification Client
MENRO
PERSON
FEES TO PROCESSING
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Submit requirement for 1.1 Evaluate and verify None 5 minutes OBO
verification the submitted
requirements
Note: For NEW 1 hour
business None OBO/OBO
establishments conduct STAFF
site inspection
(optional)
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. Pay Corresponding Fee | 2.1 Receive payment & Php 80.00 15 minutes MTO
at MTO issue official receipt Personnel
Received the approved |3.1 Start processingthe None 15 minutes OBO/OBO
and signed Occupancy request STAFF
Certification
3.2 Issue duly signed
Occupancy OBO
Certification to the
client
3.3 Require signing of
client releasing in Applicant/Owner
certification duplicate
TOTAL None 2hours and 20
minutes

End of Transaction
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5. PROVISION OF TECHNICAL ASSISTANCE IN PREPARATION OF PLANS
AND PROGRAM OF WORKS TO BARANGAY INFRA PROJECTS

To provide technical assistance in preparation of plans and Program of Works to barangay infrastructure

projects.

Office or Division:

OFFICE OF THE MUNICIPAL ENGINEER

Classification:

Highly Technical (20 days)

Type of Transaction:

G2G - FOR SERVICES WHOSE CLIENT IS ANOTHER GOVERNMENT

AGENCY

Who may avail:

Barangay Officials/School Heads

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Data/Information about the project Client
PERSON
FEES TO PROCESSING
CLIENT STEPS AGENCY ACTIONS BE PAID TIME EESPONSIB
1  Gatherinformation of the
oject Municipal
1. Provide information on Engineer &
the project > Conduct site None 3 days Municipal
spection/survey Engineer
ecessary) Personnel
Municipal
1.3Draft plans & prepare Engineer &
program of work ( POW) None 7 days Municipal
Engineer
Personnel
2.1 Client affix signature for
2 Concurrence to plans the concurrence of plans o
nd estimates P and estimates None 30 minutes Municipal
2.2 Approval of Program of Engineer
Work & Plans
TOTAL None 10 days, 30
minutes

End of Transaction
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MUNICIPAL BUDGET OFFICE

Internal Services

1. CERTIFICATION AS TO AVAILABILITY OF APPROPRIATION (PROCESSING OF OBLIGATION REQUEST)

To check that every expenses of the different departments/agencies are properly certified as to the existence of available

appropriation.

Office or Division: Municipal Budget Office
Classification: Simple
Type of Transaction: Government to Government
Who may avail: Municipal Officials and Employees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Duly accomplished and signed Obligation Request ( 3 Requesting Office or Department Head, Official, Employee
original copies ) with supporting documents as required concerned
FEES TO BE PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS PAID TIME RESPONSIBLE
1.Submit duly 1.1 Receive and check
accomplished and signed OBR with required Budget Officer,
OBR together with the documents necessary to None 10 Minutes Budgeting Assistant,
documentary requirements | the transaction Administrative Aide |
to the Budget Office Budget Office
1.2 Assign proper Administrative Aide |
Account Code None 10 Minutes Budget Office
1.3 Encode in the
corresponding Registry None 15 Minutes Administrative Aide |
of Accounts Budget Office
1.4 Check documents
and Certify the existence
of available None 2 Hours Budget Officer
appropriation Budget Office
1.5 Release signed OBR
with supporting
documents and forward None 10 Minutes Administrative Aide |
to Accounting Office or Budget Office
Treasury Office
TOTAL None 2 Hours, 45
Minutes

2. PRELIMINARY REVIEW OF BARANGAY ANNUAL BUDGET

To determine whether the Appropriation Ordinance has complied with the budgetary requirements and general limitations set

forth in the Code and provisions of other applicable laws.

Office or Division:

Municipal Budget Office

Classification:

Simple

Type of Transaction:

Government to Government

80




Who may avail: Barangay Officials in the Municipality of Leon

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Barangay Annual Budget (3 original copies) with the
following attachments:
e Duly signed Transmittal Letter
e  Approved Appropriation Ordinance
e  Duly accomplished and signed Barangay
Budget Preparation Forms
e Duly signed and approved plans together with
the required Resolutions
(Annual Investment Plan, 20% DF, 5%
BDRRM, 5% GAD, 1% Barangay Council for
the Protection of Children)

Barangay concerned

FEES TO PROCESSING
CLIENT STEPS AGENCY ACTIONS BE PAID TIME PERSON RESPONSIBLE
1. Submit complete set of 1.1 Receive the Budget Officer , Budgeting
Barangay Annual Budget documents Assistant, Administrative
to the Budget Office None 1 Minute Aide |
Budget Office

1.2 Log incoming

documents and check

completeness of None 30 Minutes Budgeting Assistant

attachments Budget Office

1.3 Preliminary review of

Budgetary allocations if

in compliance with the

provisions of RA 7160 Budget Officer or

and its Implementing None 3 Hours Budgeting Assistant

Rules and Regulations Budget Office

and other existing

regulations

1.4 Make endorsement

letter to the

Sangguniang Bayan with

corresponding Budgeting Assistant

observations and attach None 30 Minutes Budget Office

duly accomplished

review forms

1.5 Endorsement letter

for signature of Budget Budget Officer

Officer None 1 Hour Budget Office

1.6 Log outgoing

documents and forward

to the Office of None 10 Minutes Budgeting Assistant

Sangguniang Bayan for
review

Budget Office
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2. Client receives 2. Inform the client
information about the about the status of None 10 Minutes Budgeting Assistant
status of Barangay Annual | Barangay Annual Budget Office
Budget Budget
TOTAL None 5 Hours, 21
Minutes

End of Transaction

To determine whether the Appropriation Ordinance has complied with the provisions of law.

3. PRELIMINARY REVIEW OF BARANGAY SUPPLEMENTAL BUDGET

Office or Division:

Municipal Budget Office

Classification:

Simple

Type of Transaction:

Government to Government

Who may avail:

Barangay Officials in the Municipality of Leon

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Barangay Supplemental Budget (3 original copies) with the Barangay concerned
following attachments:
e Duly signed Transmittal Letter
e Approved Appropriation Ordinance
e Approved Supplemental AIP
e Duly accomplished and signed Barangay
Supplemental Budget Preparation Forms
e Approved Resolutions
FEES TO BE PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS PAID TIME RESPONSIBLE
1. Submit complete set of 1.1 Receive the documents Budget Officer,
Barangay Supplemental Budgeting Assistant,
Budget to the Budget None 1 Minute Administrative Aide |
Office Budget Office
1.2 Log incoming
documents and check Budgeting Assistant
completeness of None 5 Minutes Budget Office
attachments
1.3 Preliminary review of Budget Officer or
Barangay Supplemental None 1 Hour Budgeting Assistant
Budget Budget Office
1.4 Make endorsement
letter to the Sangguniang
Bayan with corresponding None 30 Minutes Budgeting Assistant
observations Budget Office
1.5 Endorsement letter for
signature of Budget Officer None 1 Hour Budget Officer
Budget Office
1.6 Log outgoing
documents and forward to
the Office of the None 10 Minutes Budgeting Assistant
Sangguniang Bayan for Budget Office
review
2. Client receives 2. Inform client about the
information about the status of Barangay None 10 Minutes Budgeting Assistant
status of Barangay Supplemental Budget Budget Office
Supplemental Budget
TOTAL None 2 Hours, 56
Minutes

End of Transaction
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4. PRELIMINARY REVIEW OF SK ANNUAL/ SUPPLEMENTAL BUDGET

To check compliance with the priority programs, projects and activities identified under Section 20(c) of RA 10742, and with
other existing laws, rules and regulations.

Office or Division: Municipal Budget Office
Classification: Simple
Type of Transaction: Government to Government
Who may avail: SK Chairmen and SK Officials in the Municipality of Leon
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
SK Annual/Supplemental Budget ( 3 original copies) with | Sangguniang Kabataan concerned
the following attachments:
e Duly signed Transmittal Letter
e Duly signed Resolution approving
ABYIP/SBYIP
e Duly signed Resolution approving
Annual/Supplemental Budget
e Duly signed Plan(ABYIP/SBYIP)
Duly accomplished Budget Preparation form
FEES TO BE PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS PAID TIME RESPONSIBLE
1. Submit complete set of 1.1 Receive the Budget Officer,
SK Annual/Supplemental documents Budgeting Assistant,
Budget to the Budget None 1 Minute Administrative Aide |
Office Budget Office
1.2 Log incoming
documents and check
completeness of None 5 Minutes Budgeting Assistant
attachments Budget Office
1.3 Preliminary review of
SK Annual/ Budget Officer or
Supplemental Budget None 1 Hour Budgeting Assistant
Budget Office
1.4 Make endorsement
letter to the
Sangguniang Bayan None 30 Minutes Budgeting Assistant
with corresponding Budget Office
observations
1.5 Endorsement letter
for signature of Budget None 1 Hour Budget Officer
Officer Budget Office
1.6 Log outgoing
documents and forward
to the Office of the None 10 Minutes Budgeting Assistant
Sangguniang Bayan for Budget Office
review
2.Client receives 2. Inform client about the
information about the status of SK Annual/
status of SK Annual/ Supplemental Budget None 10 Minutes Budgeting Assistant
Supplemental Budget Budget Office
TOTAL None 2 Hours, 56
Minutes
End of Transaction
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OFFICE OF THE MUNICIPAL ACCOUNTANT

External Services

1. SERVICE NAME: PROCESSING OF DISBURSEMENT FOR TERMINAL PAY BENEFIT

*INSERT SERVICE DESCRIPTION: TO ENSURE PROPER REVIEW OF SUPPORTING DOCUMENTS AS TO COMPLETENESS AND
PROPRIETY PRIOR TO PROCESSING OF PAYMENT

OFFICE OF THE MUNICIPAL ACCOUNTANT

SIMPLE

GOVERNMENT TO CLIENT

RETIRED MUNICIPAL GOVERNMENT EMPLOYEES
WHERE TO SECURE

Office or Division:
Classification:
Type of Transaction:
Who may avail:
CHECKLIST OF REQUIREMENTS
DISBURSEMENT VOUCHER- 2 copies
APPROVED OBLIGATION REQUEST (Obr),
2 copies
PAYMENT OF TERMINAL PAY BENEFIT OF
RETIRED GOVERNMENT EMPLOYEES - 2
copies each (1 original and 1 duplicate)

a. Letter Request duly Accepted
by the Head of the Office
Approved Leave Application
Clearance (CSC Form No. 6)
NOSA/Appointment
Statement of Leave Credits
Updated Service Record
SALN
Applicant’s Authorization (in
Affidavit Form) to deduct all
Financial Obligation with LGU
i. Affidavit of Applicant that there

is no Pending Investigation of
Prosecution Against Him/Her
j- GSIS Clearance
k. Ombudsman Clearance

CLIENT
REQUESTING OFFICE

CLIENT

Se@~oo0T

FEESTO | PROCESSING PERSON

CLIENT STEPS

AGENCY
ACTIONS

BE PAID

TIME

RESPONSIBLE

1. Submit all
requirements
together with
Approved ObR

1.1 Log incoming
DVs from the
Municipal Budget
Office

1.2 Check
completeness of
supporting
documents

1.3 Encode
transaction and
Print JEV

None

None

None

None

1 hour

3 hours

30 minutes

2 hours

Staff. Budget Office

Staff, Accounting
Office

Staff, Accounting
Office
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1.4 Certify Municipal
Disbursement Accountant
Voucher

1.5 Log Out None 1 hour and 20
Disbursement minutes
Vouchers and Staff, Accounting
forward Office
Documents to
the Office of the
Municipal
Treasurer for
Check
Preparation

2. Client receives 2.1 Inform client None 10 minutes

information about the about the status of

status of Claims from claims/request

Accounting Office

TOTAL None 1 day
End of Transaction

2. SERVICE NAME: PROCESSING OF DISBURSEMENT FOR PAYMENT OF UTILITY EXPENSES

*INSERT SERVICE DESCRIPTION: TO ENSURE PROPER REVIEW OF SUPPORTING DOCUMENTS AS TO COMPLETENESS AND
PROPRIETY PRIOR TO PROCESSING OF PAYMENT

Office or Division: OFFICE OF THE MUNICIPAL ACCOUNTANT
Classification: SIMPLE
Type of Transaction: GOVERNMENT TO CLIENT
Who may avail: PRIVATED UTILITY CONTRACTORS
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
DISBURSEMENT VOUCHER- 2 copies CLIENT
APPROVED OBLIGATION REQUEST (Obr), REQUESTING OFFICE
2 copies
PAYMENT OF UTILITY EXPENSES - 2 CLIENT

copies each (1 original and 1 duplicate)
a. Statement of Account/Bill

AGENCY FEES TO | PROCESSING PERSON
GHIER STERS ACTIONS BE PAID TIME RESPONSIBLE
2. Submit all 1.1 Log incoming None 1 hour Staff. Budget Office
requirements DVs from the
together with Municipal Budget
Approved ObR Office
1.2 Check None 3 hours Staff, Accounting
completeness of Office
supporting
documents
None 30 minutes Staff, Accounting
Office
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1.3 Encode
transaction and None 2 hours Municipal
Print JEV Accountant
1.6 Certify
Disbursement
Voucher None 1 hour and 20
1.7 Log Out minutes Staff, Accounting
Disbursement Office
Vouchers and
forward
Documents to
the Office of the
Municipal
Treasurer for
Check
Preparation
2. Client receives 2.1 Inform client None 10 minutes
information about the about the status of
status of Claims from claims/request
Accounting Office
END OF TRANSACTION | TOTAL None 1 day
End of Transaction

#3. SERVICE NAME: PROCESSING OF DISBURSEMENT FOR REMITTANCES TO NATIONAL
GOVERNMENT AGENCY

*INSERT SERVICE DESCRIPTION: TO ENSURE PROPER REVIEW OF SUPPORTING DOCUMENTS AS TO COMPLETENESS AND
PROPRIETY PRIOR TO PROCESSING OF PAYMENT

Office or Division: OFFICE OF THE MUNICIPAL ACCOUNTANT
Classification: SIMPLE
Type of Transaction: GOVERNMENT TO GOVERNMENT
Who may avail: NATIONAL GOVERNMENT AGENCIES

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
DISBURSEMENT VOUCHER- 2 copies PAYROLL SECTION

MONTHLY REMITTANCES - 2 copies each (1 | PAYROLL SECTION
original and 1 duplicate)
a. Statement of Account/Bill
b. Remittance Form

AGENCY FEES TO | PROCESSING PERSON
GHIER STERS ACTIONS BE PAID TIME RESPONSIBLE
3. Submit all 1.1 Log incoming None 1 hour Staff. Budget Office

requirements DVs from the
together with Municipal Budget
Approved ObR Office

1.2 Check None 3 hours Staff, Accounting

completeness of Office

supporting

documents

None 30 minutes
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1.3 Encode

transaction and

Print JEV

1.8 Certify
Disbursement

None

2 hours

Staff, Accounting
Office

Municipal
Accountant

Voucher
1.9 Log Out None
Disbursement
Vouchers and
forward
Documents to
the Office of the
Municipal
Treasurer for
Check
Preparation
2.1 Inform client None
about the status of
claims/request

1 hour and 20
minutes

Staff, Accounting
Office

2. Client receives 10 minutes
information about the
status of Claims from

Accounting Office

TOTAL None 1 day
End of Transaction

Internal Services

1. SERVICE NAME: PROCESSING OF DISBURSEMENT FOR REIMBURSEMENT OF TRAVEL

*INSERT SERVICE DESCRIPTION: TO ENSURE PROPER REVIEW OF SUPPORTING DOCUMENTS AS TO COMPLETENESS AND
PROPRIETY PRIOR TO PROCESSING OF PAYMENT

OFFICE OF THE MUNICIPAL ACCOUNTANT
SIMPLE

Office or Division:
Classification:
Type of Transaction: GOVERNMENT TO GOVERNMENT
Who may avail: MUNICIPAL GOVERNMENT EMPLOYEES
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

DISBURSEMENT VOUCHER- 2 copies REQUESTING EMPLOYEE
APPROVED OBLIGATION REQUEST (Obr), REQUESTING OFFICE
2 copies
PAYMENT/REIMBURSEMENT OF TRAVEL-
2 copies each (1 original and 1 duplicate)

a. Approved Travel Order

b. Approved ltinerary of Travel
c. Certificate of Travel Completed
d
e

REQUESTING EMPLOYEE

Certificate of Appearance
Official Receipts, Tickets or any
proof of Payment
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f. Boarding Pass

g. Communication/Invitation Letter

h. Certification of Expenses not
Requiring Receipts

CLIENT STEPS

AGENCY
ACTIONS

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

4. Submit all
requirements
together with
Approved ObR

1.1 Log incoming

DVs from the

Municipal Budget

Office

1.2 Check

completeness of

supporting

documents

1.3 Encode

transaction and

Print JEV

1.10 Certify
Disbursement
Voucher

1.11 Log Out
Disbursement
Vouchers and
forward
Documents to
the Office of the
Municipal
Treasurer for
Check
Preparation

None

None

None

None

None

1 hour

3 hours

30 minutes

2 hours

1 hour and 20
minutes

Staff. Budget Office

Staff, Accounting
Office

Staff, Accounting
Office

Municipal
Accountant

Staff, Accounting
Office

2. Client receives
information about the
status of Claims from
Accounting Office

2.1 Inform client
about the status of
claims/request

None

10 minutes

TOTAL

None

1 day

End of Transaction

#2. SERVICE NAME: PROCESSING OF DISBURSEMENT FOR CASH ADVANCE OF TRAVEL

*INSERT SERVICE DESCRIPTION: TO ENSURE PROPER REVIEW OF SUPPORTING DOCUMENTS AS TO COMPLETENESS AND
PROPRIETY PRIOR TO PROCESSING OF PAYMENT

OFFICE OF THE MUNICIPAL ACCOUNTANT
SIMPLE
GOVERNMENT TO GOVERNMENT
MUNICIPAL GOVERNMENT EMPLOYEES

WHERE TO SECURE
REQUESTING EMPLOYEE
REQUESTING OFFICE

Office or Division:
Classification:
Type of Transaction:
Who may avail:
CHECKLIST OF REQUIREMENTS
DISBURSEMENT VOUCHER- 2 copies
APPROVED OBLIGATION REQUEST (Obr),
2 copies
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CASH ADVANCE OF TRAVEL- 2 copies each | REQUESTING EMPLOYEE
(1 original and 1 duplicate)
a. Approved Travel Order
b. Certification from the Municipal
Accountant that Previous Cash
Advances were Liquidated
c. Approved ltinerary of Travel
d. Communication/Invitation Letter
AGENCY FEES TO | PROCESSING PERSON
CEENT SUIERE ACTIONS BE PAID TIME RESPONSIBLE
5. Submit all 1.1 Log incoming None 1 hour Staff. Budget Office
requirements DVs from the
together with Municipal Budget
Approved ObR Office
1.2 Check None 3 hours Staff, Accounting
completeness of Office
supporting
documents
1.3 Encode None 30 minutes Staff, Accounting
transaction and Office
Print JEV
1.12 Certify None 2 hours Municipal
Disbursement Accountant
Voucher
1.13 Log Out
Disbursement None 1 hour and 20
Vouchers and minutes Staff, Accounting
forward Office
Documents to
the Office of the
Municipal
Treasurer for
Check
Preparation
2. Client receives 2.1 Inform client None 10 minutes
information about the about the status of
status of Claims from claims/request
Accounting Office
TOTAL None 1 day
End of Transaction

#3. SERVICE NAME: PROCESSING OF DISBURSEMENT FOR CASH ADVANCE OF MUNICIPAL
ACTIVITY

*INSERT SERVICE DESCRIPTION: TO ENSURE PROPER REVIEW OF SUPPORTING DOCUMENTS AS TO COMPLETENESS AND
PROPRIETY PRIOR TO PROCESSING OF PAYMENT

OFFICE OF THE MUNICIPAL ACCOUNTANT
SIMPLE
GOVERNMENT TO GOVERNMENT
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Type of Transaction:




Who may avail:

| MUNICIPAL GOVERNMENT EMPLOYEES

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

DISBURSEMENT VOUCHER- 2 copies

REQUESTING EMPLOYEE

APPROVED OBLIGATION REQUEST (Obr),

2 copies

REQUESTING OFFICE

CASH ADVANCE FOR MUNICIPAL
ACTIVITIES - 2 copies each (1 original and 1

duplicate)

a. Approved Activity Design with
Budgetary Requirements

b. Certification from the Municipal
Accountant that Previous Cash
Advances were Liquidated

REQUESTING OFFICE

CLIENT STEPS

AGENCY
ACTIONS

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

6. Submit all
requirements
together with
Approved ObR

1.1 Log incoming

DVs from the

Municipal Budget

Office

1.2 Check

completeness of

supporting

documents

1.3 Encode

transaction and

Print JEV

1.14 Certify
Disbursement
Voucher

1.15 Log Out
Disbursement
Vouchers and
forward
Documents to
the Office of the
Municipal
Treasurer for
Check
Preparation

None

None

None

None

None

1 hour

3 hours

30 minutes

2 hours

1 hour and 20
minutes

Staff. Budget Office

Staff, Accounting
Office

Staff, Accounting
Office

Municipal
Accountant

Staff, Accounting
Office

2. Client receives
information about the
status of Claims from
Accounting Office

2.1 Inform client
about the status of
claims/request

None

10 minutes

TOTAL

None

1 day

End of Transaction
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OFFICE OF THE SECRETARY TO THE SANGGUINIANG BAYAN

External Services

1. SERVICE NAME: REQUEST FOR CERTIFIED TRUE COPIES OF OFFICIAL DOCUMENTS/RECORDS
(ORDINANCES, RESOLUTIONS, ETC.)

*INSERT SERVICE DESCRIPTION: The Sangguniang Bayan may under its mandate, provide copies of its documents to
requesting parties as may be authorized by law and under the Municipal Revenue Code.

Office or Division: Office of the Secretary to the Sangguniang Bayan (OSSB)
Classification: Simple
Type of Transaction: G2C (Government to Citizen)
Who may avail: General Public
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Letter Request Requesting party
2. Proper endorsement by concerned Requesting Party

authorities or officers if needed

AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Fillup and submit | Receive request 10 minutes SB Secretariat
request form form/verify purpose

and check availability
of requested
documents—instruct
payment of the
corresponding fee.

2. Pay Receive Php 80.00 10 minutes MTO
corresponding Payment/Issue
fees at the Official Receipt
Municipal
Treasurer’s Office
Receive Official 10 minutes SB Secretariat
Receipt (OR)/
photocopy of the
3. Present official requested
receipt (OR) to SB | documents/SB
Staff Secretary certifies the

authenticity of the

document and affixed

signature.

4. Get 5 minutes SB Secretariat
document/sign in | Release document
log book

End of Transaction
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2. SERVICE NAME: APPROVAL OF FRANCHISE CONFIRMATION/VERIFICATION AND AUTHORITY TO
OPERATE MCH-SERVICE

*INSERT SERVICE DESCRIPTION: Pursuant to the provision of sub-paragraph vi, paragraph 3, Section 447 “a” of the 1991
Local Government Code which states to wit: “Subject to the guidelines prescribed by the Department of Transportation
and Communications, shall regulate the operation of tricycles and grant franchises for the operation thereof within the
territorial jurisdiction of the municipality, “the Sangguniang Bayan is given the legislative authority to issue franchise for
the operation of tricycles within the territorial jurisdiction of the municipality.”

Office or Division: Office of the Secretary to the Sangguniang Bayan (OSSB)
Classification: Simple
Type of Transaction: G2C (Government to Citizen)
Who may avail: Franchisee or Authorized Representative
Requirements
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Franchise confirmation/verification and Requesting Party/BPLO
authority to operate
MCH-Service forms Requesting Party/BPLO
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Client presents the SB Staff checks and 10 minutes SB Secretariat
documents from receives the documents:
OMM Franchise

confirmation/verification
and authority to operate
MCH-Service forms

2. Present the document Php 80.00 1 day (depending SB Secretary and SB
for the Signature of the on the availability Member on Zoning,
SB Secretary and SB of the signatories) | Housing,
Member Chairperson on Transportation, and
Zoning, Housing, Communication.

Transportation, and
Communication.

3. Qet the document & Release document 5 minutes SB Secretariat
sign the loghook

End of Transaction

3. SERVICE NAME: PERMIT ON TRANSFER OF CADAVER

*INSERT SERVICE DESCRIPTION: A certificate of transfer of Cadaver is issued to the requesting client.

Office or Division: Office of the Secretary to the Sangguniang Bayan (OSSB)
Classification: Simple
Type of Transaction: G2C (Government to Citizen)
Who may avail: General Public
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Death certificate duly signed by the attending Municipal Civil Registrar
physician & the Embalmer
Official Receipt Municipal Treasurer’'s Office
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AGENCY FEES TO | PROCESSING PERSON

SRS SUISFS ACTIONS BE PAID TIME RESPONSIBLE
1. Fillupand Receive request 10 mins SB Secretariat

submit/present form/copy of Death

the request form Certificate/verify

and copy of the purpose of

the Death requested documents.

Certificate Instruct payment of

the corresponding fee.

2. Pay at the Municipal | Receive Payment/lssue | Php 80.00 15 minutes Revenue Section

Treasurer’s Office OR (depending on the

availability of the
signatories)
3. Present official Receive Official Receipt 5 minutes SB Secretariat
’ . (OR)/Prepare document
g(;(?flpt (OR) to SB for signature of the SB
Secretary

4. Getthe permit and Release document 5 minutes SB Secretariat

sign the logbook

End of Transaction

4. SERVICE NAME: RESOLUTION APPROVAL OF SIMPLE SUBDIVISION

*INSERT SERVICE DESCRIPTION: Resolution Approval of Simple Subdivision

Office or Division:

Office of the Secretary to the Sangguniang Bayan (OSSB)

Classification:

Simple

Type of Transaction:

G2C (Government to Citizen)

Who may avail:

Land Owners Applicant or authorized representatives

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Letter Request;

Requesting party

Duly Notarized Application Form;

Requesting party

Site Development Plan with Vicinity Map;

Assessor’s Office & MPDC

Certified True Copy of Title & Tax Declaration;

Assessor’s Office

Deed of sale/MOA/SPA if title is not registered in
the name of the applicant, Zoning Certification,

Requesting party

DAR Clearance if the TCT is an Emancipation DAR
Patent.
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Submit Letter Receive documents, 10 minutes SB Secretariat

Request and other

requirements

conduct initial evaluation
as to the authenticity
and completeness of the
submitted documents

Refer to the committee
on Zoning, Housing,
Transportation and
Communication for the

1-day session

SB member on Zoning,
Housing
Transportation, and
Communication
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inclusion in the Order of
Business (1 referral)
Refer to the committee
on Zoning, Housing,
Transportation and

3. Communication for

A 10-day notice is
provided before
the conduct of a

Committee Report Committee
(Public Hearing may be Hearing
done)
4 Rendition of Committee 1 day session
) Report
5 Final reading of 1 day session

resolution for approval
Preparation of final,

6. approved and signed
copy of the resolution
Release upon signing of
resolution for approval

End of Transaction

Note: Resolution undergo 3 readings at the Sangguniang Bayan (1% referral, presentation of committee report and third and final
reading) or passing thru 3 session days.

7. Get documents/sign 5 minutes SB Secretariat

loghook

5. SERVICE NAME: RESOLUTION FOR PRELIMINARY APPROVAL & LOCATIONAL CLEARANCE FOR
COMPLEX SUBDIVISION

*INSERT SERVICE DESCRIPTION: Resolution for Preliminary Approval & Locational Clearance for Complex Subdivision

Office or Division:
Classification:
Type of Transaction: G2C (Government to Citizen)

Who may avail: Landowners or their authorized representative

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Duly notarized application form, site development Requesting party
plan of lots,
cert. true copy of title and tax declaration; Deed of
SALE/MOA/SPA if applicant is not the registered
owner in the land title Clearance for conversion of
property (if from agriculture to residential),
zoning certificate, DAR clearance if the TCT is an
Emancipation Patent, Sworn Statement as to
nature, number and income level of beneficiaries,
Sworn Statement as to maximum

Office of the Secretary to the Sangguniang Bayan (OSSB)
Simple

Assessor’s Office

MPDC; DAR; Requesting Party

Requesting party

AGENCY FEESTO | PROCESSING PERSON
SRS SIS ACTIONS BE PAID TIME RESPONSIBLE
1. Submit Letter Receive documents, 10 minutes SB Secretariat

conduct initial evaluation
as to the authenticity
and completeness of the
submitted documents

2. Refer to the committee

Request and other
requirements

1 day session SB member on Zoning,

on Zoning, Housing,
Transportation and
Communication for the
inclusion in the Order of
Business (1%t referral)

Housing
Transportation and
Communication
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Refer to the committee
on Zoning, Housing, A 10-day notice is
Transportation and provided before
3. Communication for the conduct of a
Committee Report Committee
(Public Hearing may be Hearing
done)
4 Rendition of Committee 1 day session
' Report
5 Final reading of 1 day session
' resolution for approval
Preparation of final,
6. approved and signed
copy of the resolution
7. Get documents/sign | Release upon signing of 5 minutes SB Secretariat
logbook resolution for approval
End of Transaction

Note: Resolution undergoes 3 readings at the Sangguniang Bayan (1% referral, presentation of committee report, and final
reading) or passing through 3 session days. A public hearing may be called upon as necessary.

6. SERVICE NAME: RESOLUTION FOR FINAL APPROVAL FOR COMPLEX SUBDIVISION

*INSERT SERVICE DESCRIPTION: Resolution for Final Approval for Complex Subdivision

Office or Division:

Office of the Secretary to the Sangguniang Bayan (OSSB)

Classification:

Simple

Type of Transaction:

G2C (Government to Citizen)

Who may avalil:

Landowners or their authorized representative

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Duly notarized application form, site development
plan of lots,

Requesting party

cert. true copy of title and tax declaration; Deed of
SALE/MOA/SPA if applicant is not the registered
owner in the land title, construction cost Clearance
for conversion of property (if from agriculture to
residential), zoning certificate, DAR clearance if the
TCT is an Emancipation Patent, Sworn Statement
as to nature, number and income level of
beneficiaries,

Assessor’s Office; MPDC; DAR; Requesting Party

Sworn Statement as to maximum

Requesting party

CLIENT STEPS

AGENCY
ACTIONS

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1.

Submit Letter
Request and other
requirements

Receive documents,
conduct an initial
evaluation as to the
authenticity and
completeness of the
submitted documents

10 mins

Refer to the committee
on Zoning, Housing,
Transportation and
Communication for the
inclusion in the Order of
Business (1%t referral)

1-day session

SB member on Zoning,
Housing Transportation,
and Communication

Refer to the committee
on Zoning, Housing,

A 10-day notice is
provided before
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Transportation and the conduct of a

Communication for Committee
Committee Report Hearing
(Public Hearing may be
done)
4 Rendition of Committee 1 day session
' Report
5 Final reading of 1 day session

resolution for approval

Preparation of final,

6. approved and signed
copy of the resolution
7. Get documents/sign | Release upon signing of 5 minutes SB Secretariat
logbook resolution for approval

End of Transaction

Note: Resolution undergoes 3 readings at the Sangguniang Bayan (1% referral, presentation of committee report, and final
reading) or passing through 3 session days. A public hearing may be called upon as necessary.
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OFFICE OF THE MUNICIPAL MAYOR-TOURISM

External Services

1. INFORMATION FOR GUESTS REGARDING BUCARI PINE FOREST

Guests are given a detailed briefing about the area, regarding the fees and key attractions, and accommodations, including

cottages in the campsite.

Office or Division:

Local Tourism Office

Classification:

Simple

Type of Transaction:

G2C — Government to Citizen

Who may avail:

All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

NONE NONE
PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID TIME RESPONSIBLE
1.Call for information of 1.1 Receives NONE 3 minutes Tourism Staff
Bucari Pine Forest calls/entertain callers/for
proposed schedule of
visit
2. Receive information, Re: | 2.1 Give information on NONE 5 minutes Tourism
fees, accommodations, rules & regulations, fees Officer/Staff
rules & regulations and accommodations in
Bucari Pine Forest
NONE Total: 8 minutes
End of Transaction
2. RESERVATION FOR ACCOMMODATION IN BUCARI PINE FOREST
Guests sets a reservation for accommodation for the day of their visit.
Office or Division: Local Tourism Office
Classification: Simple
Type of Transaction: G2C — Government to Citizen
Who may avail: All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
NONE NONE
PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID TIME RESPONSIBLE
1.Call for information 1.1 Receives calls/entertain | NONE 3 minutes Tourism Officer

regarding reservation of
Bucari Pine Forest
Accommodations

callers/for reservation
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2.Receive information, 2.1 Give information on NONE 5 minutes Tourism
Re: fees, rules & regulations, fees Officer/Staff
accommodations, rules | and available schedule for
& regulations accommodations in Bucari
Pine Forest.
For accommodation fees,
see attached rates.
3. Secure areservation 3.1 Get details to secure NONE 5 minutes Tourism Staff
and receive reservation
confirmation of
reservation Name:
(accommodation has Address:
been decided) Contact Number:
No. of pax:
Type of Reservation: Day
tour or Overnight
Date of reservation:
3.2 Forward the details of NONE 2 minutes Tourism
reservation to the Bucari Staff/Reservatio
Pine Forest Campsite n Personnel
3.3 Book reservation
NONE Total: 15 minutes
End of Transaction
3. ACCOMMODATION FOR DAY TOUR GUESTS IN BUCARI PINE FOREST
Accommodation of the guests on the day of their visit.
Office or Division: Local Tourism Office
Classification: Simple
Type of Transaction: G2C — Government to Citizen
Who may avail: All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
NONE NONE
PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID TIME RESPONSIBLE
1. Log-in at camp site | 1.1 Assist guests in filling- NONE 5 minutes Tourism Officer
out log-in forms.
1.2 Advise client to pay
corresponding fees.
2. Pays for the fees (at | 2.1 Receive payment PHP 80.00 for Non- 5 minutes Assigned
campsite) 2.2 Issues cash tickets resident Personnel

PHP 60.00 for
Resident
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3.

Enters the
premises of the
Bucari Pine Forest

3.1 Stamp the guest upon
entry

NONE

2 minutes

Tourism Staff

PHP 80.00 for Non-
resident

PHP 60.00 for
Resident

*Plus,
accommodation
availed (see attached
rates)

Total: 12 minutes

End of Transaction

ACCOMMODATION RATES

Cottages 1, 2, and 3: PHP 800 (Day Tour) PHP 1, 600 (Overnight)
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Bahay Kubo with room: PHP 500 (Day Tour), PHP 1,000 (Overnight)

FOR DAY TOUR ONLY:

oy O ¢
illiiins 1 30
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PaV|||n. PH 5,0 (Nonre5|dent), PP ,00 (Resident)
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MUNICIPAL DISASTER RISK REDUCTION AND MANAGEMENT OFFICE

External Services

1. EMERGENCY RESPONSE ON TRAUMA CASES

Conduct of immediate assistance during disasters, including rescue operations, medical aid and evacuation of individuals

on distress situation.

Office or Division:

Local Disaster Risk Reduction and Management Office

Classification:

Complex

Type of Transaction:

G2C

Who may avail:

General Public

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

NONE NA
FEES TO PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID PROCESSING TIME RESPONSIBLE
1. After the incident, 1.1 Upon received information Depending on nature | LDRRMO
client/folks/ the personnel on-duty log, of incident and Clerk/Operation
by-standers verify and confirm information. location (Natural or and Warning
report/inform distress None Human Induced Officer / Local
or emergency cases Hazard) DRRM Officer
in person or any mode
of communication at
Local DRRM Office
24/7 Operation Center
1.2 Deploy and respond to the | None Depending on nature | Emergency and
incident area. of incident and Medical
location Team/PNP/BFP
1.3 Survey the scene and Depending on nature | Emergency and
assess the area of incident and Medical
None location Team/PNP/BFP
1.4 Provide emergency Depending on the Emergency and
medical services and apply Glasgow Coma Medical Team
first aid administration if None Scale (GCS)
needed, if not proceed to 1.5
1.5 Transport and endorse to Depending on the Emergency and
the medical facilities for medical facilities Medical Team
proper medication None location
1.6 Collect data and basic Research and
individual information None 1 day Planning Officer/
Local DRRM
Officer
1.7 Encoding and report 1 day Research and
preparation for signatories None Planning Officer/
Local DRRM
Officer
TOTAL None 2 Days and

depending on the
extent of damage
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and nature of
incident

End of Transaction

Contact Information:

Office Address: Capalla Avenue, Poblacion, Leon, lloilo
Hotline : Tel. (033) — 3303386

CP Smart # 09814108737
Email: Idrrmoleon@yahoo.com

2. RAPID DAMAGE ASSESSMENT AND NEED ANALYSIS (RDANA) AND PLANNING
Determine the life threatening situation and life-saving needs of the affected population immediately after the

disaster or emergency. Conduct of risk assessments and develop disaster management plans.

Office or Division: Local Disaster Risk Reduction and Management Office

Classification: Complex

Type of Transaction: G2C

Who may avail: General Public

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Situational Report signed by Punong Brgy. Multi-Purpose Hall
Barangay/BDRRMC Chairperson where the incident
occurred.
CLIENT STEPS AGENCY ACTIONS | ToBE | PROCESSING | PERSON
PAID TIME RESPONSIBLE
1. Submit Situational Log, acknowledged/ None 5 minutes LDRRMO
Report at the Local received the Situational Personnel
DRRM Office within Report submitted
24 hours after the
incident
Present to the Local None 1 hour LDRRM Officer
Chief Executive the
Situational Report
received and discuss the
action to be taken
Assigning and Tasking of | None 30 minutes Operation and
personnel Warning
Officer/LDRRMO
accompanied by
the following: For
Agriculture,
Livestock and
Fisheries related
(OMA)
For Infrastructure
related (OME)
For Household
Population
(MSWD)
Prepare all necessary None 5 minutes LDRRMO
resources/logistics Personnel
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Deployment and conduct | None Depending on LDRRMO

Rapid Damage nature of Personnel

Assessment and Need :gggfonr: and

Analysis (RDANA) (1 Day)

Encode, Review and None 1 Day Research and

prepare reports for Planning Officer/

signatories Local DRRM
Officer

Present to the Local None 1 hour LDRRM Officer

Chief Executive the
RDANA results for
recommendation and
appropriate action

Submit to Disaster None 5 minutes LDRRMO
Response Operation Clerk/Research
Monitoring and and Planning
Information Center Officer/LDRRMO/
(DROMIC) MSWD
2. Received the File and secure the None 5 minutes LDRRMO
results of RDANA | copied documents Personnel

received by the
barangays concerned

2 Days, 2 hours,
TOTAL NONE 50 minutes and
depending on
nature of
incident and
location

End of Transaction

Contact Information:
Office Address: Capalla Avenue, Poblacion, Leon, lloilo

Hotline : Tel. (033) — 3303386
CP Smart # 09814108737
Email: [drrmoleon@yahoo.com

3. HAZARD CLEARING OPERATION ON CUTTING OF TREES

Identifying potential hazards and evaluating hazards to determine which are significant for the specific clearing
operation and eliminating or reducing hazards.

Office or Division: Local Disaster Risk Reduction and Management Office

Classification: Complex

Type of Transaction: G2C

Who may avail: General Public

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Original copy Letter of Request duly signed by the Punong Brgy. Multi-Purpose Hall (where the clearing operation will
Barangay/BDRRMC Chairperson or Letter Request from be conducted)

Private Individual approved by the Punong Barangay received
and approved by the Municipal Mayor
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FEES TO BE PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS PAID TIME RESPONSIBLE
1. Submit the required 1.1 Received, check/assess None 5 minutes Operation and
document for review and validate the required Warning Officer/
and verification at document submitted. LDRRMO
Local DRRM Office
1.2 Conduct Hazard and Risk | None 1 day Research and
Assessment (to be Planning Officer/
included on LDRMMO
Revenue
Code)
1.3 Encoding, Report None 1 day LDRRMO
Preparation, Review and (to be included Clerk/Research and
Signatories’ on Revenue Planning Officer/
Code) LDRMMO
1.4 Scheduling of operation None 30 minutes Operation and
and tasking of personnel Warning Officer/
Research and
Planning
Officer/LDRRMO/OM
E
1.5 Inform the client for the None 1 hour Operation and
scheduled set for operation Warning
thru a confirmation letter Officer/LDRRMO
2. Accept and received 2.1 File and secure the None 5 minutes LDRMMO
the confirmation letter | copied documents received Clerk/LDRRMO
by the client.
2.2 Inform client as to the 1 hour
supplies needed for the Operation and
operation Warning Officer/Local
DRRM Officer
3. Prepare the 3.1 Deployment of the None 1 hour Operation and
necessary supplies Clearing and Operations Warning
for the operation Team Officer/Office of the
Municipal Engineer
3.2 Conduct of Clearing None 3 days Operation and
Operation Warning
Officer/Office of the
Municipal Engineer
3.3 Encode, Prepare After None 1 day LDRRMO Clerk/
Activity Report and Research and
signatories Planning Officer/
LDRMMO
TOTAL NONE 6 Days, 3 Hours
and 40 Minutes

End of Transaction

Contact Information:
Office Address: Capalla Avenue, Poblacion, Leon, lloilo

Hotline : Tel. (033) — 3303386
CP Smart # 09814108737
Email: Idrrmoleon@yahoo.com
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4. HAZARD CLEARING OPERATION ON ACCESSIBILITY BLOCKAGE AND DEBRIS

Identifying potential hazards and evaluating hazards to determine which are significant for the specific clearing
operation and eliminating or reducing hazards.

Office or Division:

Local Disaster Risk Reduction and Management Office

Classification:

Complex

Type of Transaction:

G2C

Who may avail:

General Public

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

2. Situational Report signed by Punong Brgy. Multi-Purpose Hall
Barangay/BDRRMC Chairperson where the incident
occurred.
CLIENT STEPS AGENCY ACTIONS FEEF?A-II_S e PRO%EASESING PERSON RESPONSIBLE
1. Submit the required 1.1 Received, None 5 minutes LDRRMO Clerk
document for review and check/assess and
verification at the Local validate the required
DRRM Office document submitted.
1.2 Conduct Hazard and | None 1 day Research and Planning
Risk Assessment Officer/ LDRMMO
1.3 Encoding, Report None 1 day LDRRMO Clerk/Research
Preparation and and Planning Officer/
Signatories’ LDRMMO
1.4 Scheduling of None 3 days Operation and Warning
operation and personnel Officer/ Research and
tasking Planning
Officer/LDRRMO/OME
1.5 Inform the client for None 1 hour Operation and Warning
the scheduled set for Officer/LDRRMO
operation
2. Accept and received the 2.1 File and secure the None 5 minutes LDRMMO Clerk/LDRRMO
confirmation letter documents.
3. Prepare the necessary 3.1 Deployment of the None Depending on the | Operation and Warning
supplies for the operation Clearing and Operations location Officer/Office of the
Team Municipal Engineer
3.2 Conduct of Clearing | None Depending on the | Operation and Warning
Operation volume and Officer/Office of the
coverage of an Municipal Engineer
area
3.3 Encode, Prepare None 1 day LDRRMO Clerk/ Research
After Activity Report and and Planning Officer/
signatories LDRMMO
- End of Transaction -
TOTAL NONE 7 days and 10

minutes and
depending on
the volume and
coverage of an
area

End of Transaction

Contact Information:

Office Address: Capalla Avenue, Poblacion, Leon, lloilo

Hotline : Tel. (033) — 3303386

Email:

CP Smart # 09814108737

Idrrmoleon@yahoo.com
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5. DISASTER PREPAREDNESS

Conduct of training and awareness programs for the community on disaster preparedness and risk reduction

activities.

Office or Division:

Local Disaster Risk Reduction and Management Office

Classification:

Complex

Type of Transaction:

G2C

Who may avail:

General Public

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Original copy Letter of Request duly signed by the head of
requesting party received by the Office of the Mayor with
approved notification written on the request letter

Head of the Entity/Agency requesting party/
Office of the Municipal Mayor

2. Copy of Approved Activity Design by the

Head of the Entity/Agency requesting party

Requestor
CLIENT STEPS AGENCY ACTIONS 'Il':g S& | PROCESSING PERSON
PAID TIME RESPONSIBLE
1. Submit letter request | Received and log the LDRRMO Clerk
received and approved | documents submitted None 3 minutes
by the Municipal Mayor
at the Local DRRM
Office
Review and Study the None 4 hours Research and
documents Planning Officer
Plan and Schedule the None 4 hours Research and
activity Planning Officer
Assigning and Tasking of | None 30 minutes Research and
personnel Planning
Officer/LDRRMO
Send confirmation and None 1 hour Administration
schedule of activity and Training
Officer/LDRMMO
2. Received the File and secure copied None 1 minute LDRRMO Clerk
confirmation letter documents received by
the client
Conduct site visit and None 4 hours Operation and
assessment 3 days Warning
before the activity proper Officer/LDRRMO
3. Prepare the venue, Inform/Coordinate Operation and
audio and necessary proponent the result of Warning Officer/
supplies and materials assessment and Administration
intended for the training | evaluation and and Training
coordinate the details of | None 2 hours Officer
training supplies and
materials to be used.
Deployment of Training Administration
Management Team 1 hour and Training
Officer/Local

DRRM Officer
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Conduct of training and

Administration

TOTAL

awareness program Minimum of and Training

One (1) Day Officer

and Maximum

of Five (5)

Days
Encode and prepare LDRRMO Clerk/
After Training/Activity Administration
Report for review and 1 Day and Training
signatories Officer/LDRRMO

2 Days, 16

Hours and 34
minutes and
depending on
the duration
of Training
Activity

End of Transaction

Contact Information:

Office Address: Capalla Avenue, Poblacion, Leon, lloilo

Hotline : Tel. (033) — 3303386
CP Smart # 09814108737
Email: Idrrmoleon@yahoo.com

109




OFFICE OF THE MUNICIPAL MAYOR-MENRO

External Services

1. CERTIFICATION FOR TREE CUTTING, LUMBER, CHARCOAL, OR WOOD FUEL

The Certification for Tree Cutting, Lumber, Charcoal, or Wood Fuel is a document issued to individual
requested for tree cutting and to be lumbered either for personal or commercial purposes. The certification
interposes no objection on the trees to be cut down through assessment and ground validation in order to
justify that the trees belong to deregulated tree species.

Office or Division: Municipal Environment and Natural Resources Office (MENRO)
Classification: Simple
Type of G2C
Transaction:
Who may avail: All Citizens 18 years old and above
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Application Form (1 Original & 2 MENRO
Photocopies)
Barangay Certification of No Objection (1 Barangay Hall

Original & 2 Photocopies)

Photocopy of Land Title or Tax Declaration Personal File/ Municipal Assessor’s Office

(3 copies)
REPRESENTATIVE
Special Power of Attorney if Non-Owner of Citizen or Client Being Represented
the Land (1 original copy & 2 Photocopies)
PERSON
FEES TO PROCESSIN
CLIENT STEPS AGENCY ACTIONS BE PAID G TIME RESPOENSIBL

1, Sign the Logbook | 1.1Give the Logbook None 2 minutes MENRO Staff
of the Office and Fill | to the Clients MENRO-
up the Application 1.2 Give instruction None 5 minutes Designate
Form to the client how to fill

up application form
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2. Submit 2.1 Receive the None 3 minutes MENRO-
Requirements to documents Designate
MENRO and receive | 2.2 Review and None 10 minutes MENRO Staff
schedule of examine the
assessment and completeness of the
ground validation documents
2.3 Inform client for None 5 minutes MENRO-
the schedule of Designate
assessment and MENRO Staff
ground validation for
tagging of trees
2.4 Conduct site None 1 day and 4 MENRO-
assessment and hours Designate
ground validation for MENRO Staff
tagging of trees
together with the None 3 hours MENRO-
Owner Designate
2.5 Preparation of MENRO Staff
Certification and
Assessment Report None 1 day Private
for Attachment Secretary
2.6 Processing of Mayor’s Office
Certification for
Mayor’s Signature
3. Receive Order of | 3.1 Issue the Order None 5 minutes MENRO-
Payment from of Payment Designate
MENRO MENRO Staff
4. Pay Certification 4.1 Accept the Php80.00 for | 10 minutes Local Revenue
Fee at MTO Payment based on Certification Collection
the Order of Payment Fee Officer | MTO
4.2 Issue the Official None 10 minutes LRCO |
Receipt MTO
5. Present Official 5.1 Check the Official None 5 minutes MENRO-
Receipt to MENRO Receipt and secure Designate
and receive the Office copy MENRO Staff
Certification 5.2 Releasing of
Certification None 3 minutes
TOTAL Php80.00 | 2 days, 7hrs

& 58 minutes

End of Transaction
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2. SERVICE NAME: CERTIFICATION FOR APPLICATION OF NEW BUSINESS PERMIT

The Certification for Application of New Business Permit is a document issued to individual requested for
certification to operate in accordance to the Environment Code of the Municipality and strict implementation of

Solid Waste Segregation and presence of waste bins.

Office or Division:

Municipal Environment and Natural Resources Office (MENRO)

Classification:

Simple

Type of Transaction:

G2B

Who may avail:

Owner of the New Business Establishment

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Permit Clearance Form BPLO
DTI Permit /SEC Requesting Client
Barangay Clearance Barangay Hall
FEES TO PROCESSIN PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID G TIME RESPONSIBLE
1, Sign the Logbook of the | 1.1 Give the None 2 minutes MENRO Staff
Office Logbook to the MENRO-
Clients Designate
2. Present the 2.1 Check the None 15 minutes MENRO-
attachments to MENRO completeness of Designate
and receive schedule of attached documents MENRO Staff
assessment and secure office
copy None 3 minutes MENRO-
2.2 Inform client for Designate
the schedule of MENRO Staff
assessment and
inspection None 1 day MENRO-
2.4 Conduct site Designate
assessment and MENRO Staff
inspection with the
Owner None 2 hrs. MENRO-
2.5 Preparation of Designate
Certification MENRO Staff
2.6 Sign the None 10 minutes
Certification and MENRO-
Permit Clearance Designate
Form
3. Receive Order of 3.1 Issue the Order None 5 minutes MENRO-
Payment from MENRO of Payment Designate
MENRO Staff
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4. Pay Certification Fee at | 4.1 Accept the Php80.00 | 10 minutes Local Revenue
MTO Payment based on for Collection
the Order of Certification Officer | MTO
Payment Fee
10 minutes LRCO |
4.2 Issue the Official None MTO
Receipt
5. Present Official Receipt | 5.1 Check the None 5 minutes MENRO-
to MENRO and receive Official Receipt and Designate
the Certification secure Office copy MENRO Staff
5.2 Releasing of
Certification None 3 minutes MENRO-
Designate
MENRO Staff
TOTAL Php80.00 | 1 day, 2hrs &
53 minutes
End of Transaction

3. SERVICE NAME: CERTIFICATION FOR APPLICATION OF BUSINESS PERMIT TO OPERATE THE
PIGGERY/POULTRY

The Certification for Application of Business Permit to operate the Piggery/Poultry is a document issued
to individual requested for certification that contains the year operated and no complaint.

Office or Division: Municipal Environment and Natural Resources Office (MENRO)
Classification: Simple
Type of G2B
Transaction:
Who may avail: Owner of Piggery and Poultry within the territorial jurisdiction of the
Municipality of Leon
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Permit Clearance Form BPLO
DTI Permit/SEC Requesting Client
Certificate of No Complaint Barangay Hall

Barangay Clearance

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

1, Sign the Logbook | 1.1 Give the Logbook None 2 minutes MENRO Staff
of the Office to the Clients MENRO-

Designate
2. Present the 2.1 Check the None 15 minutes MENRO-
attachments to completeness of Designate
MENRO and receive | attached documents MENRO Staff
schedule of and secure office copy
assessment None 3 minutes
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2.2 Inform client for the MENRO-
schedule of Designate
assessment and onsite MENRO Staff
inspection
2.4 Conduct site None 1 day MENRO-
assessment and Designate
inspection with the MENRO Staff
Inspection Team Sanitary
composed of Sanitary Inspector
Inspector, MENRO Municipal
Personnel & MAO Agriculture
Personnel None 2 hrs. Office Staff
2.5 Preparation of MENRO-
Certification None 10 minutes Designate
2.6 Sign the MENRO Staff
Certification and
Permit Clearance Form
3. Receive Order of | 3.1 Issue the Order of None 5 minutes MENRO-
Payment from Payment Designate
MENRO MENRO Staff
4. Pay Certification 4.1 Accept the Php80.00 | 10 minutes Local Revenue
Fee at MTO Payment based on the for Collection
Order of Payment Certification Officer | MTO
4.2 Issue the Official Fee 10 minutes LRCO |
Receipt None MTO
5. Present Official 5.1 Check the Official None 5 minutes MENRO-
Receipt to MENRO Receipt and secure Designate
and receive the Office copy MENRO Staff
Certification 5.2 Releasing of
Certification None 3 minutes MENRO-
Designate
MENRO Staff
TOTAL Php80.00 |1 day, 2hrs &
53 minutes

End of Transaction

4. SERVICE NAME: CERTIFICATION FOR CHAINSAW PERMIT TO OPERATE

The Certification for Application of Permit to operate a chainsaw is a document issued to individual

requested to certify the owner of the equipment used for cutting trees.

Office or Division:

Municipal Environment and Natural Resources Office (MENRO)

Classification:

Simple

Type of Transaction:

G2B
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Who may avail: Chainsaw Owner

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Barangay Certification
Official Receipt of the Chainsaw
Picture of the Equipment

Barangay Hall
Requesting Client
Requesting Client

FEES TO PROCESSIN PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID G TIME RESPONSIBLE
1, Sign the Logbook of | 1.1 Give the None 2 minutes MENRO Staff
the Office Logbook to the MENRO-
Clients Designate
2. Present the 2.1 Check the None 15 minutes MENRO-
requirements to completeness of Designate
MENRO attached documents MENRO Staff
and secure office
copy None 3 hrs
2.5 Preparation of MENRO-
Certification Designate
2.6 Sign the None 10 minutes MENRO Staff
Certification
MENRO-
Designate
3. Receive Order of 3.1 Issue the Order None 5 minutes MENRO-
Payment from MENRO | of Payment Designate
MENRO Staff
4. Pay Certification Fee | 4.1 Accept the Php80.00 | 10 minutes Local Revenue
at MTO Payment based on for Collection Officer
the Order of Certification | MTO
Payment Fee
10 minutes LRCO |
4.2 Issue the Official None MTO
Receipt
5. Present Official 5.1 Check the None 5 minutes MENRO-
Receipt to MENRO and | Official Receipt and Designate
receive the Certification | secure Office copy MENRO Staff
5.2 Releasing of
Certification None 3 minutes
MENRO-
Designate
MENRO Staff
TOTAL Php80.00 | 4 hrs

End of Transaction
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Internal Services

1. SERVICE NAME: ENDORSEMENT OF MENRO FOR BUSINESS PERMIT FOR NEW AND
RENEWAL ON iBPLS

Office or Division:

Municipal Environment and Natural Resources Office

Classification:

Simple

Type of Transaction:

G2G - Government to Government

Who may avail:

BPLO and MTO

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
e Duly accomplished Business Permit Form | BPLO
e DTI Certificate of Business Name DTI
Registration Barangay Hall
e Barangay Clearance
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
4. BPLO submit for 4.1 Check and
endorsement and assess encoded 3 minutes MENRO Staff/ iBPLS
approval of MENRO data on iBPLS None Endorser
certification dashboard
including its 5 minutes
attachment
2 minutes
4.2 Prepare and MENRO Designate
signed business
certification
4.3 Upload MENRO Staff/ iBPLS
L Endorser
certification and
endorsed for
securing Tax
Order of Payment
TOTAL None 10 minutes

End of Transaction
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2. SERVICE NAME: ACTION TO COMPLAINS RELATED TO SANITATION AND VIOLATION OF
ENVIRONMENTAL LAWS

This service is being requested by the individual who had complains regarding sanitation and violation of

environmental laws affecting the nearby residences or barangay through a letter complain.

Office or Division:

Municipal Environment and Natural Resources Office (MENRO)

Classification:

Simple

Type of Transaction:

G2C

Who may avail:

General Public

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Letter of Complaint from the Client or Barangay

Client or Barangay Council

FEESTO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Sign the Logbook of 1.1 Give the Logbook None 2 minutes MENRO Staff
the Office to the Clients MENRO-Designate
2. Present Letter of 2.1 Received the None 2 minutes MENRO-Designate
Complaint Letter of complain MENRO Staff
2.2 Discuss client
concerns and None 30 minutes MENRO-Designate
complaints MENRO Staff
2.3 Inform the
Inspection Team and
schedule the site None 5 minutes MENRO-Designate
Assessment and MENRO Staff
inspection
2.4 Verify and MENRO-Designate
conduct assessment None 1 day MENRO Staff
and inspection MHO Personnel
MA Personnel
2.5 Evaluate, study, None 10 minutes MENRO-Designate
analyze the MENRO Staff
inspection or MHO Personnel
assessment MA Personnel
2.6 Prepare the None 2 hours MENRO-Designate
Report with action MENRO Staff
taken and
recommendations
None 1 day MENRO-Designate
2.7 Process the MENRO Staff
Signatories OMM
2.8 Furnish copy of None 5 minutes MENRO-Designate
report to Members of MENRO Staff
Inspection Team
TOTAL None 2 days, 2hrs &

54 minutes

End of Transaction
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OFFICE OF THE MUNICIPAL MAYOR-BPLO

SERVICE NAME: BUSINESS PERMIT-NEW

DESCRIPTION OF THE SERVICE

Issued for the purpose of regulating business of an individual, partnership, corporation or cooperative regularly engage in
trade or commercial activity as a means of livelihood or with view to profit in the city/municipality within the jurisdiction of

the LGU.

OFFICE/DIVISION: Business Permit & Licensing Office (BPLO)

CLASSIFICATION: Simple

TYPE OF TRANSACTION: G2B Governmentto Business

'WHO MAY AVAIL:

Individual, partnership, corporation or cooperative who intend to put-up a business within the
area of jurisdiction of the municipality

Affidavit of Undertaking that there is no substantial
changes made on building/establishment-1 original

copy

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1.Proof or Certificate of Registration: (1 photocopy)
Sole Proprietorship DTI
Partnership/Corporation/One Person Corporation SEC
Cooperative CDA
22.Proof of ownership right to use location:
If owned-Transfer Certificate of Title/Tax declaration (1 Certified Client/ROD
copy)
If not owned- Contract of Lease, Memorandum of Agreement, or Client
\Written consent of property owner (1 certified copy)
Location Plan or sketch of Location (1 original copy) Client
Fire Safety Inspection Certificate of Occupancy (at BEP
least 9 months valid) -1 photocopy
For applicants with valid FSIC for occupancy:

Client
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3. Clearances from National Government Agencies
depending on the line of business/sector- 1
certified copy (if applicable)

Refer to attached Annex 4 per JMC 2021-01

CLIENT STEP AGENCY ACTION FEES TO BE PAID FatlE sl AL
TIME RESPONSIBLE
1. Submit 1.1 Receive application form
accomplished [and verify submitted none 20 minutes BPLO Staff
application form |documents'
with attached
documentary
requirements and
one-time 1.2 Encode and endorse]
Verification and application none 1 hour BPLO Staﬁ
assessment of
taxes, fees and
charges
Business Tax and other ) )
Ii.l Issu?n_clz_eogf Tax Order of fees (depends on gross 30 minutes Caospfl.er/Cclcll_(la_glon
2. Receive TOP |Payment (TOP) sales/Local  Revenue icer (MTO)
and Pay to the Code)
cashier at MTO Business Tax and other . .
2.2 Accept payment andfees (depends on gross 30 minutes Cash!er/CoIIectlon
issue OR sales/Local Revenue Officer (MTO)
Code)
3. Receive 31 Rel ¢ busi
Business Permit [>-- R€l€ase of  DUSINESS none 20 minutes BPLO Staff
and sign logbook [Permit
from BPLO
TOTAL 2 hours, 40
minutes
End of Transaction
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Annex 4

LIST OF PERMITS/CLEARANCES FROM NATIONAL GOVERNMENT AGENCIES FOR

SELECTED SECTORS

Line of Permit/Clearances Needed Issuing National Government
Business/Sector Agency
I.  All establishments Fire Safety Inspection Local Bureau of Fire Protection

Certificate

(BFP)

> Animal Facilities

Certificate of Registration

Brokers/ Merchants
involved in the sale of
commodities for
future transactions

Bureau of Animal Industry

Future Commodity
Merchant/Brokers License

Securities and Exchange
Commission (SEC)

L. Cell sites

Refer to ARTA JMC 01-2020

5. Customs Brokerage
Business

License

Customs Brokers Commission

5. Dealers of Rice and
Corn and Wheat

License (depending on the type
of activity)

National Food Authority

. Drugstores

License to Operate

Food and Drug Administration

3. Forwarders

Accreditation for Sea Freight
Forwarders

Philippine Shippers Bureau

3. Funeral
Homes/Parlors

Training Certificate and license
of Undertaker and Embalmer

Department of Health

10. General/Specialty
and Engineering
Contractor

Contractor’s License

Philippine Contractors
Accreditation Board

I 1. Household/Urban
Pesticides

e License to Operate
- Certificate of Product
Registration

Food and Drug Administration

12. Lending Institutions

Certificate of Authority to
Operate

Bangko Sentral ng Pilipinas

13. LPG Dealer

Application to Supply Natural
Gas ?

Department of Energy

14. Manning and Crewing
Services

License for Recruitment Agency

Philippine Overseas and
Employment Agency

I15. Manpower Agencies
w/ paid up capital of
_at least Ph5,000,000

License to Operate a Private
Recruitment and Placement
Agency

DOLE Regional Office

16. Medical Devices

License to Operate

Food and Drug Administration
(FDA)

17. Messengerial and
Courier Services

Department of Transportation and
Communication

18. Mining

Permits depend on the activity

Department of Environment and
Natural Resources

19. Pest Control Services

Pest Control License

Fertilizer and Pesticide Authority

20. Processed Foods

e License to Operate
e Certificate of Product
Reaistratian

Food and Drug Administration
(FDA)

' 21. Pre- School,
Elementary and High
School

Permit to Operate

Department of Education (DepEd)
Division Office and Regional
Office

22. Real Estate Broker

License

Department of Trade and Industry
OR Professional Regulatory
Board

23. Rent-a-Car and

Franchise/Certificate of Public

Land Transportation Franchising

Transportation Conveyance and Regulatory Board
Services
24. Security Agencies National License PCSUCIA
25. Spa/Massage Clinic Certificate of Training of e Department of Health
Therapist or Masseur/Masseuse | ¢ TESDA
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License of Therapist or
Masseur/Masseuse

Department of Health

26. STL (Small Town

Permit to Operate

Philippine Charity and

Lottery) Sweepstakes Office
27. Structures within Height Clearance Permit Civil Aviation Authority of the
10KM radius of within Philippines
the 10-km radius of
Communication-
Navigation

Surveillance Facilities
located off- airport

28. Telecommunications
Firms

License to Operate

National Telecommunications
Commission

29. Toys and Childcare License to Operate Food and Drug Administration
Articles Certificate of Product (FDA)
Registration
30. Veterinary Products License to Operate Food and Drug Administration
Certificate of Product (FDA)
Registration

31. Video Rental
Services

Registration for Optical Media
Business

Optical Media Board
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BUSINESS PERMIT- RENEWAL

DESCRIPTION OF THE SERVICE:

Issued for the purpose of regulating continued operation of business
of an individual, partnership, corporation or cooperative regularly
engage in trade or commercial activity as a means of livelihood or
with view to profit in the city/municipality within the jurisdiction of

the Municipality of Leon.

OFFICE/DIVISION: Business Permit & Licensing Office (BPLO)

CLASSIFICATION: Simple

TYPE OF TRANSACTION: G2B Government to Business

WHO MAY AVAIL:

Individual, partnership, corporation or cooperative who intend to continue operation of its
business within the area of jurisdiction of the municipality

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Proof of Annual Gross Receipts: 1 photocopy

*Audited Financial Statement (AFS) or Unaudited AFS
for those who are not required to file with the BIR

*Sworn Declaration of gross sales or Income Tax
Return

2. Clearances from National Government Agencies
depending on the line of business/sector - 1 certified
copy (if applicable)

Refer to attached Annex 4 per JMC 2021-01

CLIENT STEP RS TG FEESTOBE | PROCESSING S ERSON RESPONSIBLE
PAID TIME
1. Submitaccomplished  [1-1 Receive application
application form with form and verify submitted none 20 minutes BPLO Staff
attached documentary documents

122




requirements and one-time
\verification and assessment
of taxes, fees and charges

application

1.2 Encode and endorse|

none

1 hour

BPLO Staff

2.1 Issuance of Tax Ordern

Business  Tax
and other fees|
(depends  on

30 minutes Cashier/Collection Officer MTO
of Payment (TOP) gross
sales/Local
2. Receive TOP and Pay to Revenue Code)
the cashier at MTO -
Business  Tax
and other fees|
2.2 A t ment an
I ccept payment and(depends on 30 minutes Cashier/Collection Officer MTO
issue OR gross
sales/Local
Revenue Code)
3. Receive Business Permit[3.1 Release of business
. Ve LS ! . us! none 20 minutes BPLO Staff
and sign logbook from BPLO [permit
TOTAL 2 hours and 40
minutes

End of Transaction
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Annex 4

LIST OF PERMITS/CLEARANCES FROM NATIONAL GOVERNMENT AGENCIES FOR

SELECTED SECTORS

Line of Permit/Clearances Needed Issuing National Government
Business/Sector Agency
[. All establishments Fire Safety Inspection Local Bureau of Fire Protection
- o Certificate (BFP)
2. Animal Facilities | Certificate of Registration Bureau of Animal Industry

Brokers/ Merchants
involved in the sale of
commodities for
future transactions

Future Commodity
Merchant/Brokers License

Securities and Exchange
Commission (SEC)

Cell sites

Refer to ARTA JMC 01-2020

Customs Brokerage
Business

License

Customs Brokers Commission

Dealers of Rice and
Corn and Wheat

License (depending on the type
of activity)

National Food Authority

. Drugstores License to Operate Food and Drug Administration
}. Forwarders Accreditation for Sea Freight Philippine Shippers Bureau
Forwarders
3. Funeral Training Certificate and license | Department of Health
Homes/Parlors of Undertaker and Embalmer
0. General/Specialty Contractor’s License Philippine Contractors
and Engineering Accreditation Board
Contractor '
I 1. Household/Urban e License to Operate Food and Drug Administration
Pesticides e Certificate of Product
Registration
I2. Lending Institutions Certificate of Authority to Bangko Sentral ng Pilipinas
Operate
13. LPG Dealer Application to Supply Natural Department of Energy
Gas ?
4. Manning and Crewing | License for Recruitment Agency | Philippine Overseas and

Services

Employment Agency

. Manpower Agencies

w/ paid up capital of
at least Ph5,000,000

License to Operate a Private
Recruitment and Placement
Agency

DOLE Regional Office

16. Medical Devices

License to Operate

Food and Drug Administration
(FDA)

17.

Messengerial and
Courier Services

Department of Transportation and
Communication

18. Mining Permits depend on the activity Department of Environment and
Natural Resources
19. Pest Control Services | Pest Control License Fertilizer and Pesticide Authority

20.

Processed Foods

e License to Operate
« Certificate of Product

Reaistration

Food and Drug Administration
(FDA)
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21. Pre- School, Permit to Operate Department of Education (DepEd)
Elementary and High Division Office and Regional
School Office

22. Real Estate Broker License Department of Trade and Industry

OR Professional Regulatory
Board

23. Rent-a-Car and

Franchise/Certificate of Public

Land Transportation Franchising

Masseur/Masseuse

Transportation Conveyance and Regulatory Board
Services
24, Security Agencies National License PCSUCIA
25. Spa/Massage Clinic | Certificate of Training of ¢ Department of Health
Therapist or Masseur/Masseuse | « TESDA
License of Therapist or Department of Health

26. STL (Small Town

Permit to Operate

Philippine Charity and

Lottery) Sweepstakes Office
27. Structures within Height Clearance Permit Civil Aviation Authority of the
10KM radius of within Philippines
the 10-km radius of
Communication-
Navigation

Surveillance Facilities
located off- airport

28. Telecommunications
Firms

License to Operate

National Telecommunications
Commission

29. Toys and Childcare e License to Operate Food and Drug Administration
Articles « Certificate of Product (FDA)
Registration
30. Veterinary Products |« License to Operate Food and Drug Administration
« Certificate of Product (FDA)

Registration

31. Video Rental
Services

Registration for Optical Media
Business

Optical Media Board
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ControlNo.

Republic of the Philippines
Province of lloilo
Municipality of Leon

HELP US SERVE YOU BETTER!

This Client Satisfaction Measurement (CSM) tracks the customer experience of government offices. Your feedback
on your recently concluded transaction will help this office provide a better service. Personal information shared will
be kept confidential and you always have the option to not answer this form.

Client type: O Citizen [0 Business [ Government (Employee or another agency)
Date: Sex: [ Male ([ Female Age:

Region of residence: Service Availed:

INSTRUCTIONS: Check mark (v") your answer to the Citizen’s Charter (CC) questions. The Citizen’s Charter
is an official document that reflects the services of a government agency/office including its requirements, fees,
and processing times among others.

CC1 Which of the following best describes your awareness of a CC?
0 1. Iknow whata CC is and | saw this office’s CC.
3 2. I know whata CC is but | did NOT see this office’s CC.
3 3. llearned of the CC only when | saw this office’'s CC.
[ 4. I do not know whata CC is and | did not see one in this office. (Answer ‘N/A' on CC2 and CC3)

cez If aware of CC (answered 1-3 in CC1), would you say that the CC of this office was ...?

3 1. Easy to see 0 4. Notvisible at all
0 2. Somewhat easy to see 5. N/A
7 3. Difficult to see
CC3 If aware of CC (answered codes 1-3 in CC1), how much did the CC help you in your transaction?
3 1. Helped very much 3 3. Did not help
3 2. Somewhat helped 4. N/A

INSTRUCTIONS:
For SQD 0-8, please put a check mark (+7) on the column that best corresponds to your answer.

SHGINSN SISO

Strongly | Disagree | Neither Agree | Agree | Strongly | APPicable
Disagree nor Disagree Agree

SQDO0. | am satisfied with the service that |
availed.

SQD1. | spent areasonable amount of time for
my transaction.

SQ@D2. The office followed the transaction’s
requirements and steps based on the
information provided.

SQ@D3. The steps (including payment) | needed
to do for my transaction were easy and simple.

SQD4. | easily found information about my
transaction from the office or its website.
SQDS. | paid a reasonable amount of fees for
my transaction. (If service was free, mark the ‘N/A*
column)

SQD6. | feel the office was fair to everyone, or
“walang palakasan”, during my transaction.
SQD7. | was treated courteously by the staff,
and (if asked for help) the staff was helpful.
SQD8. | got what | needed from the
government office, or (if denied) denial of
request was sufficiently explained to me.

Suggestions on how we can further improve our services (optional):

Email address (optional):

THANK YOU!
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ControlNo.
Republic of the Philippines
Province of lloilo
Municipality of Leon

Ang Client Satisfaction Measurement (CSM) ay naglalayong masubaybayan ang karanasan ng taumbayan
hinggil sa kanilang pakikitransaksyon sa mga tanggapan ng gobyerno. Makatutulong ang inyong kasagutan ukol
sa inyong naging karanasan sa kakatapos lamang na transaksyon, upang mas mapabuti at lalong mapahusay
ang aming serbisyo publiko. Ang personal na impormasyon na iyong ibabahagi ay mananatiling kumpidensyal.
Maaari ring piliin na hindi sagutan ang sarbey na ito.

Uri ng Kliyente: t1 Mamamayan (O Negosyo [l Gobyerno (Empleyado o Ahensya)
Petsa: Kasarian: 01 Lalaki O Babae Edad:

Rehiyon: Uri ng transaksyon o serbisyo:

PANUTO: Lagyan ng tsek (') ang iyong sagot sa mga sumusunod na katanungan tungkol sa Citizen's Charter
(CC). Ito ay isang opisyal na dokumento na naglalaman ng mga serbisyo sa isang ahensya/opisina ng gobyerno,
makikita rito ang mga kinakailangan na dokumento, kaukulang bayarin, at pangkabuuang oras ng pagproseso.

CC1 Alin sa mga sumusunod ang naglalarawan sa iyong kaalaman sa CC?

J 1. Alam ko ang CC at nakita ko ito sa napuntahang opisina

=] 2. Alam ko ang ccC pero hindi ko ito nakita sa napuntahang opisina
0O 3. Nalaman ko ang CC nang makita ko ito sa napuntahang opisina

] 4. Hindi ko alam kung ano ang CC atwala akong nakita sa napuntahang opisina (Lagyan ng tsek ang ‘N/A’ sa CC2 at
CC3 kapag ito ang iyong sagot)

cC2 Kung alam ang CC (Nag-tsek sa opsyon 1-3 sa CC1), masasabi mo ba na ang CC nang napuntahang
opisina ay...
0 1. Madaling makita 1 4. Hindi makita
O 2. Medyo madaling makita 0 5. N/A
O 3. Mahirap makita

CcC3 Kung alam ang CC (nag-tsek sa opsyon 1-3 sa CC1), gaano nakatulong ang CC sa transaksyon mo?
3 1. Sobrang nakatuiong O 3. Hindi nakatulong
1 2. Nakatulong naman 0 4. N/A

PANUTO:

Para sa SQD 0-8, lagyan ng tsek (+7) ang hanay na pinakaangkop _sa iyong sagot.

N/A
Lubos na Hindi Labis na Not
hindi sumasang Walang Sumasan sumasa Applicable
sumasan ayon kinikilingan gayon ngayon
gayon

SQD0. Nasiyahan ako sa serbisyo na aking
natanggap sa napuntahan na tanggapan.

SQD1. Makatwiran ang oras na aking ginugol
para sa pagproseso ng aking transaksyon.

SQ@D2. Ang opisina ay sumusunod sa mga
kinakailangang dokumento at mga hakbang
batay sa impormasyong ibinigay.

SQD3. Ang mga hakbang sa pagproseso,
kasama na ang pagbayad ay madali at simple
lamang.

SQD4. Mabilis at madali akong nakahanap ng
impormasyon tungkol sa aking transaksyon
mula sa opisina o sa website nito.
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SQD5. Nagbayad ako ng makatwirang halaga
para sa aking transaksyon. (Kung ang sebisyo ay
ibinigay ng libre, maglagay ng tsek sa hanay ng
N/A.)

SQD6. Pakiramdam ko ay patas ang opisina
sa lahat, o “walang palakasan’, sa aking
transaksyon.

SQD7. Magalang akong trinato ng mga
tauhan, at (kung sakali ako ay humingi ng
tulong) alam ko na sila ay handang tumulong
sa akin.

SQD8. Nakuha ko ang kinakailangan ko mula
sa tanggapan ng gobyerno, kung tinanggihan
man, ito ay sapat na ipinaliwanag sa akin.

Mga suhestiyon kung paano pa mapapabuti

pa ang aming mga serbisyo (opsyonal):

Email address (opsyonal):

MARAMING SALAMAT!
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Republic of the Philippines
Province of Hoilo
MUNICIPALITY OF LEON
2 OFFICE OF THE MUNICIPAL MAYOR
E-mail address: camando_leon@yahoo.com/ommiguleon(agmail. com

e

EXECUTIVE ORDER NO. 82
Series of 2024

AN ORDER REORGANIZING THE STEERING COMMITTEE AND TASK FORCE
FOR THE CRAFTING OF THE CITIZEN'S CHARTER

WHEREAS, Republic Act No. 9485 mandates the setting up of service standards to be
known as Citizen's Charter to all government offices and agencies including local government
units and government-owned and controlled corporation with or without charter that provide
frontline services;

NOW, THEREFORE, I, MA. LINA C. HOLIPAS, Municipal Mayor of Leon, lloilo, by
virtue of the power vested upon me by the law, do hereby create the Steering Comimnittee and Task
Force for the Crafting of the Citizen Charter, to be composed of the following:

STEERING COMMITTEE

: MAL LINA C. HOLIPAS

: REY V. CAPAQUE
ISALVADOR C. CABALUNA IV

: WILANE S. CALFOFORO
:REY AUGUST T. DE LA GENTE
: GLENN C. CABABA-AN

Chairperson

TASK FORCE

Head
Members

: MA.MEILEEN F. UY

: EMMY MARIE A. NEDULA

: ENGR. BOBBY C. VILLAN
(IKKAH FRANZ C. CABANA

: RUBY ANGUSTIA SALCEDO
cJULIE ANNE C. AMISTOSO

: WENCISLAO C. CAGALITAN JR.
: MALANNALIZA C. CAMAGO

: LEAH E. ZARAGOSA

: GRACE A. CANDADO

: RYAN M. CALDITO

: MA. GLENDA MAY C. SAAVEDRA
: FELJEAN C. CAGAPE

: JOHN PREDIC PADILLA

I RAYMART B. CADARIN

TAN D. CLARIN

JERRA MAE C. CALAGUING

: MA. THERESA A. DE LOS REYES
: ROLETO C. CALAPARDO

:JAN PATRICK C. FIGUEROA
tJESSEL MAE C. CABANA
:SUNDY C. CAMUS

: MARY JEAN C. CALAMBRO
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- Municipal Mayor

- Municipal Vice Mayor

- SB Member

- SB Member

- LnB President

- Executive Assistant V/
Municipal Administrator-D

- Municipal Accountant HRMO-D
- MLGOO

- MPDC

- SB Sccretary

- Municipal Civil Registrar

- LRCO FActing Municipal Treasurer
- Municipal Engineer

- Municipal Assessor

- MSWDO

- Municipal Health Officer

- Municipal Agriculturist

- Municipal Budget Ofticer

- LDRRMO IV

- OIC, Leon MPS

- Patrolman, L.con MPS

- Acting Municipal Fire Marshal
- Fire Officer |

- Community Affairs Officer |

- Licensing Officer 1

- Utility Worker |

- Human Resource Mgt. Officer 1
- Human Resource Mgt. Asst. 1

- Clerk 111



:APRIL JOY C. CALAPUTOC - Utility Worker |

: MARY CANDICE T. PALACIOS - Registration Officer |

: EVANGELINE C. CABALO - Cashier 1

: ROGELIO T. SAAVEDRA - Engincering Assistant

: DAN CARLO A. CALABING - Assessment Clerk |

P R-LYN C. CAGALITAN - Nurse 1

cJOEVI C.SERUE - Agncultural Technologist |
:JOVELLA A. CANTARA - Budgeting Assistant

: MA. MELINDA S. PERALTA - LDORRMO 111

: CHYRAMIE C. CAMILAN ~ Clerk 11

ARIANE A. CAMBEL - Admin Aide | (Utlity Worker 1)
: MA. GERLIE E. CANTARA - Management and Audit Analyst |

The Crafting of the Citizen's Charter shall include the following:

Vision and Mission

Identification of the frontline services offered

Chents

Step-by-step procedure to obtain a service

Officer or employee responsible for cach step

Maximum time to conclude the process

Documents to be presented by the client and why they are needed
Amount of Fees

Procedure for filing complaints

Name and contact details of the official whom clients can file complaints
Allowable period for extension due to unusual circumstances

Contact numbers to call for recommendations, inquires, suggestions as well as complaints

Done this 23™ day of July 2024 at the Municipality of Leon. Province of Ioilo. Philippines.
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Republic of the Philippines
Province of lloilo
MUNICIPALITY OF LEON

OFFICE OF THE SANGGUNIANG BAYAN

e ______

EXCERPT FROM THE MINUTES OF THE REGULAR SESSION OF THE HONORABLE MEMBERS OF
THE SANGGUNIANG BAYAN, LEON, ILOILO HELD AT THE SANGGUNIAN HALL ON THE 23RP DAY OF
OCTOBER, 2024.

Present:
Hon. Rey V. Capaque vy Municipal Vice Mayor
Presiding Officer

Hon. Salvador C. Cabaluna IV S SB Member

Hon. Mary Japeth C. Capalla S SB Member

Hon. Hilario E. Tafo Sbh SB Member

Hon. Edwin C. Capilastique s SB Member

Hon. Wilane S. Calfoforo LTS SB Member

Hon. Jann C. Cagampang .... SB Member

Hon. Ruben C. Calicaran — SB Member

Hon. Jethro M. Caigoy e SB Member

Hon. Trexie Jan C. Villacastin .... President, Sangguniang Kabataan

Municipal Federation

On Official Business:
Hon. Rey August T. Dela Gente ‘& 2l President, Liga ng mga Barangay

Absent: None

RESOLUTION NO. 2024 - 174

RESOLUTION APPROVING THE CITIZEN’S CHARTER OF THE MUNICIPALITY OF LEON, PROVINCE
OF ILOILO.

WHEREAS, Article I, Section 27 of the Constitution provides that the State shall maintain honesty
and integrity in the public service and shall take positive and effective measures against graft and corruption;

WHEREAS, Republic Act No. 9485 otherwise known as the Anti-Red Tape Act of 2007 was enacted
on June 2, 2007, to eliminate red tape and to simplify frontline service procedures, formulate service
standards to observe in every transaction, and make known these standards to client;

WHEREAS, Republic Act No. 11032, otherwise known as the “Ease of Doing Business and Efficient
Government Service Delivery Act of 2018”, mandates all government agencies to adopt simplified
requirements and procedures that will reduce red tape and expedite business and non-business-related
transactions;

WHEREAS, the Anti-Red Tape Authority (ARTA) issued Memorandum Circular No. 2020-07 Series
of 2020 directing all government offices to designate a Committee on Anti-Red Tape (CART) and providing
the guidelines thereof;

WHEREAS, such circular mandates that agencies with existing units to comply with the Anti-Red
Tape Act of 2007 (R.A. No. 9485), as amended by R.A. 11032, should be reorganized as the CART;

WHEREAS, to maintain honesty and responsibility among public officials and employees, these
Rules and Regulations hereby adopt, institutionalize, and support the promotion of transparency in the
transactions of the government with the public;

WHEREAS, it is necessary for the Sangguniang Bayan to approve the Citizen's Charter of the
Municipality of Leon as simplified requirements and procedures aimed at the reduction of red tape and to
expedite business and non-business related transactions in government and promote integrity,
accountability, and proper management of public affairs and public property.

NOW, THEREFORE, on motion of Hon. Wilane S. Calfoforo and unanimously approved,

BE IT RESOLVED, as it is hereby resolved, to approve the Citizen’s Charter of the Municipality of
Leon, Province of lloilo.

CERTIFIED RECT:

IKKA . CABANA

Secretary tdjithe Sanggunian
ATTESTED:

Municipal Vice Mayor

Presiding Officer
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Republic of the Philippines
Province of lloilo
MUNICIPALITY OF LEON

CITIZEN’S CHARTER FORMULATION

New Liga Hall, Leon, lloilo
September 10-11 2024
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