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I. MANDATE

Faith, Hope and the City of Love!

FEEDBACK AND COMPLAINTS MECHANISM

             The City of Tabaco, with faith, envisions a systematic, client-friendly, and accessible delivery of its frontline services to the Tabaqueños through this 

Charter as it undertakes to continue safeguarding the right of its constituents to quality and high-standard public services. It hopesto improve efficiency and 

promptness in the delivery of the local government services. And its love for its constituents strenthens it drive to institutionalize transparency, accountability 

and feedback mechanism in the delivery of its frontline services to the public.      

             With these and pursuant to Republic Act  No. 11032 also known as the "Ease of Doing Business and Efficient Government Service Delivery 

(EODB/EGSD), Act of 2018,  an act to improve efficiency in the delivery of Government Service to the Public by reducing  Burreaucratic Red Tape, preventing 

Graft and Corruption, and Providing Penalties thereof, the City of Tabaco has formulated its own City Citizen's Charter and made this revision, this 2020.

              This Citizen's Charter is a guidebook that will enable the residents of the City of Tabaco to access vital information pertaining to the delivery of basic 

services by the City Government and its authorized personnel. It is the product  of the incorporation of invaluable inputs, feedback and suggestions from the 

service providers and stakeholders.

LIVELIHOOD AND SKILLS TRAINING CENTER
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II.
VISION

III. MISSION

            Tabaco City supports the  battle against red tape and inefficiency in the Philippine bureaucracy.  As it  strives for radical changes in the delivery of its 

service and accountability in its leadership, the City Government of Tabaco, through this Charter, has taken its initial step to bring the public closer to the 

showground aof public transactions and enable the Tabaqueños to access quality, efficient and responsive public service.

              This Citizen's Charter is a guidebook that will enable the residents of the City of Tabaco to access vital information pertaining to the delivery of basic 

services by the City Government and its authorized personnel. It is the product  of the incorporation of invaluable inputs, feedback and suggestions from the 

service providers and stakeholders.

              The Charter describes the  internal and external services  of every department/sections of the Local Government Unit of Tabaco City. It provides for 

the steps to be followed in availing of a particular service, the person/s to approach in each and every step, the response time for its delivery, the time of its 

availability, and the place where the services can be transacted.  The list of fees and requirements are also afforded in this guidebook to facilitate the delivery of 

the services and for the constituents' information.

             A center of excellence in education, trade and tourism in Bicol with God-centered, healthy, empowered and disaster-resilient people living in 

a world-class, well-designed, and balanced environment, with a progressive and globally competitive economy led by gender sensitive and 

competent leaders committed to good governance and sustainable development.
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equitable access to resources and opportunities, human resource development, shared in local governance, efficient and effective delivery of basic 

services and sustainable economic growth.

IV. SERVICE PLEDGE

We will . . Provide checklist of the  requirements for every frontline service.

Display procedures, fees/charges and all other provisions stated in the Charter.

Provide for a convenient waiting area with reading materials about the City of Tabaco

Be prompt and timely.

Provide Identification Card for frontline service providers.

Strictly implement the Dress Code.

Issue priority number to clients.

Provide additonal comfort rooms.

Provide additional comfort rooms. 

Provide training for frontline service providers.

Be available during office hours.

V.

                 WE, the OFFICIALS  and EMPLOYEES  of the CITY GOVERNMENT OF TABACO,  pledge to provide the highest possible performance of our 

frontline services and commit to ensure quality, transparent and efficient services to our constituents as promised in this Citizen's Charter.

Maintain a centralized public assistance and complaint desk (with  knowledgeable, accountable and approachable                                                                                                                                                                               

officer and personnel.)

                 OFFICE OF THE PERSONNEL SECTION

              It is our mission to ensure the promotion and development of healthy and progressive TABAQUIÑOS through wise utilization of, and 

LIST OF SERVICES/OFFICES       &        VI.  SERVICE SPECIFICATIONS
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1

Incumbent  City Officials and Employees, Retired/Separated City Employees, Outsiders/Private and Public Citizens

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Clients will request for 

the document/s  either 

verbal or written.

n/a
Ma. Teresita B. 

Riosa/Jay Ar B. Bordeos

SERVICE:
REQUEST FOR UPDATED SERVICE RECORDS, CERTIFICATE OF LEAVE CREDITS, 

CERTIFICATE OF EMPLOYMENT (REGULAR, JOB ORDERS AND CONTRACT OF SERVICE 

PERSONNEL.

STEPS

NONE No Fee G2C SIMPLE

VISION 

TO PRODUCE AND BRING FORTH QUALITY PUBLIC SERVANTS WHO WILL SERVE OUR CLIENTS IN THEIR UTMOST LEVEL OF 

EFFICIENCY AND INTEGRITY FOR THE DELIGHTFUL AND HIGHEST SATISFACTION OF THE PUBLIC TOWARDS A PROGRESSIVE CITY.

MISSION

TO GIVE SUPPORT AND IMPLEMENT HUMAN RESOURCE PROGRAMS FOR CAREER AND PERSONNEL DEVELOPMENT FOR  OUR CITY 

OFFICIALS AND EMPLOYEES TO UPLIFT THEIR MORALE AND TO PRODUCE QUALITY PUBLIC SERVANTS  IN ACCORDANCE  WITH THE 

POLICIES, RULES, GUIDELINES AND STANDARDS PROMULGATED BY THE PROPER AUTHORITY.                                                

2ND FLOOR., 

ANNEX CITY 

HALL 

BUILDING '8:00 

A.M. TO 12:00 

NN ,     1:00 

P.M.  TO 5:00 

P.M.  (with 

lunchbreak of 1 

hr. from 12:00 

nn. to 1:00 pm.)
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2
Printing from 

DATABASE
3 mins.

Ma. Teresita B. 

Riosa/Jay Ar B. Bordeos

3

Review and signature 

by the highest Human 

Resource  Pratitioner.

3 mins. Ma. Teresita B. Riosa

4

For recording in the 

corresponding 

logbook (release)

2 mins.

Divina B. Aytona/ 

Teresita B. Canlas / Ma. 

Virginia B. Villanueva

5
Release the 

document/s
1 min.

Teresita B. Canlas/Ma. 

Virginia B. Villanueva

NONE No Fee G2C SIMPLE

2ND FLOOR., 

ANNEX CITY 

HALL 

BUILDING '8:00 

A.M. TO 12:00 

NN ,     1:00 

P.M.  TO 5:00 

P.M.  (with 

lunchbreak of 1 

hr. from 12:00 

nn. to 1:00 pm.)
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6

COUNTERSIGNED 

BY THE CITY 

MAYOR OR HIS 

AUTHORIZED 

REPRESENTATIVE, 

IF REQUESTED BY 

THE CLIENT(THE 

CLIENT SHALL BE 

THE ONE TO BRING 

THE DOCUMENT/S 

FOR SIGNATURE)

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Secure Application 

Leave Form  (CS 

Form No. 6)

Jay Ar B. Bordeos/Ma. 

Virginia  B. 

Virginia/Teresita B. 

Canlas

2ND FLOOR., 

ANNEX CITY 

HALL 

BUILDING

STEPS

NONE
No Fees 

Required
G2C SIMPLE

SERVICE:

HOW TO AVAIL OF THE SERVICE:

APPLICATION FOR LEAVE ( SICK LEAVE, VACATION LEAVE, MONETIZATION, MATERNITY LEAVE, FORCED 

LEAVE OR MANDATORY LEAVE, PRIVILEGED LEAVE (MC 6)

Pls refer to the Citizen's Charter of the City Mayor 's Office  
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2
Filling-out of leave 

form by applicant
1 min. n/a

3

Signature of applicant 

and immediate 

supervisor

immediate supervisor 

concerned

4

Properly filled-out 

form submitted to this 

office

n/a

5

Compute and affixed 

certificate of leave 

credits balance

3 mins. Jay Ar B. Bordeos

6

Review and signed by 

the highest   human 

resource practitioner

1 min. Ma. Teresita B. Riosa

7
For signature of the 

City Mayor
Pls refer to the Office of the Mayor's Citizen's Charter

NONE
No Fees 

Required
G2C SIMPLE

8:00 A.M. TO 

12:00 NN ,     

1:00 P.M.  TO 

5:00 P.M.  (with 

lunchbreak of 1 

hr. from 12:00 

nn. to 1:00 pm.)
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8

Record  Approved 

Leave Application 

after  these were 

returned to the PS.

3 mins.

Jay Ar B. Bordeos/Ma. 

Virginia  B. 

Virginia/Teresita B. 

Canlas

2ND FLOOR., 

ANNEX CITY 

HALL 

BUILDING

9

Notify thru CP or 

Landline of their 

approved leave 

application for pick up.

3 mins. after 

receipt of 

documents from 

the Office of the 

City Mayor

Divina B. Aytona/Ma. 

Virginia B. Villanueva/ 

Teresita B. Canlas

10

Release approved 

Leave Application to 

the client or his/her 

authorized 

representative.

2 mins.

Jay Ar B. Bordeos/Ma. 

Virginia B. Villanueva/ 

Teresita B. Canlas

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKSSTEPS

No Fees 

Required
G2C SIMPLE

8:00 A.M. TO 

12:00 NN ,     

1:00 P.M.  TO 

5:00 P.M.  (with 

lunchbreak of 1 

hr. from 12:00 

nn. to 1:00 pm.)

SERVICE: FILLING-UP OF VACANCIES
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1

Publication and 

posting of vacant 

position/s 

15 days

2 Recieves application 2 mins.

3

Notifies applicants of 

requirements thru an 

official communication 

(if he/she meets the 

min. req. of the 

position.

5 mins.

4

Applicants submit 

required documents 

relevant to the 

positions applied for 

as stipulated in the 

letter.

n/a n/a

5

Preliminary evaluation 

of applicants' 

qualifications based 

on submitted 

documents

5 mins.

G2C COMPLEX

2ND FLOOR., 

ANNEX CITY 

HALL 

BUILDING

as stipulated in the letter

8:00 A.M. TO 

12:00 NN ,     

1:00 P.M.  TO 

5:00 P.M.  (with 

lunchbreak of 1 

hr. from 12:00 

nn. to 1:00 pm.)

None Ma. Teresita B. Riosa

None

Ma. Teresita B. Riosa

No Fees
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6

 If not qualified based 

on submitted req. , 

applicant is informed 

of the disqualification, 

on the spot

3 min. 

7

If qualified, applicant 

will  be notified  of the 

sched. date of 

HRMPSB deliberation 

thru a letter or text 

message.

1 day after date 

has been sched.

8

Applicants undergo 

the preliminary/final 

screening of the 

Human Resource 

Merit Promotion and 

Selection Board 

(HRMPSB)

10 mins. each 

member for 

every applicant

physical presence HRMPSB

G2C COMPLEX

8:00 A.M. TO 

12:00 NN ,     

1:00 P.M.  TO 

5:00 P.M.  (with 

lunchbreak of 1 

hr. from 12:00 

nn. to 1:00 pm.)

None Ma. Teresita B. Riosa

No Fees
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9

HRMPSB  members 

submit  accomplished  

rating forms  to the 

HR.

right after the 

deliberation

10

HR consolidate and 

computate the result 

of  ratings and rank 

applicants.

5 mins./per 

position

11

HR submits list of 

ranked applicants to 

the Appointing Officer. 

If more than five (5) 

applicants, only the 

top five (5) are 

indorsed to choose 

who will be the most 

qualified appointee.

1 day after 

ranking

G2C COMPLEX

8:00 A.M. TO 

12:00 NN ,     

1:00 P.M.  TO 

5:00 P.M.  (with 

lunchbreak of 1 

hr. from 12:00 

nn. to 1:00 pm.)

None Ma. Teresita B. Riosa

No Fees

Page 28



12

Appointing officer 

chooses/selects the 

appointee from the 

top five (5) applicants.

13

Appointing Officer 

notifies the HR of the 

chosen appointee.

14

HR posts the name of 

the chosen  

appointee.

a day after the 

Office of the 

Mayor notifies 

the HR of the 

chosen 

appointee 

15

 HR notifies the 

appointee as well as 

the non-appointee/s in 

writing of the result of 

the selection, 

including the 

HRMPSB rating and 

ranking.

a day after the 

Office of the 

Mayor notifies 

the HR of the 

chosen 

appointee 

None

Ma. Teresita B. Riosa No Fees G2C COMPLEX

2ND FLOOR., 

ANNEX CITY 

HALL 

BUILDING                            

8:00 A.M. TO 

12:00 NN ,     

1:00 P.M.  TO 

5:00 P.M.  (with 

lunchbreak of 1 

hr. from 12:00 

nn. to 1:00 pm.)

Pls refer to the Office of the Mayor's Citizens Charter
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16

 Appointee is 

requested to submit 

the necessary 

documents for 

appointment thru a 

letter stipulating 

therein all the 

reqirements.

a day after the 

Office of the 

Mayor notifies 

the HR of the 

chosen 

appointee 

as stipulated in the letter

17

Appointee submits 

the required 

documents necessary 

in the preparation of 

the appointment .

n/a as stipulated in the letter Ma. Teresita B. Riosa No Fees G2C COMPLEX

2ND FLOOR., 

ANNEX CITY 

HALL 

BUILDING                            

8:00 A.M. TO 

12:00 NN ,     

1:00 P.M.  TO 

5:00 P.M.  (with 

lunchbreak of 1 

hr. from 12:00 

nn. to 1:00 pm.)
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18

HR prepares 

appointment papers 

and its supporting 

documents:                              

a. Assumption to Duty                       

b. Oath of Office                                 

c. Position 

Description Form 

(PDF)       d. 

Certificate of Funds 

Availability        e. 

Certificate that the 

appointment is in 

accordance with the 

a day after the 

appointee 

submits the 

required 

documents

19
Furnish appointee 

with the appointment

a day after the 

Mayor and all 

other concerned 

officials signed 

the appointment 

and other 

necessary 

documents

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

SERVICE: PAYROLL PREPARATION  FOR JOB ORDER AND COS PERSONNEL

HOW TO AVAIL OF THE SERVICE:

STEPS

Ma. Teresita B. Riosa No Fees G2C COMPLEX

2ND FLOOR., 

ANNEX CITY 

HALL 

BUILDING                            

8:00 A.M. TO 

12:00 NN ,     

1:00 P.M.  TO 

5:00 P.M.  (with 

lunchbreak of 1 

hr. from 12:00 

nn. to 1:00 pm.)

none
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1

Receives DTR's and 

Accomplishment 

Reports of JOs and 

COS of every 

department

2 mins.

Duly accomplished 

DTRs for the 

correspondng period 

with the signature of the 

immediate supervisor 

and the JOs/COS 

concerned; (If w/ 

authority, copy of Travel  

Order and the 

Appearance/Approved 

Worked Schedule 

Nilda B. Boral/Madelyn 

Bron/Crimson 

Brocelango/Ma. Carmen 

Canonce/ Ma. Shelley 

Buison

2

Reviews DTRs and 

see to it that the entry 

in the DTRs. should 

correspond with the 

Official Attendance 

Log Sheet as 

monitored daily 

1 hr.              

Floresita R. Abada/Nilda 

B. Boral/Madelyn B. 

Bron/Crimson 

Brocelango/Ma. Shelley 

Buison

3

Payroll preparation 

(with complete 

requirements)

30 mins.

Nilda B. Boral/Crimson 

Brocelango/Ma. Carmen 

Canonce/Ma. Shelley 

Buison

2ND FLOOR., 

ANNEX CITY 

HALL 

BUILDING

None

8:00 A.M. TO 

12:00 NN ,     

1:00 P.M.  TO 

5:00 P.M.  (with 

lunchbreak of 1 

hr. from 12:00 

nn. to 1:00 pm.)

None G2C SIMPLE 
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4

Submit prepared 

payroll to the Budget 

Office for processing 

by the assigned 

personnel

5 mins. after 

finalization of the 

payroll

Julian R. Carullo, Jr./ 

Thirdy Reoperez, Jr.

SERVICE: REQUEST FOR TECHNICAL ASSISTANCE

Farmers, Fisherfolks

HOW TO AVAIL OF THE SERVICE: 

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKSSTEPS

None

8:00 A.M. TO 

12:00 NN ,     

1:00 P.M.  TO 

5:00 P.M.  (with 

lunchbreak of 1 

hr. from 12:00 

nn. to 1:00 pm.)

                        CITY AGRICULTURE OFFICE
                                    2

                      This Office provides free technical/extension service in the areas,  issuance of farmer's certification, crop production/distribution 

None G2C SIMPLE 

CLIENTS SERVED:
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1

Receives request 

letter or walk-in 

inquiries

5 min. None

Maria Ailene C. Bombon- 

OIC City Ariculture                            

Rice - Maria Ailene 

Bombon/Francis Arjay 

Conde/ Richard Monsour 

Bonto                                    

Corn - Perpetua Cipres/ 

Samuel Mores                     

HVCP - Arjay Francis 

Conde/John Paul 

Bongalon/Ronnel 

Borromeo                                 

Livestock - Dr. Reinerio 

Rocha & Dr. Kim Ronan 

Romeo/Susan Parado      

Fisheries - Shiela Mae 

Borigas/Elmer Bien         

2

Conducts client 

interview /interview for 

walk-in applicants

5 - 10 min. None
Agricultural Technologist 

Concerns

SERVICE: REGISTRATION OF FISHERFOLKS  OF TABACO CITY

WHO MAY AVAIL OF THE SERVICE: At least 6 mos. residing at Tabaco City, male or female engaged in any fishery activities.

NONE G2C Simple 

Agriculture 

Office, San 

Vicente, 

Tabaco City            

Mondays                       

to                                    

Fridays 

(including 

holidays if 

urgent)                     

8:00 am                          

to                                

5:00pm                         

NO NOON 

BREAK
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HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Applicants should 

personally go to City 

Agriculture Office 

Fisheries Section to 

present their 

requirements

5 mins.

2

Upon presenting the 

requirements, 

applicants will fill-out 

the registration form

5 - 10 mins.

3

Properly filled out 

Registration Form will 

be given to the 

signatories for their 

signature

5 mins.

SERVICE:

WHO MAY AVAIL OF THE SERVICE:

HOW TO AVAIL OF THE SERVICE:

BOAT REGISTRATION, GEAR LICENSING AND FISHING LICENSE

At least 6 mos. residing at Tabaco City, male or female that engaged in an fishery related 

activities, and must be 18 yrs. old and above.

STEPS

Barangay 

Clearance/Residency (at 

least 6 months residing  

at Tabaco City/male or 

female engaged in any 

fishery related 

activities/must be 18 yrs. 

old and above/birth cert. 

/community tax/1x1 ID 

Picture

Michelle Belenzo/Marivic 

Albao/Shiela 

Borigas/Jonel 

Abrera/Jovrey Laguidao

None G2C Simple 

Agriculture 

Office, San 

Vicente, 

Tabaco City                        

8:00 am                          

to                                

5:00pm                         

NO NOON 

BREAK
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RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Applicants should 

personally go to City 

Agriculture Office, 

Fisheries Section to 

present their 

requirements 

5 mins.

Michelle Belenzo/Marivic 

Albao/Shiela 

Borigas/Jonel 

Abrera/Jovrey Laguidao

2

For new registration:  

fishing vessels will be 

measured first by the 

Boat Admeasurement 

Officer in compliance 

with the EO 305.

15 - 30 ims.

Boat Admeasurement 

Officer

3

If the measurement is 

below 3 gross 

tonnage, applicants 

will be given TARIPA 

for payment.

5 - 20 mins.

STEPS

 for New Registration:                  

Proof of Ownership, 

Deed of Sale or 

certification from the 

Barangay (if purchased), 

6 mos. Residency, male 

or female engaged in 

fishery activities, cedula, 

1x1 picture, maritime 

clearance                                                                                       

for Renewal of Fishing 

LIcense:                                           

Old Fishing License

None Simple 

Agriculture 

Office, San 

Vicente, 

Tabaco City                        

8:00 am                          

to                                

5:00pm                         

NO NOON 

BREAK

Michelle Belenzo/Marivic 

Albao/Shiela 

Borigas/Jonel 

Abrera/Jovrey Laguidao
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4

Applicants will return 

to City Agriculturre 

Office, Fisheries 

Section, for the 

issuance of their 

Fishing License.

5 - 10 mins.

5

Fishing License will be 

given to the signatory 

personnel for their 

signature.

2 - 3 days
City Agriculture Office 

and Mayor's Office

ANNUAL FEES

Pangki sa gilid Php50.00

Pangki sa Lawod Php100.00

Largarete Php100.00

Bitana Php50.00

Beach Seine (Pamolinaw) Php500.00

Sun Flower (Pangkanoos) Php50.00

Palutang sa Gilid Php100.00

Palutang sa Lawod Php250.00

1 Reel Php10.00

Small Kitang Php10.00

Medium Kitang Php20.00

Large Kitang Php30.000

                                            Particular Fees and Charges:

KINDS OF FISHING GEAR:

Fish Nets

Hook and Line

 for New Registration:                  

Proof of Ownership, 

Deed of Sale or 

certification from the 

Barangay (if purchased), 

6 mos. Residency, male 

or female engaged in 

fishery activities, cedula, 

1x1 picture, maritime 

clearance                                                                                       

for Renewal of Fishing 

LIcense:                                           

Old Fishing License

None Simple 

Michelle Belenzo/Marivic 

Albao/Shiela 

Borigas/Jonel 

Abrera/Jovrey Laguidao
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SERVICE: AVAILMENT OF CERTIFIED PALAY SEEDS

WHO MAY AVAIL OF THE SERVICE: Rice farmers of Tabaco City

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Inform the office that 

he/she will avail of 

certified palay seeds.

5 mins.

Maria Ailene C. Bombon/                       

Francis Arjay Conde/ 

Richard Monsour Bonto 

/Rosie Betic                 

2 Field Evaluation 10 mins.
Richard Monsour 

Bonto/Rose Betic

3
Release of certified 

palay seeds
10 mins.

Maria Ailene C. 

Bombon/Richard 

Monsour Bonto/Rose 

Betic

50% of the palay 

price is 

shouldered by the 

farmers.

SERVICE: AVAILMENT OF VEGETABLE SEEDS

WHO MAY AVAIL OF THE SERVICE: Residents of Tabaco City

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

At least member of 

farmers/irrigator's 

association, within the 

masterlist of rice 

farmers.

NONE

G2C Simple 

Agriculture 

Office, San 

Vicente, 

Tabaco City                        

8:00 am                          

to                                

5:00pm                         

NO NOON 

BREAK

STEPS

STEPS
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1

Client should go to 

Nutrition 

Office/Agriculture 

Office at San Vicente, 

Tabaco City

5 mins.

2 Field Evaluation 10 mins.

3
Release of assorted 

vegetable seeds
10 mins.

SERVICE: AVAILMENT OF CACAO/COFFEE/COCONUT  SEEDLINGS

WHO MAY AVAIL OF THE SERVICE: Residents of Tabaco City, Cacao/coffee/ coconut farmers

HOW TO AVAIL OF THE SERVICE:
RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Client should go to 

Nutrition 

Office/Agriculture 

Office at San Vicente, 

Tabaco City

5 mins.

2 Field Evaluation 10 mins.

STEPS

None

Ronnel Borromeo/Arjay 

Francis Conde/John 

Paul Bongalon

None G2C Simple 

Availment of 

the service is 

based on the 

availability of 

the seedlings.  

Agriculture 

Office, San 

Vicente, 

Tabaco City                 

Mondays to 

Fridays                  

8:00 am                          

to                                   

5:00 pm                        

NO NOON 

BREAK

None

Ronnel Borromeo/Arjay 

Francis Conde/John 

Paul Bongalon

None G2C Simple 

Agriculture 

Office, San 

Vicente, 

Tabaco City                        

8:00 am                          

to                                

5:00pm              

Mondays                         

to                            

Fridays                     

NO NOON 

BREAK
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3 Release of  seedlings 10 mins.

SERVICE: AVAILMENT OF CORN SEEDS

WHO MAY AVAIL OF THE SERVICE: Residents of Tabaco City, Corn farmers

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Client should go to 

Agriculture Office at 

San Vicente, Tabaco 

City

5 mins.

2 Field Evaluation 10 mins.

STEPS

None

Perpetua Cipres/Samuel 

Mores/John Paul 

Bongalon

None G2C Simple

Availment of 

the service is 

based on the 

availability of 

the seedlings.  

Agriculture 

Office, San 

Vicente, 

Tabaco City                     

8:00 AM                         

TO                                  

5:00 PM                                 

NO NOON 

BREAK         

Mondays                       

to                           

None

Ronnel Borromeo/Arjay 

Francis Conde/John 

Paul Bongalon

None G2C Simple 

Availment of 

the service is 

based on the 

availability of 

the seedlings.  

Agriculture 

Office, San 

Vicente, 

Tabaco City                 

Mondays to 

Fridays                  

8:00 am                          

to                                   

5:00 pm                        

NO NOON 

BREAK
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3

Release of  

seedlings/Farmer'a 

Certification

10 mins.

SERVICE: RENTAL OF 4-WHEEL DRIVE TRACTOR

WHO MAY AVAIL OF THE SERVICE: Residents of Tabaco City,  Farmers

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Inform the office that 

he/she will avail the 

tractor rental.

10 mins.
Perpetua B. 

Cipres/Tractor Operator
No Fee

2

Client should proceed 

at the City Treasurer's 

Office to pay for the 

rental

5-10 mins. City Treasurer's Office Php.1,000.00

STEPS

None G2C Simple

Agriculture 

Office, San 

Vicente, 

Tabaco City                   

Mondays                     

to                              

Fridays                                   

8:00 am                       

to                                 

5:00 pm.

None

Perpetua Cipres/Samuel 

Mores/John Paul 

Bongalon

None G2C Simple

Availment of 

the service is 

based on the 

availability of 

the seedlings.  

Agriculture 

Office, San 

Vicente, 

Tabaco City                     

8:00 AM                         

TO                                  

5:00 PM                                 

NO NOON 

BREAK         

Mondays                       

to                           

Page 41



3

The client shall 

present the O.R. to 

the tractor coordinator 

for the availment of 

the service

10 mins.
Perpetua B. 

Cipres/Tractor Operator
No Fee

SERVICE:

WHO MAY AVAIL OF THE SERVICE: Licensed Livestock Shipper

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

The shipper must 

present BAI 

registration o f the 

farm

10 mins. BAI Registration
Dr. Reinerio C. Rocha/ 

Dr. Kim-Ronan Romero

2

The veterinarian will 

inspect the animal and 

Certificate of 

vaccination

5-10 mins.
Dr. Reinerio C. Rocha/ 

Dr. Kim-Ronan Romero

ISSUANCE OF VETERINARY HEALTH CERTIFICATE FOR POULTRY, SWINE AND OTHER 

LIVESTOCK.

STEPS

None

G2C Simple

Agriculture 

Office, San 

Vicente, 

Tabaco City                    

Mondays                       

to Fridays         

8:00 am                        

to                               

5:00 pm.                  

NO NOON 

BREAK

none

None G2C Simple

Agriculture 

Office, San 

Vicente, 

Tabaco City                   

Mondays                     

to                              

Fridays                                   

8:00 am                       

to                                 

5:00 pm.
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3

After inspection by the 

vet the shipper will 

pay at the City 

Treasurer's Office for 

the shipment.

5-10 mins. city Treasurer's Office

Per City 

Treasurer's 

office's Rate

4

The shipper will 

present the receipt 

and the veteririan will 

issue a veterinary 

Health Certificate.

5 mins.
Dr. Reinerio C. Rocha/ 

Dr. Kim-Ronan Romero
none

SERVICE:

WHO MAY AVAIL OF THE SERVICE: Undernourished pre-schoolers and pregnant mothers to improved their nutritional status.

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

AVAILMENT OF SUPPLEMENTAL FEEDING PREPARATIONS AND NUTRITIONAL STATUS

STEPS

G2C Simple

Agriculture 

Office, San 

Vicente, 

Tabaco City                    

Mondays                       

to Fridays         

8:00 am                        

to                               

5:00 pm.                  

NO NOON 

BREAK

none
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1

Assessment of

Nutritional status and

give technical

assistance to parents

with malnourished

children, pregnant,

lactating mother

through observation

and weight taking 

2

Release of

supplemental feeding

to the Barangay

Nutrition Scholars

(BNSs) to be given to

malnourished pre-

schoolers, pregnant

and lactating mothers

3
Data gathering and 

counselling 

SERVICE: GRAINS CENTER SERVICE

WHO MAY AVAIL OF THE SERVICE:

HOW TO AVAIL OF THE SERVICE:

5-10 Minutes None
Efleda Boboyo/Nutrition 

Staff
No Fees G2G Simple

Barangay on 

site              

Mondays to 

Fridays         

8:00 am - 5:00 

pm.
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RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

 The client should 

inform/book for palay 

drying/storing/milling 

at San Vicente Grains 

Center

10 minutes No fee

2 Milling of rice 5 minutes Php1.50.kl.

3

 Payment is received 

and remitted to the 

treasurer’s office

10 minutes No fee

SERVICE: VETERINARY SERVICES/TREATMENT/VACCINATION/DEWORMING

WHO MAY AVAIL OF THE SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKSSTEPS

STEPS

NONE

Jefferson 

Riofrio/Meynard 

Eroyla/Perpetua B. 

Cipres

G2C SIMPLE

 Mondays to 

Fridays                       

8:00 am - 5:00 

pm.
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1
Client should go to 

Agriculture Office at 

/san Vicente , Tabaco 

City

5 mins. none

2
Request for Dog Walk-

in Anti-Rabies 

vaccination and 

present Dog 

Registration from the 

Barangay

5 mins. none

SERVICE: ISSUANCE OF VETERINARY HEALTH CERTIFICATE

WHO MAY AVAIL OF THE SERVICE: Residents of Tabaco City

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKSSTEPS

Dr. Reinerio C. Rocha/ 

Dr. Kim-Ronan Romero
None G2C Simple

 Mondays to 

Fridays         

8:00 am - 5:00 

pm.
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1

Bring pet animals with 

their certificate of 

/anati-Rabies 

Vaccination.                                                         

For Poultry:                                              

Certificate of NCD, 

Vaccination from 

Farm Veterinarian                                       

For Hogs:                                                

Vaccination against 

Hog Cholera

Agriculture 

Office , San 

Vicente, 

Tabaco City

2

Examine animal for 

fitness to travel or 

slaughter (only for 

animals originating 

from Tabaco City for 

shipment)

8:00 am to 5:00 

pm

SERVICE: ARTIFICAL INSEMINATION IN SWINE AND LARGE CATTLE

WHO MAY AVAIL OF THE SERVICE: Resident of Tabaco City

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKSSTEPS

none

Dr. Reinerio C. Rocha/ 

Dr. Kim-Ronan 

Romero/Susan Parado

none G2C Simple
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1
Conduct Client 

Interview
5 minutes None

Dr. KIM RONAN 

ROMERO

SUSAN PARADO
None G2C SIMPLE

2 Animal Farm Visit 10 minutes None SUSAN PARADO None G2C SIMPLE

SERVICE: CLAIMING OF IMPOUNDED DOG

WHO MAY AVAIL OF THE SERVICE: Resident of Tabaco City

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Client should go to 

City Agriculture Office 

at San Vicente 

Tabaco City

5 minutes

Staff of Tabaco City Dog 

Pound Dr. KIM RONAN 

ROMERO

NONE

2

After identification of 

impounded dog. The 

staff will issue a 

release clearance

10 minutes
 Staff of Tabaco City 

Dog pound
NONE

City Agriculture 

Office, San 

Vicente, 

Tabaco City

Monday to 

Friday   8:00 

AM TO 5:00 

PM                                      

NO NOON 

BREAK

STEPS

NONE G2C SIMPLE

City Agriculture 

Office, San 

Vicente, 

Tabaco City                       

Monday to 

Friday                      

8:00AM                          

TO                             

5:00PM                  

NO NOON 

BREAK
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3

The Claimant will go 

to City Treasurers 

Office for the payment

15 minutes
City Treasurers Office 

Staff

1st Offense = 

1,000             2nd 

Offense = 2,000             

3rd Offense = 

3,000

City Treasurers 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City                

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

SERVICE:

WHO MAY AVAIL OF THE SERVICE: Residents of Tabaco City

HOW TO AVAIL OF THE SERVICE:

REGISTRATION OF FARMERS AND FISHERFOLKS THRU REGISTRY SYSTEM TO                                                                    

BASIC SECTORS IN AGRICULTURE (RSBSA) 

The claimant will 

return to the City Dog 

pound after paying the 

fine before releasing 

the impounded Dog.

5 minutes Staff of City Dog Pound NONE City Agriculture 

Office, San 

Vicente, 

Tabaco City 

Monday to 

Friday

NONE G2C SIMPLE

4

Page 49



RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Applicant should go to 

City Agriculture Office 

at San Vicente 

Tabaco City to 

present their 

requirements

5 minutes

2

Upon presenting the 

requirements, 

applicants will fill-up 

the enrollment form

10 minutes

3

Registration form will 

be given for the 

signatories 

SERVICE: AVAILMENT OF CERTIFIED PALAY SEEDS

WHO MAY AVAIL OF THE SERVICE: Rice Farmers of Tabaco City

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKSSTEPS

STEPS

Registered Farmers and 

Fisherfolks                                  

2 x 2 picture                                      

Proof of Ownership (Tax 

Declaration for Farmers) 

Government Valid ID

Arjay Francis Conde       

Perpetua Cipres             

Richard Monsour Bonto

NONE G2C SIMPLE

City Agriculture 

Office, San 

Vicente, 

Tabaco City                       

Monday to 

Friday                      

8:00AM                          

TO                             

5:00PM                  

NO NOON 

BREAK
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1

Go to the City 

Agriculture Office to 

inform for the 

availment of certified 

palay seeds

5 minutes

2

Field 

Evaluation/Interview/S

ignature of Distribution 

list

10 minutes

3
Enrollment on Rice 

Crop Manager (RCM)
10 minutes

4
Application in Crop 

Insurance
10 minutes

5
Release of Certified 

Palay Seeds
10 minutes

                        CITY TREASURER'S OFFICE

3

SERVICE: SECURING COMMUNITY TAX CERTIFICATE OR CEDULA

At least member of 

accredited farmers 

irrigators/association 

within the masterlist of 

Rice farmers registered 

to RSBSA new version.

Maria Ailene Bombon         

Arjay Francis Conde             

Richard Monsour Bonto

NONE G2C SIMPLE

City Agriculture 

Office, San 

Vicente, 

Tabaco City                       

Monday to 

Friday                      

8:00AM                          

TO                             

5:00PM                  

NO NOON 

BREAK
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General Public

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Fills out improvised 

form, which includes 

the declaration of the 

Gross Annual Income 

of the preceding year

10 minutes

2 Submits the form 5 minutes

3
Encodes/prints 

computerized CTC
5 minutes

4
Client signs the print 

out
5 minutes

5
Pays the required 

amount
5 minutes

6
Issues the community 

tax certificate
5 minutes

SERVICE: PAYING TRANSFER TAX OF REAL PROPERTIES

City Treasurers 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

STEPS

NONE
Emma Martirez / Renato 

Boridor

Depending on the 

required amount
G2C Simple

Clients served:     

HOW TO AVAIL OF THE SERVICE:
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HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Computation of 

transfer tax and 

issuance of tax order 

or payment

10 minutes Rafael C. Kallos

2
Present tax order of 

payment to teller
2-3 minutes

3 Pays the tax 5 minutes 

4
Collection officer 

issues Official Receipt
5 minutes 

SERVICE: PAYMENT FOR MARRIAGE LICENSE

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKSSTEPS

STEPS

Intrument of 

conveyance,                                      

Tax Declaration

none

G2C                                       

G2B                                 

G2G

SIMPLE

City Treasurers 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

Emma Martirez
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1

Presents Tax Order of 

Payment from the 

Local Civil Registrar

5 minutes

2

Pays the amount  in 

the Tax Order of 

Payment

5 minutes

3
Officer issues Official 

Receipt
5 minutes

4

Client goes back to 

the Local Civil 

Registrar for recording 

purposes

5 minutes

SERVICE: PAYMENT FOR POLICE CLEARANCE

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Presents valid 

Community Tax 

Certificate

5 minutes

City Treasurers 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

STEPS

none
Emma Martirez / Renato 

Boridor
Php25.00 G2C SIMPLE

City Treasurers 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

NONE Emma Martirez NONE G2C SIMPLE
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2

Officer encodes for 

new application or 

search in the data 

base for renewal

10 minutes

3
Officer issues official 

receipt 
5 minutes

SERVICE: PAYMENT FOR POLICE REPORT/BLOTTER

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1
Officer asks for 

identification (name)
5 minutes

2

Officer encodes for 

new applicant or 

search in the data 

base for renewal

10 minutes

3
Officer issues official 

receipt
5 minutes

City Treasurers 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

STEPS

none
Emma Martirez / Renato 

Boridor
Php25.00 G2C SIMPLE

none
Emma Martirez / Renato 

Boridor
Php25.00 G2C SIMPLE

City Treasurers 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK
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SERVICE: PAYMENT FOR MEDICAL/HEALTH CERTIFICATE

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Present Tax Order of 

Payment from the City 

Health Unit

5 minutes

2
Officer issues official 

receipt
5 minutes

3

Client goes back to 

the City Health Unit 

for recording purposes

5 minutes

SERVICE: PAYMENT FOR MARRIAGE LICENSE/BIRTH/DEATH CERTIFICATE

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Presents Tax Order of 

Payment from the 

Local Civil Registrar

5 minutes

City Treasurers 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

STEPS

none
Emma Martirez / Renato 

Boridor
Php30.00 G2C SIMPLE

STEPS

none
Emma Martirez / Renato 

Boridor
Php20.00 G2C SIMPLE

City Treasurers 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK
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2
Officer issues official 

receipt
5 minutes

3

Client goes back to 

the Local Civil 

Registrar for recording 

purposes

5 minutes

SERVICE: PAYMENT FOR APPLICATION FOR MARRIAGE LICENSE

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Presents Tax Order of 

Payment from the 

Local Civil Registrar

5 minutes

2
Officer issues official 

receipt
5 minutes

3

Client goes back to 

the Local Civil 

Registrar for recording 

purposes

5 minutes

City Treasurers 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

STEPS

NONE
Emma Martirez / Renato 

Boridor
Php588.00 G2C SIMPLE

City Treasurers 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

none
Emma Martirez / Renato 

Boridor
Php30.00 G2C SIMPLE
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SERVICE:
PAYMENT FOR APPLICATION FOR TAX CLEARANCE

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Presents Tax Order of 

Payment from the 

Land Tax Division

5 minutes

2
Officer issues official 

receipt
5 minutes

3

Client goes back to 

the Land Tax Division 

for recording purposes

5 minutes

SERVICE: PAYMENT FOR APPLICATION FOR MAYOR'S CLEARANCE

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

City Treasurers 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

STEPS

STEPS

NONE
Emma Martirez / Renato 

Boridor
Php25.00

G2C                             

G2B                              

G2G

SIMPLE
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1

Presents Tax Order of 

Payment from the 

Permits and Licensing 

Unit

5 minutes

2
Officer issues official 

receipt
5 minutes

3

Client goes back to 

the Permits and 

Licensing Unit for 

recording purposes

5 minutes

SERVICE: PAYMENT FOR MAYOR'S PERMIT FOR EMPLOYMENT

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Presents Tax Order of 

Payment from the 

Permits and Licensing 

Unit

5 minutes

2
Officer issues official 

receipt
5 minutes

City Treasurers 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

STEPS

NONE
Emma Martirez / Renato 

Boridor
Php50.00 G2C SIMPLE

NONE
Emma Martirez / Renato 

Boridor
Php25.00

G2C                             

G2B
SIMPLE

City Treasurers 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK
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3

Client goes back to 

the Permits and 

Licensing Unit for 

recording purposes

5 minutes

SERVICE: PAYMENT FOR MOTORIZED AND PEDALLED TRICYCLE REGISTRATION

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Presents Tax Order of 

Payment from the 

Transportation 

Regulation Division

5 minutes

2
Officer issues official 

receipt
5 minutes

3

Client goes back to 

the Transportation 

Regulation Division for 

recording purposes

5 minutes

City Treasurers 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

STEPS

NONE
Emma Martirez / Renato 

Boridor

MOTORIZED 

NEW = 

Php890.00                

MOTORIZED 

OLD = 

Php640.00            

RENEWAL = 

Php790.00               

NEW PEDALED 

TRICYCLE = 

Php430.00          

PEDALED 

TRICYCLE 

RENEWAL = 

Php325.00               

PEDALED 

CHANGE = 

Php350.00       

G2B SIMPLE

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

NONE
Emma Martirez / Renato 

Boridor
Php50.00 G2C SIMPLE
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SERVICE: PAYMENT FOR PROFESSIONAL TAX RECEIPT (PTR)

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Fills out improvised 

form, which includes 

Name and Profession

5 minutes

2
Officer issues official 

receipt
5 minutes

SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Present Tax Order of 

Payment from the 

Public Safety Office

5 minutes

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

PAYMENT FOR TRAFFIC VIOLATION OF MOTORIZED AND PEDALLED TRICYCLE AND 

OTHER VEHICLES

STEPS

none
Emma Martirez / Renato 

Boridor

Depends on the 

violation
G2B SIMPLE

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

STEPS

none
Emma Martirez / Renato 

Boridor

Pays the amount 

of Php300.00 

from January to 

February and add 

25% of the 

amount if paid 

March and 

thereafter.

G2C SIMPLE
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2

Pays the amount of 

the violation as 

reflected in the Tax 

Order of Payment

5 minutes

3
Officer issues official 

receipt
5 minutes

4

Client goes back to 

Public Safety Office 

for recording 

purposes.

5 minutes

SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Present Tax Order of 

Payment from the 

office of the City 

Assessor

5 minutes

2
Officer issues official 

receipt
5 minutes

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

PAYMENT FOR CERTIFIED COPY FOR TAX DECLARATION, LAND HOLDING, NO PROPERTY 

AND/OR NO IMPROVEMENT

STEPS

none
Emma Martirez / Renato 

Boridor

FOR TAX 

DECLARATION - 

Php20.00 per 

copy; the rest is 

Php25.00 per 

copy

G2B                                

G2C                                 

G2G

SIMPLE

none
Emma Martirez / Renato 

Boridor

Depends on the 

violation
G2B SIMPLE

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK
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3

Client goes back to 

the office of the City 

Assessor for issuance 

of request.

5 minutes

SERVICE: PAYMENT FOR CERTIFICATION OF NO OBJECTION (CENRO)

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Present Tax Order of 

Payment from the City 

Environment and 

Natural Resource 

Office

5 minutes

2
Officer issues official 

receipt
5 minutes

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

STEPS

none
Emma Martirez / Renato 

Boridor
Php25.00 G2C SIMPLE

none
Emma Martirez / Renato 

Boridor

FOR TAX 

DECLARATION - 

Php20.00 per 

copy; the rest is 

Php25.00 per 

copy

G2B                                

G2C                                 

G2G

SIMPLE
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3

Client goes back to 

the City Environment 

and Natural Resource 

Office for issuance of 

request.

5 minutes

SERVICE: PAYMENT FOR SERVICES AVAILED IN THE SENTRONG KALUSUGAN

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Present Tax Order of 

Payment from the 

Sentrong Kalusugan

5 minutes

2
Officer issues official 

receipt
5 minutes

3

Client goes back to 

Sentrong Kalusugan 

for record purposes

5 minutes

SERVICE: PAYMENT FOR BURIAL PERMIT FEE

HOW TO AVAIL OF THE SERVICE:

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

STEPS

none
Emma Martirez / Renato 

Boridor

Pays the amount 

reflected in the 

Tax Order of 

Payment

G2C SIMPLE

none
Emma Martirez / Renato 

Boridor
Php25.00 G2C SIMPLE
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RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Present Tax Order of 

Payment from the 

Office of the City 

Cemetery

5 minutes

2
Officer issues official 

receipt
5 minutes

3

Client goes back to 

the Office of the City 

Cemetery for issuance 

of request.

5 minutes

SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

COLLECTION OF CITY SHARE FROM THE NATIONAL GOVERNMENT AGENCIES AND 

TRANSFER OF FUND

STEPS

STEPS

none
Emma Martirez / Renato 

Boridor

Pays the amount 

reflected in the 

Tax Order of 

Payment

G2C SIMPLE

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK
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1

If personally delivered, 

client presents cheque 

and/or cash as the 

case may be with 

corresponding 

documents; if pick-up 

by the City Treasurer, 

the City Treasurer 

presents the cheque 

to the Revenue 

Collection Clerk

2
Officer issues official 

receipt

3

Officer signs the 

voucher and other 

documents

SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

COLLECTION OF PAYMENT FOR COURT ORDER RE:  CORRECTION OF NAME, NULLITY OF MARRIAGE, 

CERTIFICATE OF CLERICAL ERRORS AND SOLEMNATION

STEPS

5 minutes NONE
Emma Martirez / Renato 

Boridor
NONE G2G SIMPLE

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK
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1

Present Tax Order of 

Payment from the 

Local Civil Registrar

5 minutes

2
Officer issues official 

receipt
5 minutes

3

Client goes back to 

the Office of the Local 

Civil Registrar for 

issuance of request

5 minutes

SERVICE: COLLECTION OF PAYMENT FOR PROSECUTOR'S CLEARANCE

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Presents Tax Order of 

Payment from the Hall 

of Justice, Tabaco 

City

5 minutes

2
Officer issues official 

receipt
5 minutes

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

STEPS

NONE
Emma Martirez / Renato 

Boridor

Pays the amount 

reflected in the 

Tax Order of 

Payment

G2C SIMPLE

NONE
Emma Martirez / Renato 

Boridor

Pays the amount 

reflected in the 

Tax Order of 

Payment

G2C SIMPLE

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 
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3

Client goes back to 

the Hall of Justice for 

issuance of request

5 minutes

SERVICE: COLLECTION OF PAYMENT FOR TRANSFER FEE

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Presents Tax Order of 

Payment from the 

Office of the City 

Assessor

5 minutes

2
Officer issues official 

receipt
5 minutes

3

Client goes back to 

the Office of the City 

Assessor for issuance 

of request

5 minutes

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

STEPS

NONE
Emma Martirez / Renato 

Boridor

Pays the amount 

reflected in the 

Tax Order of 

Payment

G2C                           

G2B                                      

G2G

SIMPLE

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

NONE
Emma Martirez / Renato 

Boridor

Pays the amount 

reflected in the 

Tax Order of 

Payment

G2C SIMPLE
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SERVICE: COLLECTION OF PAYMENT FOR TRANSFER OF CADAVER

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Presents Tax Order of 

Payment from the City 

Health Unit

5 minutes

2
Officer issues official 

receipt
5 minutes

3

Client goes back to 

the City Health Unit 

for issuance of 

request

5 minutes

SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Presents Tax Order of 

Payment from the 

Office of the City 

Engineer

5 minutes

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

COLLECTION OF PAYMENT FOR BUILDING PERMIT FEE, INSPECTION FEE, WIRING PERMIT 

FEE, EXCAVATION FEE, STREAMER FEE

STEPS

NONE
Emma Martirez / Renato 

Boridor

Pays the amount 

reflected in the 

Tax Order of 

Payment

G2C SIMPLE

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

STEPS

NONE
Emma Martirez / Renato 

Boridor

Pays the amount 

reflected in the 

Tax Order of 

Payment

G2C SIMPLE
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2
Officer issues official 

receipt
5 minutes

3

Client goes back to 

the City Engineer for 

issuance of request

5 minutes

SERVICE: COLLECTION OF PAYMENT FOR ZONING CLEARANCE

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Presents Tax Order of 

Payment from the 

Office of the City 

Planning and 

Development 

Coordinator

5 minutes

2
Officer issues official 

receipt
5 minutes

3

Client goes back to 

the Office of the City 

Planning and 

Development 

Coordinator for 

issuance of request

5 minutes

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

STEPS

NONE
Emma Martirez / Renato 

Boridor

Pays the amount 

reflected in the 

Tax Order of 

Payment

G2C                              

G2B 
SIMPLE

NONE
Emma Martirez / Renato 

Boridor

Pays the amount 

reflected in the 

Tax Order of 

Payment

G2C SIMPLE

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK
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SERVICE: COLLECTION OF PAYMENT FOR BID DOCUMENTS

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Presents Tax Order of 

Payment from the 

Office of the Bids and 

Awards Committee

5 minutes

2
Officer issues official 

receipt
5 minutes

3

Client goes back to 

the Office of Bids and 

Awards for record 

purposes

5 minutes

SERVICE: COLLECTION OF PAYMENT FOR REGISTRATION OF LARGE CATTLE

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKSSTEPS

STEPS

NONE
Emma Martirez / Renato 

Boridor

Pays the amount 

reflected in the 

Tax Order of 

Payment

G2B SIMPLE

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 
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1

Client will pay the 

ownership and 

transfer of ownership 

fee

5 minutes

2
Officer issues official 

receipt
5 minutes

3

Client goes back to 

the Office of the 

Slaughter House 

Master for record 

purposes

5 minutes

SERVICE: COLLECTION OF CHARGES FOR THE LYING-IN K-LINIK SERVICES

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Clients presents Tax 

Order of Payment 

from the Lying-in K-

linik

5 minutes

2
Officer issues official 

receipt
5 minutes

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

STEPS

NONE
Emma Martirez / Renato 

Boridor

Pays the amount 

reflected in the 

Tax Order of 

Payment

G2C SIMPLE

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

NONE
Emma Martirez / Renato 

Boridor

Php50.00 per 

head for 

ownership of 

large cattle and 

Php5.00 for 

trasnfer of 

ownership

G2C SIMPLE
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3

Client goes back to 

the Lying-in K-linik for 

recording purposes.

5 minutes

SERVICE: COLLECTION OF CHARGES FOR AMBULANCE SERVICE

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Clients presents Tax 

Order of Payment 

from the City Disaster 

Risk Reduction 

Management 

Office/Communication 

Development Unit

5 minutes

2
Officer issues official 

receipt
5 minutes

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

STEPS

NONE
Emma Martirez / Renato 

Boridor

Pays the amount 

reflected in the 

Tax Order of 

Payment

G2C SIMPLE

NONE
Emma Martirez / Renato 

Boridor

Pays the amount 

reflected in the 

Tax Order of 

Payment

G2C SIMPLE

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK
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3

Client goes back to 

the City Disaster Risk 

Reduction 

Management 

Office/Communication 

Development Unit for 

recording purposes.

5 minutes

SERVICE: COLLECTION OF PAYMENT FOR LIQUIDATION FOR CASH ADVANCES

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1
Clients presents 

Liquidation Report
5 minutes

2
Officer issues official 

receipt
5 minutes

3

Client goes back to 

the Office of the City 

Accountant for 

recording purposes.

5 minutes

SERVICE: COLLECTION OF BOOTH RENTAL IN THE TABACO CITY CENTRAL TERMINAL

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

STEPS

NONE
Emma Martirez / Renato 

Boridor

Pays the amount 

reflected in the 

report

G2C SIMPLE

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NONE
Emma Martirez / Renato 

Boridor

Pays the amount 

reflected in the 

Tax Order of 

Payment

G2C SIMPLE
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HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Clients presents 

identification of bus 

company

5 minutes

2
Officer issues official 

receipt
5 minutes

3
Official Receipt is 

recorded
5 minutes

SERVICE: COLLECTION OF CITY TERRACE RENTAL

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Clients presents Tax 

Order of Payment 

from Business Permits 

and Licensing Unit

5 minutes

2
Officer issues official 

receipt
5 minutes

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

STEPS

NONE
Emma Martirez / Renato 

Boridor

Pays the amount 

reflected in the 

Tax Order of 

Payment

G2C                                    

G2B
SIMPLE

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

STEPS

NONE
Emma Martirez / Renato 

Boridor

Pays the amount 

of Php3,000.00 

per month if late 

payment, add 

50% of the 

amount

G2C                                    

G2B
SIMPLE
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3

Client goes back to 

the Office of the 

Business Permits and 

Licensing Unit for 

record and issuance 

of request

5 minutes

SERVICE: COLLECTION OF SULTADA FEE

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Client informs the 

collector of the ticket 

issued

5 minutes

2
Client pays the 

computed fee
5 minutes

3
Officer issues official 

receipt
5 minutes

SERVICE: COLLECTION OF RICE MILL FEE

HOW TO AVAIL OF THE SERVICE:

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

STEPS

NONE
Emma Martirez / Renato 

Boridor

Collector 

computes for the 

fee

G2B SIMPLE

NONE
Emma Martirez / Renato 

Boridor

Pays the amount 

reflected in the 

Tax Order of 

Payment

G2C                                    

G2B
SIMPLE

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK
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RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Clients presents Tax 

Order of Payment 

from the Office of the 

City Agriculturist

5 minutes

2
Officer issues official 

receipt
5 minutes

3

Client goes back to 

the Office of the City 

Agriculturist for 

recording purposes.

5 minutes

SERVICE: COLLECTION OF SALES OF AGRI-PRODUCTS

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1
Client declares the 

amount of sales
5 minutes

2
Officer issues official 

receipt
5 minutes

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

STEPS

NONE
Emma Martirez / Renato 

Boridor

Officer computes 

the required fees

G2C                               

G2B
SIMPLE

STEPS

NONE
Emma Martirez / Renato 

Boridor

Pays the amount 

reflected in the 

Tax Order of 

Payment

G2B SIMPLE

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK
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3

Client goes back to 

the Office of the City 

Agriculturist for 

recording purposes.

5 minutes

SERVICE: COLLECTION OF MARKET SPACE OCCUPANCY INSIDE MARKET PREMISES

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Clients presents Tax 

Order of Payment 

from the Office of the 

Market Supervisor

5 minutes

2
Officer issues official 

receipt
5 minutes

3

Client goes back to 

the Office of the 

Market Supervisor for 

recording purposes.

5 minutes

SERVICE: RELEASE OF BUSINESS PLATES, STICKER FOR PEDALLED AND MOTORIZED TRICYCLE

HOW TO AVAIL OF THE SERVICE:

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

STEPS

NONE
Emma Martirez / Renato 

Boridor

Pays the amount 

reflected in the 

Tax Order of 

Payment

G2B                            

G2C
SIMPLE

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

NONE
Emma Martirez / Renato 

Boridor

Officer computes 

the required fees

G2C                               

G2B
SIMPLE
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RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Clients presents 

Official Receipt 

reflecting payment for 

the plate and/or 

sticker

5 minutes

2
Officer looks into the 

record
3 minutes

3
Client signs the log 

book
5 minutes

4

Officer releases the 

business plates or 

stickers

5 minutes

SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Client requests for a 

copy of BIR Form 

2356 either verbally or 

through writing

5 minutes

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

REQUEST FOR CERTIFICATION OF TAX WITHHELD OF OFFICIALS AND EMPLOYEES (BIR 

FORM 2356)

STEPS

NONE Erlinda B. Ragas NONE
G2C                                   

G2B
SIMPLE

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

STEPS

NONE

Emma Martirez/                     

Paz Rolda /  Rafael C. 

Kallos

NONE G2C SIMPLE
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2

Officer looks into the 

data base and 

encodes necessary 

data

2 minutes

3
Officer prepares the 

form for signatures
5 minutes

4

City Treasurer or City 

Accountant signs the 

form

5 minutes

SERVICE: REQUEST FOR CERTIFICATION OF CESSATION OF BUSINESS

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Client presents the 

necessary documents' 

latest Mayor's Permit, 

latest Business Tax

5 minutes

2

Officer in the 

Business Section 

computes the 

graduate fixed tax 

based from the 

income of the 

business for the last 6 

2 minutes City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

STEPS

NONE Erlinda B. Ragas

Pays the 

graduated fixed 

tax for cessation; 

secures 

documentary 

stamps and 

certification fee of 

Php25.00

G2B SIMPLE

NONE Erlinda B. Ragas NONE
G2C                                   

G2B
SIMPLE

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

Page 80



3

Client presents official 

receipts of graduated 

fixed tax, 

documentary stamps 

and Official Receipt of 

certification to the 

officer

5 minutes

4

Officer prepares the 

certification of 

cessation of business

5 minutes

5
City Treasurer signs 

the certification
5 minutes

SERVICE: REQUEST FOR CERTIFICATION OF NO BUSINESS

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

STEPS

NONE Erlinda B. Ragas

Pays the 

graduated fixed 

tax for cessation; 

secures 

documentary 

stamps and 

certification fee of 

Php25.00

G2B SIMPLE
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1

Clients presents 

barangay clearance 

stating that the client 

has no business

5 minutes

2

Client presents official 

receipts for 

certification and 

documentary stamp to 

the officer

5 minutes

3

Officer prepares the 

certification of no 

business

5 minutes

4
City Treasurer signs 

the certification
5 minutes

SERVICE: REQUEST FOR CERTIFICATION OF MEDICAL OR SOCIAL SERVICES

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKSSTEPS

NONE Erlinda B. Ragas

Certification Fee - 

Php25.00                  

Documentary 

Stamp - 

Php30.00

G2C SIMPLE

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK
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1

Client presents letter 

request from the 

agency asking for the 

said certification

5 minutes

2
Officer validates the 

letter and the request
5 minutes

3

Client presents official 

receipts of certification 

and documentary 

stamp to the officer

5 minutes

4
Officer prepares the 

certification
5 minutes

5
City Treasurer signs 

the certification
5 minutes

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKSSTEPS

NONE Erlinda B. Ragas

Certification Fee - 

Php25.00                  

Documentary 

Stamp - 

Php30.00

G2C SIMPLE

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

SERVICE:
RECEIVING DAILY COLLECTIONS, PREPARING  LIQUIDATION OF COLLECTIONS, 

PREPARING THE REPORT OF COLLECTIONS AND DEPOSIT
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1

All collectors (officials 

or employees) are 

obliged to remit daily 

collections together 

with the official 

receipts issued  to 

client/customer/taxpay

ers. 

15 mins.

2

The person 

responsible prepares 

the liquidation of Daily 

Collections ( (Report 

of Collection)

15 mins.

3

The liquidation Officer 

will prepare the 

collections per fund 

and the City Treasurer 

signs it for deposit.

10 mins.

RPT SHARE OF 47 BARANGAYS

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

SERVICE:

HOW TO AVAIL OF THE SERVICE:

STEP/S

NONE Salvacion I.  Brugada None G2C Simple

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK
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1

The RPT share of 47 

barangays will be 

debited through their 

LBP account

10 minutes NONE Salvacion I.  Brugada NONE G2C Simple Quarterly

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Officials or employees 

may ask a copy of BIR 

Form 2316(Tax 

Withheld)

2

Search and fill-up the 

data of concerned 

officials or employees

3

The Head of the 

Department signs the 

said certificate (BIR 

Form 2316)

STEPS

20 minutes NONE Erlinda B. Ragas NONE
G2B                                    

G2C

SERVICE:
REQUEST FOR CERTIFICATE OF TAX WITHHELD OF OFFICIALS AND EMPLOYEES (BIR 

FORM NO.2316)

HOW TO AVAIL OF THE SERVICE:

Simple

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK
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RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

Ask the client of the 

documents needed:                           

1.a For Business 

Closure or No 

Business:                  

1.a1 Latest Mayor's 

Permit; Latest 

Business Tax 

(Graduated Fixed 

Tax)                                        

1.b2 Barangay 

Clearance (No 

Business)

2.a For Medical or 

Social Services:                                      

2.a1 Letter request 

from the agency 

asking for the said 

certification.

Simple

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

1

10 minutes

*Letter informing the 

office of the intent to 

close the business                                      

*Gross Income for the 

year                         

*Official Receipt - 

Certification Fee                    

*Documentary Stamp

Erlinda B. Ragas NONE
G2B                                    

G2C

HOW TO AVAIL OF THE SERVICE:

STEPS

SERVICE:
REQUEST FOR CERTIFICATION OF CESSATION OF BUSINESS/NO BUSINESS/MEDICAL OR 

SOCIAL SERVICES
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2
Research and encode 

the data.

3

Head of the 

department signs the 

said certification.

4

If the data is not 

available, certification 

of no record will be 

issued also.

MARKET RENTAL

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1
Issuance of Market 

Certification; Payment
5 minutes

Official Receipt                      

Photocopy of Certificate 

of Award

2

Accomplish the data 

form of the 

stallholders

5 minutes

Certification and 

Signature of City 

Treasurer

3
Payment for Market 

Rental
3 minutes Previous Official Receipt

Simple

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

SERVICE:

HOW TO AVAIL OF THE SERVICE:

STEPS

Annabelle B. Mayor / 

Andrico Villanueva

Depending on the 

payment stated 

on the official 

receipt

G2C Simple

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

10 minutes

*Letter informing the 

office of the intent to 

close the business                                      

*Gross Income for the 

year                         

*Official Receipt - 

Certification Fee                    

*Documentary Stamp

Erlinda B. Ragas NONE
G2B                                    

G2C
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4

Verification and 

Updating of Receipt of 

Arrears of Stallholders

3 minutes Previous Official Receipt

PREPARATION OF CHECKS

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1
Check if signatories 

are complete

2

Write the payee, 

amount and DV 

number on check 

booklet

3

Get 1 copy of the DV 

and 1 copy of the 

ALOBS

4

Write the Check 

number, name of bank 

and amount on the 

voucher

NONE

G2C                                           

G2B                                           

G2G

Simple

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

10 minutes
Voucher completely 

signed by all signatories
Meriam B. Boncolmo

Annabelle B. Mayor / 

Andrico Villanueva

Depending on the 

payment stated 

on the official 

receipt

G2C Simple

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

SERVICE:

HOW TO AVAIL OF THE SERVICE:

STEPS
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5

Fill up the data on 

preparing check on 

the ETRACS program

6

Print the check with 

the duplicate and 

triplicate

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Client may come to 

the Cash Division to 

receive his/her salary 

and other benefits

2

Officials or employees 

may ask a copy of 

payslip payroll for 

reference and other 

purposes

C2C                                  

G2G
Simple

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

HOW TO AVAIL OF THE SERVICE:

STEPS

5 minutes NONE
Cecilia B. Cantal                  

Imelda Completo
NONE

NONE

G2C                                           

G2B                                           

G2G

Simple

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

SERVICE:
PREPARES/PAYS SALARIES/WAGES & OTHER RENUMERATION OF 

PERMANENT/CONTRACTUALS & OTHERS

10 minutes
Voucher completely 

signed by all signatories
Meriam B. Boncolmo
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3

Search and photocopy 

the said payroll of 

officials or employees

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

The officials or 

employees may 

submit his/her written 

request and state the 

purpose of such.

2

Research the updated 

payments of officials 

or employees for 

encoding

3

Head of the 

department signs the 

certification

Simple

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

STEPS

10 minutes NONE
Cecilia B. Cantal                  

Imelda Completo
NONE

C2C                                  

G2G

C2C                                  

G2G
Simple

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

SERVICE:
REQUEST  FOR CERTIFICATION OF REMITTANCES FOR GSIS LOAN 

REPAYMENT/REMIUMS/PHILHEALTH/PAG-IBIG

HOW TO AVAIL OF THE SERVICE:

5 minutes NONE
Cecilia B. Cantal                  

Imelda Completo
NONE
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RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Client (employees and 

suppliers and etc.) 

may come to Cash 

Division to verify or 

inquire the checks.

2

Any valid 

identifications card will 

be presented to the 

persons responsible in 

releasing checks.

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKSSTEPS

Simple

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

SERVICE:
RECEIVING/RELEASING COMMUNICATIONS & PURCHASE REQUEST AND DISBURSEMENT 

VOUCHERS

HOW TO AVAIL OF THE SERVICE:

STEPS

5 minutes NONE

Cecilia B. Cantal                             

Imelda Completo                          

Job Order:                                    

Mary Jean Magat                              

April Berces

NONE
G2C                                  

G2G

SERVICE: RELEASING OF CHECKS TO EMPLOYEES, SUPPLIERS AND OTHER PAYEES

HOW TO AVAIL OF THE SERVICE:
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1

Any 

communication/Purch

ase 

Request/Purchase 

Order will be accepted 

by the responsible 

person if it is signed 

by City Mayor

2

Releasing will be done 

after the City 

Treasurer approved it.

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

HOW TO AVAIL OF THE SERVICE:

STEPS

Simple

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

SERVICE: RELEASING OF CHECKS FOR SUPPLIERS/BILLS

Note:  As per advice by the Land Bank of the Philippines, all checks shall be released three (3) working days after concerned checks are 

posted as "ADVICED" status by the Land Bank of the Philippines

10 minutes NONE

Cecilia B. Cantal                             

Imelda Completo                          

Job Order:                                    

Mary Jean Magat                              

April Berces

NONE
G2C                                  

G2G
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1
Present the required 

requirements
5 minutes

Special Power of 

Attorney (SPA)                                        

Valid I.D. (Photocopy)                  

Official Receipt (O.R.)

April Mae Berces NONE
G2C                                     

C2G
Simple

Treasurer's 

Office                             

Cash Section                         

8:00am - 12 nn                      

1:00pm - 5:00 

pm   Mondays 

to Fridays

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1
Present the required 

requirements
5 minutes 2 Valid I.D's April Mae Berces NONE

G2C                                     

C2G
Simple

Treasurer's 

Office                             

Cash Section                         

8:00am - 12 nn                      

1:00pm - 5:00 

pm   Mondays 

to Fridays

HOW TO AVAIL OF THE SERVICE:

STEPS

SERVICE: RELEASING OF CHECKS FOR PERSONNEL

SERVICE: RELEASING OF CHECKS FOR MEDICAL, FINANCIAL AND BURIAL ASSISTANCE

Note: As per advice by the Land Bank of the Philippines, all checks shall be released three (3) working days after concerned checks are 

posted as "ADVICED" status by the Land Bank of the Philippines
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RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1
Present the required 

requirements
5 minutes 2 Valid I.D's April Mae Berces NONE

G2C                                     

C2G
Simple

Treasurer's 

Office                             

Cash Section                         

8:00am - 12 nn                      

1:00pm - 5:00 

pm   Mondays 

to Fridays

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1
Present the required 

requirements
5 minutes

Valid I.D. (Photocopy)                  

Official Receipt (O.R.)
April Mae Berces NONE

G2C                                     

C2G
Simple

Treasurer's 

Office                             

Cash Section                         

8:00am - 12 nn                      

1:00pm - 5:00 

pm          

Mondays to 

HOW TO AVAIL OF THE SERVICE:

STEPS

HOW TO AVAIL OF THE SERVICE:

STEPS

SERVICE: RELEASING OF CHECKS FOR BARANGAY ASSISTANCE

As per advice by the Land Bank of the Philippines, all checks shall be released three (3) working days after concerned checks are posted 

as "ADVICED" status by the Land Bank of the Philippines

As per advice by the Land Bank of the Philippines, all checks shall be released three (3) working days after concerned checks are posted 

as "ADVICED" status by the Land Bank of the Philippines

Page 94



RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Check completeness 

of documents                                     

a. If already sign by 

City Mayor or City 

Accountant and Head 

of Office                                              

b. If complete, receive 

and logs detail in 

computer

5 minutes

2

Endorsed to City 

Treasurer                                  

a. If they have 

meetings, and other 

important things to 

accomplished

10 minutes                     

1 day 

3 Logs out to computer 3 minutes

Treasurer's 

Office                             

Cash Section                         

8:00am - 12 nn                      

1:00pm - 5:00 

pm         

Mondays to 

Fridays

STEPS

NONE

Mary Jean B. Magat

NONE

G2C                           

G2G                          

G2B     

Simple

SERVICE: SIGNING OF DISBURSEMENT VOUCHER (D.V.)

HOW TO AVAIL OF THE SERVICE:
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4

Logs details in record 

book and transmits 

documents to Cheque 

Section and Cash 

Division

3 minutes
Meriam Boncolmo               

Paz Rolda

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Checks completeness 

of documents                              

a. If already sign by 

Bids and Award 

Committee, Head of 

Office or City Mayor                                      

b. If complete, receive 

and logs detail in 

computer

5 minutes

NONE Mary Jean B. Magat NONE

G2C                              

G2B                          

G2G

Simple

Treasurer's 

Office                             

Cash Section                         

8:00am - 12 nn                      

1:00pm - 5:00 

pm   Mondays 

to Fridays

Treasurer's 

Office                             

Cash Section                         

8:00am - 12 nn                      

1:00pm - 5:00 

pm         

Mondays to 

Fridays

SERVICE: SIGNING OF PURCHASE REQUEST (P.R.)

HOW TO AVAIL OF THE SERVICE:

STEPS

NONE NONE

G2C                           

G2G                          

G2B     

Simple
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2

Endorsed to City 

Treasurer                                  

a. If they have 

meetings, and other 

important things to 

accomplished

10 minutes                     

1 day 

3 Logs out to computer 3 minutes

4 Release documents 3 minutes

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Check the 

completeness of 

documents

5 minutes Mary Jean B. Magat

2
Endorsed to City 

Treasurer
1 minute

3
Forward to 

Treasurer's Secretary
1 minute

Applicant

SERVICE:                           SIGNING OF BUSINESS CLEARANCE

HOW TO AVAIL OF THE SERVICE:

STEPS

NONE NONE G2B Simple

Treasurer's 

Office                             

Cash Section                         

8:00am - 12 nn                      

1:00pm - 5:00 

pm   Mondays 

to Fridays

NONE Mary Jean B. Magat NONE

G2C                              

G2B                          

G2G

Simple

Treasurer's 

Office                             

Cash Section                         

8:00am - 12 nn                      

1:00pm - 5:00 

pm   Mondays 

to Fridays
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4

Photocopy of 

Application for 

business

3 minutes

5 Release documents 1 minute

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Check the 

completeness of 

documents

3 minutes Mary Jean B. Magat

2
Endorsed to City 

Treasurer
1 minute

3 Forward to Secretary 1 minute

4

Leave the duplicate 

copy as file copy of 

Land Tax Section

1 minute

5 Release documents 1 minute

STEPS

NONE NONE

G2C                             

G2B                                 

G2G

Simple

Treasurer's 

Office                             

Cash Section                         

8:00am - 12 nn                      

1:00pm - 5:00 

pm   Mondays 

to Fridays

Applicant

Mary Jean B. Magat

Mary Jean B. Magat

SERVICE: SIGNING OF TAX CLEARANCE

HOW TO AVAIL OF THE SERVICE:

NONE NONE G2B Simple

Treasurer's 

Office                             

Cash Section                         

8:00am - 12 nn                      

1:00pm - 5:00 

pm   Mondays 

to Fridays
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RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Check Accountant's 

Advice of Local Check 

Disbursement and 

posted the 

Disbursement 

Voucher (D.V.)

5 minutes

2
Endorsed to City 

Treasurer
1 minute

3 Endorsed to Secretary 5 -10 minutes City Treasurer

4 Endorsed checks 1 minute April Mae Berces

SERVICE: PAYMENT FOR THE REAL PROPERTY TAX

HOW TO AVAIL OF THE SERVICE:

Treasurer's 

Office                             

Cash Section                         

8:00am - 12 nn                      

1:00pm - 5:00 

pm   Mondays 

to Fridays

SERVICE: SIGNING OF CHECKS

HOW TO AVAIL OF THE SERVICE:

STEPS

NONE

Mary Jean B. Magat

NONE

G2C                             

G2B                                 

G2G

Simple
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RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Verify the declared 

owner of the proper 

tax

2 minutes

Check if the taxes are 

paid
2 minutes

a. For unpaid tax, 

compute for the real 

proper tax      

2 minutes per tax 

declaration

b. Print the statement 

of account    

1 minute per tax 

declaration

c. Payment for the 

real property tax

5 minutes per tax 

declaration

3
Payment for the tax 

clearance fee
2 minutes

Depends on the 

computed amount

4
Prepare and issuance 

of the tax clearance
5 minutes NONE

Adrian Dela Rosa/           

Mark Almasco Aldrin 

Romero /   Ianah 

Danielle Berces /  

Nicholas John Kenneth 

Berces /                 

Lourdes Burac

NONE

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

2

Aldrin Romero /   Karen 

Anne B. Bolanga

STEPS

Previous realty tax 

receipt

Adrian Dela Rosa/           

Mark Almasco Aldrin 

Romero /   Ianah 

Danielle Berces /  

Nicholas John Kenneth 

Berces /                 

Lourdes Burac

NONE

G2C                             

G2B                                 

G2G

Simple
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RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Fills out improvised 

form, which includes 

the declaration of the 

Gross Annual Income 

of the preceding year

10 minutes

2 Submits the form 5 minutes

3
Encodes/prints 

computerized CTC
5 minutes

4
Client signs the print 

out
5 minutes

5
Pays the required 

amount
5 minutes

Simple

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

HOW TO AVAIL OF THE SERVICE:

STEPS

NONE
Emma Martirez / Renato 

Boridor

Depending on the 

required amount
G2C

SERVICE: SECURING COMMUNITY TAX CERTIFICATE OR CEDULA
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6
Issues the community 

tax certificate
5 minutes

CITY TOURISM, CULTURE AND THE ARTS OFFICE

4

Provides information of the following:

*Research Data/Tourism Statistics

*History, Culture & Arts

*Tourist Destinations

PROVISION OF INFORMATION & INFORMATIONAL MATERIALS

WHO MAY AVAIL OF THE SERVICE: General  Public

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Client proceeds to 

CTCAO & submits 

requirements: 

receiving and 

validation of 

reuirements

2 minutes
Myra Joy Badola                     

Merwin Lolin

Simple

City Treasurer's 

Office                  

Ground Flr. City 

Hall Building, 

Tabaco City          

Mondays                       

to                           

Fridays                        

8:00 am                                     

to                                    

5:00 pm                         

NO NOON 

BREAK

SERVICES:

HOW TO AVAIL OF THE SERVICE:

STEPS

Letter of request NONE G2C Simple

City Hall 

Building    

Mondays                      

to                      

Fridays                   

8:00 am                        

to                                

5:00 pm                      

NO NOON 

BREAK

NONE
Emma Martirez / Renato 

Boridor

Depending on the 

required amount
G2C
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2

Verification of 

availability of 

information (if the data 

is unavailable, the 

person-in-charge 

refers client to other 

probable sources of 

info)

3 Approval of request

4

Registering & 

recording of clients in 

the logbook

2 minutes Jhon Mer Bonaobra

PROVISION OF INFORMATION (WALK-INS/PHONE CALL/EMAIL or FACEBOOK PAGE)

Email: tourismtabaco@gmail.com / tourismtabaco@yahoo.com

Provides information of the following:

*Tourist Destinations

*Events

*History, Culture & Arts

*Directory

WHO MAY AVAIL OF THE SERVICE: General  Public

SERVICES:

HOW TO AVAIL OF THE SERVICE:

Letter of request NONE G2C Simple

City Hall 

Building    

Mondays                      

to                      

Fridays                   

8:00 am                        

to                                

5:00 pm                      

NO NOON 

BREAK

8 minutes Eric B. Valeriano
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RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Acceptance of phone-

in 

inquiries/accommoda- 

tion of walk-ins and 

verification of 

concerns and queries

3 - 5 minutes John Kouta Bustamante

2

Provision of accurate 

information to client in 

response to their 

queries (walk-in 

clients signs in the 

logbook)

3 - 10 minutes

Michael Brizuela                  

John Lester Buendia                  

Victor Canaria

3

Acceptance of email 

and/or facebook page 

inquiries & provision 

of accurate 

information to clients 

in response to their 

queries

1 - 3 working days

Eric B. Valeriano                    

Victor Canaria                    

Merwin Lolin

SERVICES: PROVISION OF FINANCIAL ASSISTANCE

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKSSTEPS

NONE G2C Simple

City Hall 

Building    

Mondays                      

to                      

Fridays                   

8:00 am                        

to                                

5:00 pm                      

NO NOON 

BREAK

HOW TO AVAIL OF THE SERVICE:

STEPS

NONE
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Client proceed to 

CTCAO & submit 

requirements:

*Receiving and 

validation of 

requirements

2 minutes Myra Joy Bandola

*Purchase Request 

(PR) Preparation

*Purchase Request 

(PR) 

Processing/Procurem

ent

2

Informing clients of 

Financial Assistance 

release thru SMS or 

Phone call to proceed 

to Treasurer's office to 

claim their requested 

Financial Assistance

7 - 10 working 

days
Victor Canaria

Complex / 

Highly 

Technical

City Hall 

Building    

Mondays                      

to                      

Fridays                   

8:00 am                        

to                                

5:00 pm                      

NO NOON 

BREAK

10 minutes
John Kouta Bustamante                     

Mark Edward Gueriva

                        CITY SOCIAL WELFARE AND DEVELOPMENT OFFICE

1

Solicitation Letter and 

Proposal
NONE

G2C                             

G2G

Simple
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BURIAL ASSISTANCE

All requirements shall be accomplished in 1 original copy and 2 photocopies

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Proceed to CSWD 

Office and submit the 

complete 

requirements for the 

evaluation of the 

assistance requested

10 minutes

2

Submit and attend 

intake interview. 

Assess and evaluate 

client's needs and 

prepare the AICS form

15 minutes

3

Receives the 

assistance. Issue the 

"BALE" form or 

guarantee letter

5 minutes

G2C Simple

CSWD Office                                

Mondays               

to                      

Sundays                

8:00 am              

to                         

5:00 pm              

NO NOON 

BREAK

NOTE:

HOW TO AVAIL OF THE SERVICE:

STEPS

*Photocopy of Death 

Certificate                         

*Certificate of Indigency                            

*Valid ID of claimant                                  

*Funeral Contract                             

*Certificate of 

Outstanding Balance

CSWD Staff NONE

                                                5

SERVICE: AVAILMENT OF ASSISTANCE IN CRISIS SITUATION (AICS)

Page 106



MEDICAL ASSISTANCE

All requirements shall be accomplished in 1 original copy and 2 photocopies

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Proceed to CSWD 

Office and submit the 

complete 

requirements for the 

evaluation of the 

assistance requested

10 minutes

2

Submit and attend 

intake interview. 

Assess and evaluate 

client's needs and 

prepare the AICS form

15 minutes

3

Receives the 

assistance. Issue the 

"BALE" form or 

guarantee letter

5 minutes

G2C Simple

CSWD Office                                

Mondays               

to                      

Sundays                

8:00 am              

to                         

5:00 pm              

NO NOON 

BREAK

NOTE:

HOW TO AVAIL OF THE SERVICE:

STEPS

*Certificate of Indigency           

*Valid ID of client                      

*Prescription Form with 

fully filled up details               

*Medical Certificate / 

Clinical Abstract                       

*Treatment Protocol 

(For Chronic Ailments)                          

*Laboratory Request

CSWD Staff NONE

SERVICE: AVAILMENT OF ASSISTANCE IN CRISIS SITUATION (AICS)
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ASSISTANCE

All requirements shall be accomplished in 1 original copy and 2 photocopies

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Proceed to CSWD 

Office and submit the 

complete 

requirements for the 

evaluation of the 

assistance requested

10 minutes

2

Submit and attend 

intake interview. 

Assess and evaluate 

client's needs and 

prepare the AICS form

15 minutes

3

Receives the 

assistance. Issue the 

"BALE" form or 

guarantee letter

5 minutes

TRANSPORTATION/FINANCIAL ASSISTANCE

G2C Simple

CSWD Office                                

Mondays               

to                      

Sundays                

8:00 am              

to                         

5:00 pm              

NO NOON 

BREAK

SERVICE: AVAILMENT OF ASSISTANCE IN CRISIS SITUATION/ (AICS)TRANSPORTATION/FINANCIAL ASSISTANCE

NOTE:

HOW TO AVAIL OF THE SERVICE:

STEPS

*Certificate of Indigency           

*Valid ID of client                      

*Official Statement of 

Account                            

*Medical Certificate / 

Clinical Abstract

CSWD Staff NONE

SERVICE: AVAILMENT OF ASSISTANCE IN CRISIS SITUATION (AICS) HOSPITALIZATION 
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All requirements shall be accomplished in 1 original copy and 2 photocopies

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Proceed to CSWD 

Office and submit the 

complete 

requirements for the 

evaluation of the 

assistance requested

10 minutes

2

Submit and attend 

intake interview. 

Assess and evaluate 

client's needs and 

prepare the AICS form

15 minutes

3

Receives the 

assistance. Issue the 

"BALE" form or 

guarantee letter

5 minutes

Simple

CSWD Office                                

Mondays               

to                      

Sundays                

8:00 am                     

to                         

5:00 pm              

NO NOON 

BREAK

SERVICE:
ISSUANCE OF SOCIAL CASE STUDY REPORT AS REQUIREMENT FOR OTHER                   AGENCIES' 

ASSISTANCE (SCSR)

HOW TO AVAIL OF THE SERVICE:

STEPS

*Certificate of Indigency           

*Police Blotter (if out of 

the area, citing the 

reason for asking the 

assistance)                 

*Valid ID of client

CSWD Staff NONE G2C

NOTE:
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RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Submit the needed 

requirements for 

verification

5 minutes

2

Submit and attend 

intake interview for 

assessment and 

evaluation of the 

client's needs

20 minutes

3

Affirm/verify details 

taken or encoded. 

Conduct collateral 

interview, home visit, 

prepare the social 

case study report.

1 day
CSWD Staff / Social 

Worker

4

Wait for the 

processing / release 

of the Social Case 

Study Report.

15 minutes CSWD Officer

5
Finalization of Social 

Case Study Report
15 minutes Social Worker

CSWD Office                    

Monday-Friday                         

8:00am - 12 nn                      

1:00pm - 5:00 

pm

STEPS

*Certificate of Indigency        

*Medical Certificate or 

Clinical Abstract

CSWD Staff

NONE G2C Simple

HOW TO AVAIL OF THE SERVICE:
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6

Approval of Social 

Case Study 

Report/signing

3 minutes CSWD Officer

7
Release the Social 

Case Study Report
2 minutes Social Worker

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Submit the needed 

requirements for 

verification

3 minutes

CSWD Office                    

Monday-Friday                         

8:00am - 12 nn                      

1:00pm - 5:00 

pm

2

Fill out Information 

Form. Interview the 

client and prepare the 

certification.

6 minutes

*Local Civil Registrar           

*Public Attorney's 

Office                       

*Integrated Bar of the 

Philippines:                                

-Barangay Certificate of 

Indigency                                   

-CBMS Certification                    

-Certificate of Insolvency 

(Assessor's Office)                         

- Documentary Stamps                       

*Ziga Memorial 

Hospital                               

*Bicol Regional 

Training and Teaching 

Hospital                               

*Philhealth                                              

-Barangay Certificate of 

Indigency                                                   

-CBMS Certification

CSWD Staff

NONE G2C Simple

CSWD Office                    

Monday-Friday                         

8:00am - 12 nn                      

1:00pm - 5:00 

pm

SERVICE: APPLICATION FOR CERTIFICATE OF INDIGENCY

HOW TO AVAIL OF THE SERVICE:

STEPS

*Certificate of Indigency        

*Medical Certificate or 

Clinical Abstract

NONE G2C Simple
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3

Approval and signing 

of the certification 

after being reviewed.

3 minutes CSWD Officer

4
Release of Certificate 

of Indigency
3 minutes CSWD Staff

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Proceed to CSWD 

Office and present the 

complete 

requirements for 

validation and 

preparation of the 

Identification Card. 

Record in the logbook.

20 minutes

PERSON WITH 

DISABILITIES:                                

-Filled-up application 

Form                                                

-2 pcs 1x1 latest picture                        

-Medical Certificate 

indicating type of 

disability
CSWD Office                    

Monday-Friday                         

8:00am - 12 nn                      

1:00pm - 5:00 

pm

SERVICE: ISSUANCE OF IDENTIFICATION CARDS

HOW TO AVAIL OF THE SERVICE:

STEPS

CSWD Staff NONE G2C

Simple / 

Highly 

Technical

*Local Civil Registrar           

*Public Attorney's 

Office                       

*Integrated Bar of the 

Philippines:                                

-Barangay Certificate of 

Indigency                                   

-CBMS Certification                    

-Certificate of Insolvency 

(Assessor's Office)                         

- Documentary Stamps                       

*Ziga Memorial 

Hospital                               

*Bicol Regional 

Training and Teaching 

Hospital                               

*Philhealth                                              

-Barangay Certificate of 

Indigency                                                   

-CBMS Certification

NONE G2C Simple
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2
Release of 

Identification Card

5 minutes for 

PWD  22 days 

for SOLO 

PARENTS, as 

per RA 8972 SP 

ID should be 

released after 

conducting 

collateral 

interview and 

verification

SOLO PARENTS:                           

-Barangay Certificaton 

from the Brgy. Captain 

certifying that appicant is 

a SOLO PARENT                             

-2pcs 1x1 latest picture          

-Photocopy of minor 

children's birth certificate          

-Photocopy of latest 

income tax return 

(optional)

REAL PROPERTY ASSESSMENT

SERVICE

WHO MAY AVAIL OF THE SERVICE All property owners or his authorized representative

RESPONSE 

TIME
REQUIREMENTS PERSON TO APPROACHREQUIRED FEES

TYPE OF 

SERVICE

CLASSIFI

CATION
REMARKS

CSWD Office                    

Monday-Friday                         

8:00am - 12 nn                      

1:00pm - 5:00 

pm

       OFFICE OF THE CITY ASSESSOR

                            6

The City Assessor's Office conducts field inspection on the subject property to appraise and assess the value of the                                                                                                                                         

real  property for taxation purposes as a pre-requisite for the issuance of the Tax Declaration

CSWD Staff NONE G2C

Simple / 

Highly 

Technical

STEPS

HOW TO AVAIL OF THE SERVICE

The City Assessor’s Office conducts field inspection on the subject property to appraise and 

assess the value of the real property for taxation purposes as a pre-requisite for the issuance 

of the Tax Declaration.

ISSUANCE OF TAX DECLARATION
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1

Request and submit 

requirements by the 

client

3 minutes

 For Transfer of 

Ownership 1. 

Photocopy or certified 

copy of title of new 

owner (if Titled)

Sheila B. Calisin/Irene 

Marie B. 

Barrameda/Tirso L. 

Balasta, Jr./Rhona Lyn 

R. Regalado

Php 100.00 per 

transaction

Government to 

Citizen (G2C), 

Government to 

Business (G2B)

Simple

2nd Floor, Old 

City Hall 

Building

2

Give order of payment 

and wait for the official 

receipt (payment 

made at the City 

Treasurer's Office)

5 minutes

2. Deed of Conveyance 

(Sale/Donation/Inheritan

ce, etc.)

Sheila B. Calisin/Irene 

Marie B. 

Barrameda/Tirso L. 

Balasta, Jr./Rhona Lyn 

R. Regalado

Monday to 

Friday  8:00am 

to 5:00pm

3

Receive official receipt 

and prepare 

requested documents 

upon verification and 

accomplish the 

assessment records

20 minutes

3. Certificate Authorizing 

Registration (CAR) 

issued by BIR

Sheila B. Calisin/Irene 

Marie B. 

Barrameda/Tirso L. 

Balasta, Jr./Rhona Lyn 

R. Regalado

4
Review and approve 

the tax declaration
2 minutes 4. Transfer Tax Receipt Muriel B. Imperial, REA
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5

Release Owner's 

Copy of Tax 

Declaration

2 minutes

5. Real Property Tax 

Clearance issued by the 

City Treasurer's Office

Sheila B. Calisin/Irene 

Marie B. 

Barrameda/Tirso L. 

Balasta, Jr./Rhona Lyn 

R. Regalado

SERVICE

WHO MAY AVAIL OF THE SERVICE All property owners or his authorized representative

RESPONSE 

TIME
REQUIREMENTS PERSON TO APPROACHREQUIRED FEES

TYPE OF 

SERVICE

CLASSIFI

CATION
REMARKS

For Reassessment/

Classification 1. 

Signed request of the 

owner for reclassification 

or reassessment

STEPS

1

Request and submit 

requirements by the 

client. Receive and 

review for the 

completeness of 

requirements

5 minutes

Sheila B. Calisin/Irene 

Marie B. 

Barrameda/Tirso L. 

Balasta, Jr./Rhona Lyn 

R. Regalado

Government to 

Citizen (G2C), 

Government to 

Business (G2B)

Simple

2nd Floor, Old 

City Hall 

Building

Php200.00

HOW TO AVAIL OF THE SERVICE

REASSESSMENT/RECLASSIFICATION OF LOT AND NEW DISCOVERY
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2

Give order of payment 

and wait for the official 

receipt (payment 

made at the City 

Treasurer's Office)

5 minutes

2. Pictures of the 

property subject of the 

request

Muriel B. Imperial, 

REA/Tirso L. Balasta, Jr.

Monday to 

Friday  8:00am 

to 5:00pm

3

Verify records and 

conduct ocular 

inspection

1 hour (excluding 

travel time)

3. Survey or subdivision 

Plan

Muriel B. Imperial, 

REA/Tirso L. Balasta, Jr.

4

Prepare and 

accomplish 

Assessment Record

5 minutes 4. DAR Clearance

Sheila B. Calisin/Irene 

Marie B. 

Barrameda/Tirso L. 

Balasta, Jr./Rhona Lyn 

R. Regalado

5 Review and Approved 2 minutes

5. Development 

Permit/Zoning 

Certification

Muriel B. Imperial, 

REA/Tirso L. Balasta, Jr.

6

Release Owner's 

Copy of Tax 

Declaration

2 minutes
6. Sangguniang 

Panlungsod Resolution

Sheila B. Calisin/Irene 

Marie B. 

Barrameda/Tirso L. 

Balasta, Jr./Rhona Lyn 

R. Regalado
7. Real Property Tax 

Clearance

For New Discovery

A. Land (Titled)

Php200.00
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1. Original Certificate of 

Title (Photocopy)
2. Approved Survey 

Plan
3. Sworn Statement of 

Owner

B. Land (Untitled)

1. Approved Survey 

Plan

2. DENR Certification 

that Lot is within 

alienable and disposable

3. Barangay Certification

C. Building/Other 

Structures

1. Building permit

2. Certificate of 

Completion/

Occupancy Certificate
3. Pictures of the 

property
4. Inspection Report

D. MACHINERIES

1. Sworn Statement and 

or Acquisition Cost

Php200.00
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SERVICE

WHO MAY AVAIL OF THE SERVICE All property owners or his authorized representative

RESPONSE 

TIME
REQUIREMENTS PERSON TO APPROACHREQUIRED FEES

TYPE OF 

SERVICE

CLASSIFI

CATION
REMARKS

CERTIFIED COPY OF 

TAX DECLARATION 

1. Real Property Tax 

Clearance

2

Give order of payment 

and wait for the official 

receipt (payment 

made at the City 

Treasurer's Office)

5 minutes

2. Official Receipt  

(Certified Tax 

Declaration/Assessment 

records and Service 

Fee)

Sheila B. Calisin/Irene 

Marie B. 

Barrameda/Tirso L. 

Balasta, Jr./Rhona Lyn 

R. Regalado

Monday to 

Friday  8:00am 

to 5:00pm

1

Request and submit 

requirements by the 

client. Receive and 

review for the 

completeness of 

requirements

3 minutes

Sheila B. Calisin/Irene 

Marie B. 

Barrameda/Tirso L. 

Balasta, Jr./Rhona Lyn 

R. Regalado

Php100.00/Php10

0.00 Service fee

Government to 

Citizen (G2C), 

Government to 

Business (G2B)

Simple

2nd Floor, Old 

City Hall 

Building

STEPS

HOW TO AVAIL OF THE SERVICE

ISSUANCE OF CERTIFIED COPIES OF ASSESSMENT RECORDS/CERTIFICATE OF NO 

PROPERTY
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3

Receive official receipt 

and prepare the 

requested documents. 

(Research if old Tax 

Declaration)

5 minutes/15 

minutes for old 

Tax Declaration)

CERTIFICATE OF NO 

IMPROVEMENT

Sheila B. Calisin/Irene 

Marie B. 

Barrameda/Tirso L. 

Balasta, Jr./Rhona Lyn 

R. Regalado

4

Sign the certified 

copies of Assessment 

Records

2 minutes 1. Barangay Certification

5

Record and release 

the requested 

documents

2 minutes

2. Official Receipt 

(Certification fee and 

Service fee)

3. Documentary Stamp

SERVICE

WHO MAY AVAIL OF THE SERVICE All property owners or his authorized representative

RESPONSE 

TIME
REQUIREMENTS PERSON TO APPROACHREQUIRED FEES

TYPE OF 

SERVICE

CLASSIFI

CATION
REMARKS

1
Request documents 

by the client
1 minute

1. Officaial Receipt of 

required fees                                   

2. Documentary Stamp

Sheila B. Calisin/Irene 

Marie B. 

Barrameda/Tirso L. 

Balasta, Jr./Rhona Lyn 

R. Regalado

Php100.00per 

page/Php100.00 

Research/ 

Service fee

Government to 

Citizen (G2C), 

Government to 

Business (G2B)

Simple

2nd Floor, Old 

City Hall 

Building

STEPS

HOW TO AVAIL OF THE SERVICE

ISSUANCE OF CERTIFICATE OF WITH/NO 

IMPROVEMENTS/LANDHOLDINGS/OTHER CERTIFICATION
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2
Verify/Research 

records

5 minutes/20 

minutes for old 

documents

Sheila B. Calisin/Irene 

Marie B. 

Barrameda/Tirso L. 

Balasta, Jr./Rhona Lyn 

R. Regalado

Monday to 

Friday  8:00am 

to 5:00pm

3

Give order of payment 

and wait for the official 

receipt (payment 

made at the City 

Treasurer's Office)

5 minutes

Sheila B. Calisin/Irene 

Marie B. 

Barrameda/Tirso L. 

Balasta, Jr./Rhona Lyn 

R. Regalado

4
Prepare requested 

documents
10 minutes

Sheila B. Calisin/Irene 

Marie B. 

Barrameda/Tirso L. 

Balasta, Jr./Rhona Lyn 

R. Regalado

5
Review and sign the 

requested certification
2 minutes Muriel B. Imperial, REA

6
Release the 

certification
2 minutes

Sheila B. Calisin/Irene 

Marie B. 

Barrameda/Tirso L. 

Balasta, Jr./Rhona Lyn 

SERVICE ANNOTATION/CANCELLATION OF LIENS AND ENCUMBRANCES
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WHO MAY AVAIL OF THE SERVICE All property owners or his authorized representative

RESPONSE 

TIME
REQUIREMENTS PERSON TO APPROACHREQUIRED FEES

TYPE OF 

SERVICE

CLASSIFI

CATION
REMARKS

1

Verify the submittted 

documents and 

research the records

5 minutes

1. Notice of 

Liens/Encumbrances or 

Notice of Cancellation of 

Liens and 

Encumbrances

Sheila B. Calisin/Irene 

Marie B. 

Barrameda/Tirso L. 

Balasta, Jr./Rhona Lyn 

R. Regalado

Php100.00 

Government to 

Citizen (G2C), 

Government to 

Business (G2B)

Simple

2nd Floor, Old 

City Hall 

Building

2

Give order of payment 

and wait for the official 

receipt (payment 

made at the City 

Treasurer's Office)

5 minutes
2. Official Receipt of 

required fees

Sheila B. Calisin/Irene 

Marie B. 

Barrameda/Tirso L. 

Balasta, Jr./Rhona Lyn 

R. Regalado

Monday to 

Friday  8:00am 

to 5:00pm

3

Receive official receipt 

and perform 

annotation/cancellatio

n of Liens or 

Encumbraces

5 minutes

Sheila B. Calisin/Irene 

Marie B. 

Barrameda/Tirso L. 

Balasta, Jr./Rhona Lyn 

R. Regalado

4

Review and approve 

annotation/cancellatio

n of Liens or 

Encumbrance

2 minutes Muriel B. Imperial, REA

5 Notify the client 1 minute Muriel B. Imperial, REA

HOW TO AVAIL OF THE SERVICE

STEPS
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SERVICE

WHO MAY AVAIL OF THE SERVICE All property owners or his authorized representative

RESPONSE 

TIME
REQUIREMENTS PERSON TO APPROACHREQUIRED FEES

TYPE OF 

SERVICE

CLASSIFI

CATION
REMARKS

1

Verify the submitted 

documents and 

research the records

5 minutes

1. Notice of 

Mortgages/Notice of 

Cancellation of 

Mortgages

Sheila B. Calisin/Irene 

Marie B. 

Barrameda/Tirso L. 

Balasta, Jr./Rhona Lyn 

R. Regalado

For Annotation 

of Mortgage: 

Php10.00 per 

1,000.00 of 

Mortgage 

consideration

Government to 

Citizen (G2C), 

Government to 

Business (G2B)

Simple

2nd Floor, Old 

City Hall 

Building

2

Give order of payment 

and wait for the official 

receipt (payment 

made at the City 

Treasurer's Office)

5 minutes
2. Official Receipt of the 

required fees

Sheila B. Calisin/Irene 

Marie B. 

Barrameda/Tirso L. 

Balasta, Jr./Rhona Lyn 

R. Regalado

For Cancellation 

of Mortgage: 

Php100.00

Monday to 

Friday  8:00am 

to 5:00pm

3

Receive official receipt 

and perform 

annotation/cancellatio

n of mortgage

5 minutes

Sheila B. Calisin/Irene 

Marie B. 

Barrameda/Tirso L. 

Balasta, Jr./Rhona Lyn 

R. Regalado

4

Review and Approve 

Annotation/Cancellatio

n of Mortgage

2 minutes Muriel B. Imperial, REA

STEPS

HOW TO AVAIL OF THE SERVICE

ANNOTATION/CANCELLATION OF MORTAGAGES
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5 Notify the Client 1 minute Muriel B. Imperial, REA

SERVICE

WHO MAY AVAIL OF THE SERVICE All property owners or his authorized representative

STEPS
RESPONSE 

TIME
REQUIREMENTS PERSON TO APPROACHREQUIRED FEES

TYPE OF 

SERVICE

CLASSIFI

CATION
REMARKS

1

Receive and review  

for the completeness 

of requirements 

submitted by the client

15 minutes

1. Offer to Sale        2. 

Certified Copy of 

Original Certificate of 

Title                        3. 

Deed of Conveyance

Muriel B. Imperial, REA

1% of the 

appraise value 

stipulated in the 

Appraisal 

Resolution, but 

fee shall not be 

less than 

Php1,000.00

Government to 

Citizen (G2C), 

Government to 

Business (G2B)

Complex

2nd Floor, Old 

City Hall 

Building

2

Verify records and 

inform the Appraisal 

Committee for ocular 

inspection

1-2 days, 

depends on the 

availability of the 

Appraisal 

Committee 

Appraisal Committee

Monday to 

Friday  8:00am 

to 5:00pm

3

Conduct Ocular 

inspection on the 

subject Lot

1 hour (excluding 

travel time)
Appraisal Committee

APPRAISAL ON LOTS OFFERED FOR SALE TO THE CITY GOVERNMENT

HOW TO AVAIL OF THE SERVICE
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4

Prepare and 

accomplish Appraisal 

Resolution

7 days Appraisal Committee

5

Submit the Appraisal 

Resolution to the City 

Mayor's Office and to 

the Sangguniang 

Panlungsod

1 day Appraisal Committee

6

Compute and give 

order of payment to 

the approved 

appraisal resolution.

5 minutes Muriel B. Imperial, REA

WHO MAY AVAIL OF THE SERVICE: General Public

SERVICE:
HOW TO AVAIL OF THE SERVICE:

RESPONSE REQUIREMENTS PERSON TO REQUIRED TYPE OF CLASSIFI REMARKS

1

Filing of application 

form (endorsement 

permit to quarry)

5 minutes
Kryssa Burce-

Buenconsejo

ENDORSEMENT TO QUARRY

STEPS

Endorsement from 

Barangay

NONE

G2C                         

G2B
Simple

CENRO 

Mezzanine, City 

Hall New 

Building        

Monday - 

Friday              

8:00am - 

5:00pm                  

NO NOON 

BREAK             

Contact No. 

487 - 5196

                         CITY ENVIRONMENT AND NATURAL RESOURCES OFFICE

7

                         ENVIRONMENTAL PROTECTION AND MAINTENANCE

This provides for environmental sanitation for the City such as solid waste collection, transport, treatment and final disposal, steet sweeping, 
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2

Evaluation for 

application 

endorsement

10 minutes Reynold P. Martirez

3
Actual Inspection of 

the quarry site
1 day

Antonio Binza / Gerry 

Rocero

4

Assess Inspection 

Report and approves / 

signs the 

endorsement

10 minutes Reynold P. Martirez

5

If approved, for 

notation of the City 

Mayor. If denied, it 

does not comply with 

the zoning.

30 minutes Office of the City Mayor

6

Client pays the 

certificate of No 

Objection to Quarry 

Fee

5 minutes
City Treasurer's Office  

(Cashier 3)
Php25.00

7

Release Applicant's 

copy of the 

certification

3 minutes
Kryssa Burce-

Buenconsejo
NONE

SERVICE:

WHO MAY AVAIL OF THE SERVICE: Land Owner / Authorized Person
HOW TO AVAIL OF THE SERVICE:

RESPONSE REQUIREMENTS PERSON TO REQUIRED TYPE OF CLASSIFI REMARKS

Endorsement from 

Barangay

NONE

G2C                         

G2B
Simple

CENRO 

Mezzanine, City 

Hall New 

Building        

Monday - 

Friday              

8:00am - 

5:00pm                  

NO NOON 

BREAK             

Contact No. 

487 - 5196

CERTIFICATION OF NO OBJECTION TO CUT TREES

STEPS

Page 125



1

Filing of application 

form (Certification of 

No Objection) Submit 

application letter with 

corresponding 

documentary 

requirements to the 

CENRO

5 minutes
Kryssa Burce-

Buenconsejo

2

Reviewing and 

Evaluation of the 

application

10 minutes Reynold P. Martirez

3
Actual Inspection of 

trees to be cut
1 day

Antonio Binza / Gerry 

Rocero

4

Assess inspection 

report and approves / 

signs the certification

10 minutes Reynold P. Martirez

5

If approved, for 

notation of the City 

Mayor. If denied, it 

does not comply with 

the zoning.

30 minutes Office of the City Mayor

6

Client pays the 

certificate of No 

Objection to cut fee

5 minutes
City Treasurer's Office  

(Cashier 3)
Php25.00

7

Release Applicant's 

copy of the 

certification

3 minutes
Kryssa Burce-

Buenconsejo
NONE

*Letter Application 

(Letter of Intent 

addressed to CENRO 

Officer                               

*Duly accomplished 

Barangay Certification 

Form                                                   

*Land Title / Tax 

Declaration (Proof of 

Ownership) (If lot is not 

owned by the applicant 

he/she must secure an 

authorization letter from 

the legal owner of the 

Lot)    *Pictures of trees 

to be cut   *For large 

projects ECC is needed

NONE

G2C                         

G2B
Simple

CENRO 

Mezzanine, City 

Hall New 

Building        

Monday - 

Friday              

8:00am - 

5:00pm                  

NO NOON 

BREAK             

Contact No. 

487 - 5196
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SERVICE:
HOW TO AVAIL OF THE SERVICE:

RESPONSE REQUIREMENTS PERSON TO REQUIRED TYPE OF CLASSIFI REMARKS

1

Visit the Public Safety 

Office for encoding 

the Traffic Violation 

Receipts

1 minute Rosalie M. Brocelango NONE

PSO Office                    

Monday-Friday                         

8:00am - 12 nn                      

1:00pm - 5:00 

pm

2

Present the CTVR to 

CTO Collector of 

payments

Depending on 

the number of 

violation that the 

client got

Emma Martirez                  

CTO Staff (Collector)

Depending on the 

violation

City Treasurer's 

Office  (Cashier 

3)

MANDATE

TO RENDER PUBLIC SERVICE TO THE PEOPLE OF TABACO, MAINTAIN PEACE AND ORDER, AND HAVE AN ORGANIZED TRAFFIC 

                          REDEMPTION OF THE TRAFFIC VIOLATION RECEIPTS

STEPS

NONE G2C Simple

                     PUBLIC SAFETY OFFICE: TRAFFIC MANAGEMENT UNIT (PSO/TMU)
8

VISION 

TO HAVE AN EFFECTIVE MANAGEMENT INCLINED TO A VERY MINIMAL TRAFFIC PROBLEMS THAT WOULD FURTHER CREATE 

MISSION

TO DEVELOP AN EFFECTIVE MANAGEMENT SCHEME THAT WOULD RESOLVE THE GROWING TRAFFIC PROBLEMS IN THE CITY OF 
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3

Present the Official 

Receipt after 

payments to the PSO 

staff for recording and 

clearance

5 minutes
Hennie B. Colarina / 

Danilo B. Cal
NONE

PSO Office                    

Monday-Friday                         

8:00am - 12 nn                      

1:00pm - 5:00 

pm

SERVICE:
HOW TO AVAIL OF THE SERVICE:

RESPONSE REQUIREMENTS PERSON TO REQUIRED TYPE OF CLASSIFI REMARKS

1

Receive / evaluate the 

written protest filled by 

person

1 day

2

After evaluation, refer 

to the City Legal 

Officer for filing of 

case

3 days

3

Written action taken 

by the City Legal 

Officer to the person 

who filed protest

3 days City Legal Officer

4

Apprehension within 

the day shall be 

strictly turned over 

after 5:00pm

24 hours

NONE G2C Simple

TRAFFIC COMPLAINTS AND CONTESTATION OF ISSUED VIOLATION (CTVR)

STEPS

NONE

Carlos H. Desuasido      

(PSO Investigating 

Section)

NONE G2C Simple

PSO Office                    

Monday-Friday                         

8:00am - 12 nn                      

1:00pm - 5:00 

pm

Rosalie M. Brocelango
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5

Record and encode 

apprehensions in the 

computer within 1 

minute

Upon receipt of 

the ticket

6

Presentation of the 

Citation Tickets of the 

violators upon 

issuance

1 minute

7
Issue order of 

payment on violations
1 minute

SERVICE:
HOW TO AVAIL OF THE SERVICE:

RESPONSE REQUIREMENTS PERSON TO REQUIRED TYPE OF CLASSIFI REMARKS

1

Pedalled tricycle that 

was involved in 

accident and 

committed a traffic 

violation, it impounded 

on the impounding 

area.

Upon turned over Danilo B. Cal

2

Issued CTVR for the 

traffic violation and if it 

is involved in 

accidents

Upon occurrence 

of the time
Apprehending Officer

3
Assessment of 

payments
1 minute Rosalie M. Brocelango

REDEMPTION OF APPREHENDED PEDALLED TRICYCLE

STEPS

NONE

NONE

G2C Simple

PSO Office                    

Monday-Friday                         

8:00am - 12 nn                      

1:00pm - 5:00 

pm

NONE NONE G2C Simple

PSO Office                    

Monday-Friday                         

8:00am - 12 nn                      

1:00pm - 5:00 

pm

Rosalie M. Brocelango
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4

Payments of the 

violation to CTO 

Office

10 minutes CTO Collector

Depending on the 

total amount of 

the violation/s

City Treasurer's 

Office  (Cashier 

3)

5

Release of the 

pedalled tricycle, in 

charge of the 

impounding area and 

clearance

Upon the 

payments of the 

ticket / fine

Danilo B. Cal

Impounding 

Area                   

Monday-Friday                         

8:00am - 12 nn                      

1:00pm - 5:00 

pm

SERVICE:
HOW TO AVAIL OF THE SERVICE:

RESPONSE REQUIREMENTS PERSON TO REQUIRED TYPE OF CLASSIFI REMARKS

1

Issuance of the City 

Traffic Violation. 

Receipts to the 

violation of all 

Ordinance with 

regards to Traffic

Upon 

apprehension of 

violator

NONE
Apprehending Officer 

Traffic & PNP
NONE G2C Simple

SERVICE:
HOW TO AVAIL OF THE SERVICE:

RESPONSE REQUIREMENTS PERSON TO REQUIRED TYPE OF CLASSIFI REMARKS

NONE G2C Simple

ISSUANCE OF NOTICE ON VIOLATION OF THE IMPLEMENTED ORDINANCES

STEPS

APPROVAL OF PERMIT RELATIVE TO CITY ORDINANCE 029 - 2017

STEPS
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1

Apply for a permit 

(request letter) at 

least 5 days prior to 

the date of such event 

to the office of City 

Mayor

Upon receive of 

the request letter
Mayor's Office Staff

2

Check the request if 

they complied with 

Ordinance 029-2017

5 minutes Josefina Borja

3

Proceed to Business 

Permits and Licensing 

Unit for assessment if 

there's any

Depending on 

the BPLU Office
BPLU Staff

4

If there's a fee, 

proceeds to the City 

Treasurer's Office for 

the payments

Depend on the 

number of 

person in line 

ahead of the 

clients at the 

CTO

CTO Staff

5
Back to Mayor's Office 

for approval
3 days Mayor's Office Staff

SERVICE:
HOW TO AVAIL OF THE SERVICE:

RESPONSE REQUIREMENTS PERSON TO REQUIRED TYPE OF CLASSIFI REMARKS

OTHER PUBLIC COMPLAINTS THAT THE OFFICE IS CONCERNED, LIKE LOST ITEMS WHILE RIDING IN THE 

STEPS

NONE NONE G2C Simple

City Hall           

Monday - 

Friday             

8:00 am - 5:00 

pm
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1
Record/Blotter 

complain to the office
5 minutes Josefina B. Borja

2
Summon the person 

that was complained
1 day Carlos H. Desuasido

3
Settle the problems in 

the office

Upon the 

appearance of 

both parties

OIC-PSO / Carlos H. 

Desuasido

8

SERVICE: PROCUREMENT OF GOODS/SERVICES/CIVIL WORKS (INFRA)/CONSULTANCY

WHO MAY AVAIL THE SERVICE: End -User Office/PMO (with submitted approved PPMP)
HOW TO AVAIL OF THE SERVICE:

RESPONSE REQUIREMENTS * PERSON TO REQUIRED TYPE OF CLASSIFI REMARKS

1

Submits the duly 

accomplished 

Purchase Request to 

be checked by the 

BAC  if included in the 

PPMP/APP.

5 mins.

Purchase Request (PR)  

with signature of the 

head of the end-user.

 Dennis Bocabil

2

Reviews and signs 

Certification that the 

items in the PR are 

included in the 

PPMP/APP by the 

head of the BAC 

Secretariat

10 mins. none Roselyn R. chia

NONE NONE G2C Simple

PSO Office                    

Monday-Friday                         

8:00am - 12 nn                      

1:00pm - 5:00 

pm

                   BIDS AND AWARDS COMMITTEE (BAC)

STEPS

None G2C, G2B, Simple

City Hall 

Building, 2nd 

Flr. Annex 

Building, 

Tabaco City                      

Mondays to 

Fridays                      

8:00am to 

12:00nn   

1:00pm to 

5:00pm        
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3

Receives PR certified 

by the BAC 

Secretariat as 

included in the 

APP/PPMP

 Dennis Bocabil

4
Releases duly 

signed/certified PR.
3 mins.  Dennis Bocabil

5

Proceeds to CTO for 

certification as to cash 

availability by the City 

Treasurer.

CTO/Mrs. Veronica B. 

Barrameda 

6

Secures approval of 

the PR from the City 

Mayor.

MO/City Mayor Krisel 

Lagman-Luistro

7
Submits approved PR 

to BAC
5 mins. none

8

PR recording/pre-

numbering and 

ensuring the 

completeness of 

supporting 

documents.

5 mins. Zara Miguel

9

Review of PR for 

appropriate 

recommendation of 

mode of procurement.

1 day

BAC Resolution 

recommending mode of 

procurement.

BAC

SERVICE: MODE OF PROCUREMENT: COMPETITIVE BIDDING (GOODS/INFRA)

None G2C, G2B, Simple

City Hall 

Building, 2nd 

Flr. Annex 

Building, 

Tabaco City                      

Mondays to 

Fridays                      

8:00am to 

12:00nn   

1:00pm to 

5:00pm        
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WHO MAY AVAIL THE SERVICE: End-User
HOW TO AVAIL OF THE SERVICE:

RESPONSE REQUIREMENTS ** PERSON TO REQUIRED TYPE OF CLASSIFI REMARKS

1

End-User submits 

approved PR to BAC 

Secretariat.

2

Receives approved 

PR with its complete 

supporting 

documents.

3
Draft the Bidding 

documents
1 day TWG, Secretariat

4

Sets schedule of pre-

procurement 

conference/prepares 

letters of invitatrion to 

end-user and BAC 

members.

20 mins. Melissa Biron

5
Sends the letter-

invitation  to concerns.
1 hr. Secretariat

6

Pre-procurement 

conference which 

includes review and 

approval of bidding 

documents.

1 cal. Day
BAC, TWG, Secretariat, 

End-user

STEPS

5 mins.

POW, PLAN, BUDGET 

CERT.

Melissa Biron

no fees required G2C
Highly 

Technical

City Hall 

Building, 2nd 

Flr. Annex 

Building, 

Tabaco City                      

Mondays to 

Fridays                      

8:00am to 

12:00nn   

1:00pm to 

5:00pm        
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7

Advertises/posting of 

invitation to bid in 

PhilGeps website, 

Tabac City website in 

conspicuous places.

7 cal. Days Melissa Biron

8

Interested bidder 

purchases bidding 

documents.

9

Issuance of bidding 

documents upon 

receipt of proof of 

payment of tendewr 

fees.

10 Pre-bid-conference 1 cal day

BSC, TWG, Secretariat, 

End-user, Observer, 

Prospective Bidders

11
Submits bid by the 

bidders 
BAC Secretariat

Receives bids of 

participating bidders

12
Opening of bids and 

preliminary evaluation
1 cal day

13 Bid evaluation 1 hr.

BSC, TWG, Secretariat, 

End-user, Observer, 

Prospective Bidders

12 cal days

BAC, TWG, Secretariat, 

Observer
POW, PLAN, BUDGET 

CERT.
no fees required G2C

Highly 

Technical

City Hall 

Building, 2nd 

Flr. Annex 

Building, 

Tabaco City                      

Mondays to 

Fridays                      

8:00am to 

12:00nn   

1:00pm to 

5:00pm        

15 min. BAC Secretariat

Page 135



14
Notify bidders  with 

S/LCB
1 hr.

15

LCB submits post-

qualification 

requirements.

16

Receives post -

qualification 

requirements from 

bidders for post 

qua;lification including 

actual inspection.

17

Post-qualification 

including actual 

inspection.

7 cal days BAC, TWG, OBSERVER

18

BAC Resolution 

recommending to City 

Mayor the Award of 

Contract.

1 cal day

19
Receives notice of 

post-qualification

20
BAC notify LCB as 

post qualified.

21

City Mayor approves 

of BAC Resolution 

and Issues Notice of 

Award

1 cal day City Mayor

22
Receives and confirm 

the award
1 cal day

BAC Secretariat

1 cal day

BAC

1 cal day

BAC Secretariat

POW, PLAN, BUDGET 

CERT.
no fees required G2C

Highly 

Technical
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Submits contract 

documents
1 cal day

Receives contract 

documents and 

prepares contract
Contract signing
Approval of contract 

and issuance of 

Notice to Proceed 

(NTP)
Receives NTP

SERVICE: MODE OF PROCUREMENT: ALTERNATIVE MODE OF PROCUREMENT

WHO MAY AVAIL THE SERVICE: End-User
HOW TO AVAIL OF THE SERVICE:

RESPONSE REQUIREMENTS *** PERSON TO REQUIRED TYPE OF CLASSIFI REMARKS

1

Drafting of BAC 

Resolution 

recommending use of 

alternative mode of 

procurrement

3-5 mins. Matthew Cabais

2

Review and signing of 

BAC Resolution 

Approval of BAC 

Resolution

1 day BAC

3
Approval of BAC 

Resolution
5 cal days

City Mayor/Authorized 

Rep.

BAC Secretariat

1 cal day

City Mayor/bidder
1 cal day

STEPS

BAC Recommendation

None G2C/G2B COMPLEX

POW, PLAN, BUDGET 

CERT.
no fees required G2C

Highly 

Technical
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4

Preparation of the 

Request for Quotation 

(RFOs)

1 hr.
REQUEST FOR 

QUOTATION) RFQ
Matthew Cabais

5
Signing/Approval of 

the RFQs
5 mins. Alwin Nuñez

6

Posting of the RFQs 

in the PhilGEPS, 

Tabaco City website 

in conspicuos places

1 hr.

City Hall 

Building, 2nd 

Flr. Annex 

Building, 

Tabaco City

7

Releasing of the 

RFQs to official 

canvasser for 

distribution to 

bonafide suppliers

1 hr.

8:00am - 12:00nn

8

Receiving of the 

returned RFQs 

(sealed/unsealed) 

from the suppliers and 

ensuring the 

completeness of the 

documentary 

requirements 

(unsealed)

3 days 

1:00pm - 5:00pm

9

Opening/ evaluation of 

the received/returned 

RFQs from the 

suppliers

1 day BAC/TWG

None G2C/G2B COMPLEX

Matthew Cabais
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10
Preparation of the 

Abstract of canvass
20 mins. Noriel Bienes

11

Preparation of 

Resolution 

recommending award 

of Contract to the 

HOPE

30 mins. Noriel Bienes, Mica Usi

12

Review and signing of 

the Absstract of 

canvass/Award/Resol

ution recommending 

award of Contract to 

the Hope

1 day BAC

13

Approval of the BAC 

Resolution 

Recommending 

Award.

5 days City Mayor

14

Preparation of the 

Notice of Award 

(NOA) and Purchase 

Order (PO)

30 mins. Noriel Bienes, Mica Usi

15
Signing of the NOA 

and PO
1 day City Mayor

None G2C/G2B COMPLEX

Page 139



16

Recording/Numbering 

of PO which includes 

the review of the 

completeness of the 

procurement 

documents.

 30 mins. 
Melissa Biron/ Zara 

Miguel

17

Releasing of signed 

NOA and PO to the 

Winning Supplier for 

confirmation of award.

10 min.

18
Receipt of confirmed 

award and PO
5 mins.

19

Posting of Award to 

PhilGEPS, LGU 

website and 

conspicuous places

30 mins. Matthew Cabais

20

Submits copy of 

Inspection & 

Acceptance Report 

and Delivery Receipt

None G2C/G2B COMPLEX

Noriel Bienes

10 mins. Noriel Bienes
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21

Releasing of 

Procurement 

documents (from PR 

to PO) to the end-user 

for processing of the 

delivery of 

goods/services anad 

payments.

22

Recording in the 

Procurement 

Monitoring Report 

(PMR) of completed 

contract..

5 mins. Zara Miguel

SERVICE: SALE OF BIDDING DOCUMENTS TO SUPPLIER/BIDDER

WHO MAY AVAIL THE SERVICE: All Suppliers/Bidders with DRL in PhilGEPS

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Fill out the visitor's 

logbook and present 

the requirements.

City Hall 

Building, 2nd 

Flr. Annex 

Building, 

Tabaco City

STEPS

3 mins.

Letter of Intent to 

participate in the bidding 

(Optional), ID of Bidder's 

Rrepresentative, 

Authority to purchase 

bidding documents: 

such as Special Power 

of Attorney/Secretary's 

Certificate/Board 

Resolution), Inclusion in 

Melissa Biron

Standard Rate as 

shown in the 

table below.

G2C/G2B COMPLEX

None G2C/G2B COMPLEX

10 mins. Noriel Bienes
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2

Check the 

requirements 

submitted if those are 

appropriate and in 

order. 8:00am - 12:00nn

3

Wait for the issuance 

of Order of Payment 

(OP) for the payment 

of bid documents.

1:00pm - 5:00pm

4

Prepare the Order of 

Payment (OP) and 

issue to the 

requesting client.

Order of Payment Form, 

Bidding Documents (CD 

Form)

5

Pay the Bidding 

Documents at the 

Cashier

6

Prepares the bidding 

documents while 

waiting for the Official 

Receipt of payment

7
Present OR to the 

BAC Secretariat.

8

Photocopy the OR 

and give the bidding 

documents to the 

participating 

bidder/supplier

3 mins.

Letter of Intent to 

participate in the bidding 

(Optional), ID of Bidder's 

Rrepresentative, 

Authority to purchase 

bidding documents: 

such as Special Power 

of Attorney/Secretary's 

Certificate/Board 

Resolution), Inclusion in 

Melissa Biron

Standard Rate as 

shown in the 

table below.

G2C/G2B COMPLEX

2 mins.

5 mins.

Official Receipts

3 mins..
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9
Receives the Bidding 

Documents

10
Record the sale of 

Bidding Documents.

SERVICE: PROCUREMENT OF GOODS/SERVICES/CIVIL WORKS (INFRA)/CONSULTANCY

CHECKLIST OF DOCUMENTARY REQUIREMENTS *

1. Approved Project Procurement Management Plan (PPMP)

2. Accomplished Purchase Request (PR)

  a. 

b. Duly signed by the head of office/authorized personnel

c. With certificate of Budget Appropriation

d. Certified by the BAC Secretariat as included in the PMPP/APP

e. Certified by the City Treasurer's Office as to the cash availability;

f. Approved by the City Mayor; and 

g. With PR number

3. Supporting Documents:

Melissa Biron

Standard Rate as 

shown in the 

table below.

G2C/G2B COMPLEX

Official Receipts

2 mins.

TO BE SUBMITTED TO BAC OFFICE:

With complete and correct details such as name of requesting office, quantities, unit of measure, descrription/technical 

specifications (goods)/scope of work (services), unit price and total price;
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a.

b.
Approved Budget Proposal

c.
Individual Program of Works/Drawing or Plans (for Infra)

d.
Terms of References (Consulting Services)

e.
Other applicable documents:

i.

ii. Construction Materials/Job Order (Labor and Materials) - Program of Works from the City Engineering

iii.

iv Solicited goods - solicitation letter

MODE OF PROCUREMENT: Competitive Public Bidding

CLIENT: Suppliers/Distributor /Servce Provider

Certificate of Budget Appropriation issued by the City Budget Officer or Certificate of Budget Availability from Trust 

Funds issued by the City Accountant.

IT Equipment - IT Recommendation of appropriate specification/functionalities of the equipment; 

Certificate of Inventory issued by the GSO

Auto Supply/Repair & Maintenance of vehicles, aircondition and other office equipmewnt - Pre-

inspection report issued by the Emmanuel Bonto with recommendation to purchase supplies or 

TENDER DOCUMENTS STANDARD RATES:
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¨ PROCUREMENT OF GOODS/SERVICES

Technical Components:

1 Registration Cert. from SEC for corporation, DTI for Sole Proprietorship, or CDA for cooperatives;

2 Mayor's/ Business permit issued by the city  where the principal place of business is located;

3 Tax Clearance per EO 398, s. 2005, as finally reviewed and approved by the BIR;

More than 50 Million up to 500 Million 50,000.00

                      More than 500 Million 75,000.00

COMPETITIVE BIDDING DOCUMENTARY REQUIREMENTS**

Approved Budget for the Contract
Maximum Cost of Bidding Documents (in 

Philippine Peso)

                                       500,000 and below 500.00

More than 500,000 up to 1 Million 1,000.00

More than 1 Million up to 5 Million 5,000.00

More than 5 Million up to 10 Million 10,000.00

More than 10 Million up to 50 Million 25,000.00
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4 PhilGEPS Certificate of Registration and Membership under Platinum Category;

5 Statement of all ongoing government and private contracts;

6 Statement of bidder's Single Largest Completed Contract (SLCC);

7 NFCC Computationn or committed Line of Credit;

8 Audited Financial Statements;

9 JVA or the duly Notarized Statement in accordance with Section 23. 2 (b) IIRR-RA 9184, if applicable

10 Bid Security in the prescribed form, amount and validity period;

11

12 Omnibus Sworn Statement in accordance with Section 25.3 of III-RA 9184

Financial Component:

1 Financial Bid Form

2 Price Schedules

Post-Qualificaton Documents:

Technical Specifications, which may include production/delivery schedule, manpower requirements, and /or after-sales service/parts, if 

applicable;
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1 Latest Income and Business Tax Returns

2 Other appropriate licenses and permits required by law

Contract Signing:

1 Notice of Award (NOA) with the bidder's signed "conforme"

2 Performance Security in any of the forms specified in the instruction to Bidder's Clause 32.2

¨ PROCUREMENT OF  INFRASTRUCTURE PROJECTS:

Technical Components:

1 Registration certificate from SEC for corporation, DTI for Sole Proprieorship, or CDA for cooperatives;

2 Mayor's /Business permit issued by the city where the princiapl place of business is located

3 Tax Clearance per EO 398, s. 2005, as finally reviewed and approved by the BIR;

4 PhilGEPS Certificate of Registration and Membership under Platinum Category;

5 PCAB License and Registration

6 Statement of all ongoing government and private contracts;

7 Statement of bidder's Single Largest Completed Contract (SLCC);
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8 NFCC Computationn or committed Line of Credit;

9 Audited Financial Statements;

10 JVA or the duly Notarized Statement in accordance with Section 23. 2 (b) IIRR-RA 9184, if applicable

11 Bid Security in the prescribed form, amount and validity period;

12 Project Requirements which shall include the following:

a. Organizational Chart for the contract to Bid;

b.

c.

13

14

Financial Components:

1 Financial Bid Form

2 Bid prices in the Bill of Quantities

3 Detailed estimated

4 Cash flow by quarter or payment schedule

List of contractor's personnel to be assigned to the contract to be bid, with their complete 

qualification and experience data
List of contractor's major equipment units, which are owed, leased and/or under purchase 

agreements, supported by proof of ownership or certification of availability of equipment from the 

Omnibus Sworn Statement in accordance with Section 25.3 of II-RA 9184

Certificate of Site Inspection issued by the City Engineering Office or Affidavit of Site Inspection executed by the 

bidder's authorized representative.
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Post-Qualification Documents:

1 Latest income and business tax returns

2 BIR Certificate of Registration

Contract Signing:

1 Notice of Award (NOA) with the bidder's signed "conforme"

2 Performance Security in any of the forms specified in the Instruction to Bidders Clause 32.2

3 Construction Safety and Health Program approved by the DOLE

4

5 Monpower Utilization Schedule

6 Narrative Desctription of Construction Procedure and Methods

7 Equipment Utilization Schedule

¨ PROCUREMENT OF CONSULTING SERVICES:

Eligibility Requirements:

Construction Schedule and S-curve / Bar Chart/ PERT CPM Network Diagram and detailed computation of contract 

time
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1 Registration certificate from SEC for corporation, DTI for Sole Proprietorship, or CDA for cooperatives.

2 Mayor's /Business permit issued by the city where the princiapl place of business is located

3

4 Tax Clearance per EO 398, s. 2005, as finally reviewed and approved by the BIR;

5 Audited Financial Statements;

6 PhilGEPS Certificate of Registration and Membership under Platinum Category;

7 Statement of all ongoing government and private contracts;

8 Statement of bidder's Single Largest Completed Contract (SLCC);

9

10 JVA or the duly Notarized Statement in accordance with Section 23. 2 (b) IIRR-RA 9184, if applicable

Technical Component:

1 Technical Submission Form (Cover Letter of the Technical Proposal)

2 Bid Security in the prescribed form, amount and validity period

3 Organizational Chart for the contract to be bid.

4 Approach work plan and schedule

BIR Certificate of Registration in lieu of DTI Registration and Mayor's / Business Permit (for individual nor registered as 

sole proprietorship)

Statement of the consultant dprcifying its nationality and confirming that those who will actually perform the service are 

registered professionals authorized by the appropriate regulatory body to practice those professions, including their 
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5

6 Omnibus Sworn Statement in accordance with Sectrion 25.3 of IRR-RA 9184.

Financial Component:

1 Financial Proposal Submission Form

2 Summary of Costs

3 Breakdown of Price per Actvity

4 Reimburseable per activity

5 Miscellaneous Expenses

Post-Qualification Documents:

1 Latest income and busienss tax returns

2 Other appropriate licenses and permits required  by law.

Contract Signing:

1 Notice of Award (NOA) with the bidder's signed "conforme"

List of key personnel to be assigned to the contract to bid, with their complete  qualification annnnnnd experience data
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2 Performance Security in any of the forms specified in the instruction to Bidder's Clause 32.2

MODE OF PROCUREMENT:  ALTERNATIVE MODE OF PROCUREMENT (REQUIREMENTS) ***

¨ LIMITED SOURCE BIDDING, Sec. 49

Client:   Supplier/ Distributor/ Service Provider

Upon Award:

1 Performance Security

2 Warranty Security (for highly specisalized types of goods)

¨ DIRECT CONTRACTING  (DC), Sec. 50: 

Client : End-User Office 

1 Accomplished Purchase Request (PR)

2 Justification for the need to procure through DC (Survey of the industry);

3 Justification for the necessity of the item that may only be procured through DC;

4 Proof that there is no suitable substitute in the market that can be obtained at more advantageous terms.

Page 152



Client : Suppliers/ Distributor / Service Provider

1 Mayor's/Business Permit

2 PhilGEPS Reg. Number

3 Income/Business Tax Returns (For ABC above P500K)

4 Warranty Security

¨ REPEAT ORDER, Sec. 51:

Client :  End -User Office

1 Accomplished Purchase Request (PR)

2 Justification for the need to re-order

Client: Suppliers/ Distributor/Service Provider (previously awarded contract)

1 Warranty Security

¨ SHOPPING, Sec. 52 :

· Shopping A, Sec 52.1 (a) - Unforseen Contingency requiring immediate purchase (ABC: P 120K and below)
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Client:   End-User Office

1 Accomplished Purchase Request (PR)

2

1 Relevant Documents to prove its capability

¨ SHOPPING B, Sec. 52.1 (b) - Ordinary/ Regular office supplies and equipmwent not available in DBM-PS (abc: PhP 600K and below :

Client: End - User Office

1 Accomplised Purchase Request (PR)

2 Related supporting documents

Client:  Suppliers / Disributor/ Service Provider

1 Mayor's Business Permit

Justification letter indicating the urgency to address an identified need and the unforeseen contingency that caused its 

necessity.

Client: Suppliers/ Distributor/Service Provider - of known technical, legal and financial qualfications, e.i. previously declared qualified and capable 

supplier
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2 PhilGEPS Reg. Number

¨ NEGOTIATED PROCUREMENT, Sec. 53:

· Two Failed Bidding Sec. 53.1

Client: Suppliers/ Distributor/Service Provider /Contractor

1 Documentary requirements for competitive bidding

· Upon Award:

1 Performance Security

2 Warranty Secuerity (except in consulting services)

· Emergency Cases, Sec. 53.2:

Client: End - User Office

1 Accomplised Purchase Request (PR)

2
Supporting documents identifying the emergency sought to be addressed and the necesssary goods, civil works or 

Terms of Reference that have to be procured to address the emergency.
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Client: Suppliers/ Distributor/Service Provider /Contractor

1 Mayor's /Business Permit

2 PCAB License (Infra)

3 NFCC (Infra-For ABC above P500K)

4 Income Business Tax Returns (ForABC above P500K)

5 Omnibus Sworn Statement

· Upon Award:

1 Performance Security (depends on nature of project; for infra, mandatory)

2 Warranty Security (depends on nature of project except consulting services)

¨ TAKE-OVER OF CONTRACTS, Sec. 53.3.1, for new bidders

Client: Suppliers/ Distributor/Service Provider /Contractor

1 Mayor's /Business Permit

2 Professional License/Curriculum Vitae (Consulting Service)
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3 PhilGEPS Reg. Number

4 PCAB License (Infra)

5 NFCC (Infra-For ABC above P500K)

· Upon Award:

1 Performance Security

2 Warranty Security

¨ ADJACENT/CONTIGUOUS, Sec. 53.4:

Client: Suppliers/ Distributor/Service Provider /Contractor

1 PCAB License (Infra)

2 NFCC (Infra-For ABC above P500K)

¨ AGENCY TO AGENCY, Sec. 53.5:

Client: End - User Office

1 Accomplished Purchase Request (PR)
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2

3

¨ SCIENTIFIC, SCHOLARLY OR ARTISTIC WORK, EXCLUSIVE TECHNOLOGY AND MEDIA SERVICES, Sec. 53.6:

Client: End - User Office

1

2

Client: Suppliers/ Distributor/Service Provider /Contractor

1 Mayor's /Business Permit or BIR Certificate of Registration (for individuals)

2 Professional License/Curriculum Vitae (Consulting Service)

3 PhilGEPS Reg. Number

4 Income Business Tax Returns (For ABC above P500K)

¨ HIGHLY TECHNCAL CONSULTANT, Sec. 53.7

Client: End - User Office

Certificate from relevant officer of the Servicing Agency that it complies with all the conditions of Agency-to-Agency.

Accomplished Purchase Request (PR) which indicates the Technical Specifications, Scope of Work or Terms of 

Reference.
Justification that a market study was conducted which resulted to the determination of the probable source.  It shall 

also confirm that the supplier, contractor or consultant could undertake the project at more advantageous terms.

Justification that entering to Agency-to-Agency with Servicing Agency is more efficient and economical t the government
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1

2

i The individual consultant will be hired to do work that is either: a. Highly Technical or proprietary; or

a. Highly Technical or Proprietary, or

b. Primarily confidentia; or policy determining, where trust and confidence are the primary consideration.

ii

Client: Suppliers/ Distributor/Service Provider /Contractor

1 BIR  Certfication  of Registration

2 Professional License/Curriculum Vitae (Consulting Service)

¨ SMALL-VALUE PROCUREMENT, Sec. 53.9

Client: End - User Office

1 Accomplished Purchase Request (PR) which indicates the Technical Specifications, Scope of Work or Terms of Reference

Client: Suppliers/ Distributor/Service Provider /Contractor

Accomplished Purchase Request (PR)

Justification of engaging the service of an individual consultant in accordance with the following conditions:

The term of the individual consultant shall, at the most, be on six (6) month basis, renewable at the 

option of the appointing HOPE, but in no case shall exceed the term of the latter.
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1 Mayor's /Business Permit or BIR Certificate of Registration (for individuals)

2 Professional License/Curriculum Vitae (Consulting Service)

3 PhilGEPS Reg. Number

4 PCAB License (Infra)

5 Income Business Tax Returns

6 Omnibus Sworn Statement

· Upon Award:

Performance Security (depends on the nature of projects; for intra, mandatory)

Warranty Security (depends on naturer of project except consulting services)

¨ LEASE OF REAL PROPERTY OR VENUE, Sec. 53. 10

                                           *   Publicly-owned real property or venue

*   Privately-owned real property or venue

Client: End - User Office

1 Accomplished Purchase Request (PR)
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2

Client: Suppliers/ Distributor/Service Provider /Contractor

1 Mayor's /Business Permit 

2 PhilGEPS Reg. Number

3 Income /Business Tax Returns (except for gov't. agencies as lessors

General Public

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION

Justification that contracting a privately-owned real property or venue is more efficient and economical to the 

government (with market analysis on the prevailing lease rates for real property or venue within the vicinity of the 

selected location complying with the criteria and technical specifications of the end-user).

                         OFFICE OF THE CITY CIVIL REGISTRAR

                                      Contact No. 487-5242 (Globe)/CP #  0930178332

                                              10

SERVICE:
ISSUANCE OF CERTIFICATION ON BIRTH, DEATH, MARRIAGE AND OTHER REGISTERED 

DOCUMENTS 

WHO MAY AVAIL OF THE SERVICE:

HOW TO AVAIL OF THE SERVICE:

STEPS
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1

Go to Table 1 or 2 

and fill-out the form 

provided by the City 

Registrar's Office of 

the kind of document 

to be secured or 

needed.

3 mins.

Glenn M. Borejon, 

Eleanor B. Torres 

Arlene B. Valler 

Marilyn Biron

Duly filled-out forms 

(complete and true 

information) (Pls. Refer 

to the below list of 

corresponding 

requirements)

P30.00 for Local 

Cert.                                                                                           

P100.00 for 

Abroad

G2C Simple
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2

The service provider’s 

will look and verify the 

information given at 

the Civil Registrar’s 

Office filed at the 

office’s archive.

If found, the 

necessary fee shall be 

paid by the client at 

the City Treasurer’s 

Office and the O.R. 

shall be returned at 

the City Civil 

Registrar, Accept and 

prepare application of 

Petitions for 

Correction of Clerical 

Errors/Entries (CCE) 

under R.A. 9048 and 

R.A. 10172 and 

Petitions for Change 

of first name (CFN) 

under R.A. 9048 and 

transmit the duly 

accomplished 

petitions to the PSA 

Quezon City. 

30 mins.

Sheena C. Bidol/William 

D. Borbe/Richelle 

Rebustillo

. Issuance of the 

Certification Duly filled-out forms 

(complete and true 

information) (Pls. Refer 

to the below list of 

corresponding 

requirements)

P30.00 for Local 

Cert.                                                                                           

P100.00 for 

Abroad

G2C Simple15 mins.
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3     * If the information 

given by the client is 

not available, the 

office will issue a 

certification of no 

record to the client. 
Processing of the 

following document 

under RA 9858:

* Legitimation of an 

Illegitimate Child
*AUSF (Affidavit to 

Use the Surname of 

the Father

*Supplemental Report

Registration of Court 

decision for:
*Correction/Cancellati

on of entries in the 

birth record
*Declaration of Nullity 

of Marriage

*Petition for Adoption
*Foreign Divorce 

Decree

Processing of BREQS 

appliCation for:

Duly filled-out forms 

(complete and true 

information) (Pls. Refer 

to the below list of 

corresponding 

requirements)

P30.00 for Local 

Cert.                                                                                           

P100.00 for 

Abroad

G2C Simple15 mins.

4 15 mins.
Ma. Dolores B. 

Burce/Christine Loyola

5 30 mins.
Bonifacio Borlasa, 

Jr./Jonna Baraquiel

6 10 mins. William Borbe
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*Birth

*Marriage

*Death

*CENOMAR

7
Application for 

Marriage License
15 mins.

Ma. Dolores B. 

Burce/Sherry Bendaña

* FOR DELAYED REGISTRATION OF BIRTH

Ø  PSA/NSO Birth Record, if the child is 18 years old and above

Ø  Local Civil Registrar’s Office Birth Record

Ø  School Records/Medical Records

Ø  Barangay Certification

Ø  Affidavit of Two Disinterested Persons

Ø  Voter’s Affidavit of Registration

Ø  Valid ID’s, SSS, BIR, Driver’s License

DOCUMENTARY REQUIREMENTS:

Duly filled-out forms 

(complete and true 

information) (Pls. Refer 

to the below list of 

corresponding 

requirements)

P30.00 for Local 

Cert.                                                                                           

P100.00 for 

Abroad

G2C Simple

6 10 mins. William Borbe
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Ø  Certificate of Marriage

Ø  Community Tax Certificate (CEDULA)-PRESENT YEAR

Ø  Baptismal Certificate

* FOR LEGITIMATION/AFFIDAVIT TO USE THE SURNAME OF THE FATHER (AUSF)

Ø  PSA/NSO Birth Certificate

Ø  PSA/NSO Marriage Contract (For Legitimation Only)

Ø  Affidavit of Legitimation

Ø  Affidavit of Paternity (if the father did not acknowledged)

Ø  CENOMAR (PSA)

Ø  CEDULA or Valid ID of the Father( for AUSF only)

* FOR MARRIAGE LICENSE APPLICATION

Ø  Birth Certificate (1 photocopy)

Ø  CENOMAR (1 photocopy)

Ø  Barangay Certificate of Singleness (Original)

Ø  Community Tax Certificate (CEDULA)
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Ø  Parental Consent (18-20 yrs. old)

Ø  Parental Advice (21-24 yrs. old)

Ø  CEDULA of Parents (if parental Consent or Parental Advice is needed)

Ø  Pre- Marriage Counselling Certificate (City Health Unit)

* FOR REGISTRATION OF COURT DECREE/ORDER

Ø  Original/Certified Photocopy of the Court Decision/Order (6 copies)

Ø  Original/Certified Photocopy of the Certificate of Finality (6 copies)

Ø  Registration Fee- Php. 1000.00

Ø  Cert. of Authenticity- Php. 100.00 

* FOR CORRECTION OF CLERICAL ERROR (CCE) CHANGE OF FIRST NAME (CFN)

Ø  PSA & LCRO Birth Certificate (if the document affected is the birth Certificate)

Ø  PSA & LCRO Marriage Certificate ( if the document affected is the marriage contract)

              Ø  Original Certificate of Registration and Authenticity issued by the MCR/LCR where the issuing court is 

functioning (6 copies)
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Ø  Baptismal Certificate

Ø  School Record, Medical Records, Voter’s Record

Ø  Certificate of Employment or Affidavit of Unemployment

Ø  Valid ID’s, Passport, SSS, Senior Citizen

Ø  Service Record, Appointment Certification

Ø  Police Clearance, NBI Clearance

Ø  Barangay Clearance/Certification 

Ø  Marriage Contract

Ø  Birth Records of Children

Ø  Affidavit of Two Disinterested Persons

Ø  CEDULA

Ø  Other Supporting Documents

Note:

* FOR A 10172 CORRECTION OF SEX/GENDER

Ø  PSA/NSO copy of COLB to be corrected

“PLEASE COMPLY THE ABOVE SUPPORTING DOCUMENTS OTHERWISE PETITION WILL BE IMPUGNED”
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Ø  LCRO copy of COLB to be corrected

Ø  Affidavit of Publication

Ø  News Paper Clippings

Ø  NBI Clearance

Ø  Police Clearance

Ø  CEDULA and Valid ID

Ø  Certificate of Employment or Affidavit of Unemployment

Ø  Baptismal Certificate

Ø  Medical Records

Ø  Earliest School Records

v  FOR R.A 10172 CORRECTION OF DATE OF BIRTH

Ø  PSA/NSO copy of COLB to be corrected

    Ø  Medical Certificate Stating that the petitioner has not undergone sex change or sex 

transplant

  Ø  Certificate of Authenticity in the Medical Certificate stating that the petitioner has not          

undergone sex change or sex transplant 
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Ø  LCRO copy of COLB to be corrected

Ø  Affidavit of Publication

Ø  News Paper Clippings

Ø  Valid ID

Ø  Police Clearance

Ø  NBI Clearance

Ø  CEDULA and Valid ID

Ø  Certificate of Employment or Affidavit of Unemployment

Ø  Baptismal Certificate

Ø  Earliest School Records

Ø  Medical Records

REGISTRATION OF BIRTH, DEATH AND MARRIAGE:

HOW TO AVAIL OF THE SERVICE

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

SERVICE:

STEPS
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GO TO THE CITY

CIVIL REGISTRAR’S

OFFICE (CCR),

SERVICE PROVIDER

WILL CHECK THE

COMPLETENESS OF

THE DOCUMENTS

TO BE

REGISTERED.

10 mins.

REQUIREMENTS ON

THE COMPLETENESS

OF THE DOCUMENTS

TO BE REGISTERED

AND TIMELY

REGISTRATION 

(MEANING THOSE

BIRTH AND DEATH TO

BE REGISTERED

BEFORE ONE (1)

MONTH AFTER THE

OCCURRENCE OF

THE EVENT AND FOR

TIMELY MARRIAGE

REGISTRATION IT

MUST BE

REGISTERED WITHIN

15 DAYS).

P10.00/          

DOCUMENT

v  FOR BIRTH

REGISTRATION:

MA. DOLORES B. 

BURCE/ RECHELLE 

REBUSTILLO/BONIFAC

IO B. BORLASA JR.  

G2C
Highly 

Technical
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Ø  DULY

ACCOMPLISHED MUN.

FORM NO. 102 (TO BE

SECURED AT THE

CITY CIVIL

REGISTRAR’S OFFICE

AND HOSPITALS IF

THE CHILD WAS

BORN THEREAT).

Ø  MARRIAGE

CONTRACT OR

CERTIFICATE OF THE

PARENTS’ OF THE

CHILD (IF MARRIED).

Ø  

ACKNOWLEDGEMENT 

OR AFFIDAVIT OF

ADMISSION OF

PATERNITY (IF NOT

MARRIED, R.A. 9255)

CURRENT 

COMMUNITY TAX

CERTIFICATE 

(CEDULA) OF THE

FATHER.

MA. DOLORES B. 

BURCE/ RECHELLE 

REBUSTILLO/BONIFAC

IO B. BORLASA JR.  

G2C
Highly 

Technical
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Ø  BARANGAY

CERTIFICATION 

(STATING THE NAME,

BIRTHDATE, PLACE

OF BIRTH AND NAME

OF PARENTS’ OF THE

CHILD).

Ø  OFFICIAL RECEIPT

FROM THE CITY

TREASURER’S 

OFFICE AMOUNTING

TO Php 50.00.

v  FOR DEATH

REGISTRATION:

Ø  DULY

ACCOMPLISHED MUN.

FORM NO. 103 (TO BE

SECURED AT THE

CITY CIVIL

REGISTRAR’S OFFICE,

CITY HEALTH OFFICE

AND HOSPITAL IF THE

PERSON DIED

THEREAT).

MA. DOLORES B. 

BURCE/ RECHELLE 

REBUSTILLO/BONIFAC

IO B. BORLASA JR.  

G2C
Highly 

Technical
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Ø  REQUEST TO

TRANSFER THE

CADAVER, IF NOT TO

BE BURIED IN

TABACO CITY.
Ø  OFFICIAL RECEIPT

FROM THE CITY

TREASURER’S 

OFFICE AMOUNTING

TO Php 50.00.

v  FOR MARRIAGE

REGISTRATION:

Ø  WITH VALID

MARRIAGE LICENSE

ISSUED BY THE

CONCERNED 

CITY/MUN. CIVIL

REGISTRAR.
Ø  DULY

ACCOMPLISHED MUN.

FORM NO. 97

WHETHER 

SOLEMNIZED BY THE

PRIEST, JUDGE,

CHAPLAIN, MAYOR

AND GOVERNOR. 

MA. DOLORES B. 

BURCE/ RECHELLE 

REBUSTILLO/BONIFAC

IO B. BORLASA JR.  

G2C
Highly 

Technical
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Ø  AFFIDAVIT OF

COHABITATION, 

AVAILING OF ARTICLE

34 OF THE NEW

FAMILY CODE (DULY

NOTARIZED).
Ø  OFFICIAL RECEIPT

FROM THE CITY

TREASURER’S 

OFFICE AMOUNTING

TO Php 50.00.

v  RESPONSE TIME

PER 

COMPLETE/TIMELY 

DOCUMENT TO BE

REGISTERED

Ø  FOR BIRTH

REGISTRATION
-

Ø  FOR DEATH

REGISTRATION
-

Ø  FOR MARRIAGE

REGISTRATION

v  FEES FOR TIMELY

REGISTRATION:

- FOR BIRTH

REGISTRATION

MA. DOLORES B. 

BURCE/ RECHELLE 

REBUSTILLO/BONIFAC

IO B. BORLASA JR.  

G2C
Highly 

Technical

Page 175



- FOR DEATH

REGISTRATION
- FOR MARRIAGE 

REGISTRATION

REQUIREMENTS FOR

DELAYED 

REGISTRATION OF

DOCUMENTS TO BE

REGISTERED 

(MEANING, THOSE

DOCUMENTS TO BE

REGISTERED AFTER

ONE (1) MONTH

AFTER THE

OCCURRENCE OF

THE EVENT BUT LESS

THAN ONE (1) YEAR).

v  FOR BIRTH

REGISTRATION:

MA. DOLORES B. 

BURCE/ RECHELLE 

REBUSTILLO/BONIFAC

IO B. BORLASA JR.  

G2C
Highly 

Technical

10  DAYS PER 

DOCUMENT
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- DULY

ACCOMPLISHED MUN.

FORM NO. 102 (TO BE

SECURED AT THE

CITY CIVIL

REGISTRAR’S OFFICE

AND HOSPITALS IF

THE CHILD WAS

BORN THEREAT).

- AFFIDAVIT OF TWO

(2) DISINTERESTED 

- MARRIAGE

CONTRACT OR

CERTIFICATE OF THE

PARENTS’ OF THE

CHILD (IF MARRIED).

- 

ACKNOWLEDGEMENT 

OR AFFIDAVIT OF

ADMISSION OF

PATERNITY (IF NOT

MARRIED, R.A. 9255)

CURRENT 

COMMUNITY TAX

CERTIFICATE 

(CEDULA) OF THE

FATHER.

G2C
Highly 

Technical

10  DAYS PER 

DOCUMENT
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- BARANGAY

CERTIFICATION 

(STATING THE NAME,

BIRTHDATE, PLACE

OF BIRTH AND NAME

OF PARENTS’ OF THE

CHILD).

- COMMUNITY TAX

CERTIFICATE OF THE

APPLICANT, 

CURRENT YEAR. 
- OFFICIAL RECEIPT

FROM THE CITY

TREASURER’S 

OFFICE AMOUNTING

TO Php 200.00.
FOR DEATH

REGISTRATION:

- DULY

ACCOMPLISHED MUN.

FORM NO. 103 (TO BE

SECURED AT THE

CITY CIVIL

REGISTRAR’S OFFICE,

CITY HEALTH OFFICE

AND HOSPITAL IF THE

PERSON DIED

THEREAT).

G2C
Highly 

Technical

10  DAYS PER 

DOCUMENT

 MA. DOLORES B. 

BURCE/MELANIE 

BELEN/RECHELLE 

REBUSTILLO/BONIFAC

IO BORLASA, JR.
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- JOINT AFFIDAVIT OF

TWO (2)

DISINTERESTED 

PERSONS; DULY

NOTARIZED.
-  COMMUNITY TAX

CERTIFICATE OF THE

APPLICANT, 

CURRENT YEAR.
- OFFICIAL RECEIPT

FROM THE CITY

TREASURER’S 

OFFICE AMOUNTING

TO Php 200.00.
v  FOR MARRIAGE

REGISTRATION:
Ø  WITH VALID

MARRIAGE LICENSE

ISSUED BY THE

CONCERNED 

CITY/MUN. CIVIL

REGISTRAR.
Ø  DULY

ACCOMPLISHED MUN.

FORM NO. 97

WHETHER 

SOLEMNIZED BY THE

PRIEST, JUDGE,

CHAPLAIN, MAYOR

AND GOVERNOR.

G2C
Highly 

Technical

10  DAYS PER 

DOCUMENT

 MA. DOLORES B. 

BURCE/MELANIE 

BELEN/RECHELLE 

REBUSTILLO/BONIFAC

IO BORLASA, JR.

P10.00/DOC.
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Ø  JOINT AFFIDAVIT

OF THE COUPLE,

STATING THE DELAY

OF THE

REGISTRATION; DULY

NOTARIZED.
OFFICIAL RECEIPT

FROM THE CITY

TREASURER’S 

OFFICE AMOUNTING

TO Php 200.00.

v  FEES FOR

DELAYED 

REGISTRATION 

(AFTER ONE (1)

MONTH BUT LESS

THAN ONE (1) YEAR):

Ø  FOR BIRTH

REGISTRATION

Php 200.00 PER

DOCUMENT

Ø  FOR DEATH

REGISTRATION

Php 200.00 PER

DOCUMENT

Ø  FOR MARRIAGE

REGISTRATION

Php 200.00 PER

DOCUMENT

G2C
Highly 

Technical

10  DAYS PER 

DOCUMENT

 MA. DOLORES B. 

BURCE/MELANIE 

BELEN/RECHELLE 

REBUSTILLO/BONIFAC

IO BORLASA, JR.

P10.00/DOC.

10  DAYS PER 

DOCUMENT
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Ø  PSA AND LOCAL

BIRTH RECORD IF

THE CHILD IS 18 YRS.

OLD & ABOVE.
Ø  BAPTISMAL

CERTIFICATE.

Ø  DULY

ACCOMPLISHED MUN.

FORM NO. 102 (TO BE

SECURED AT THE

CITY CIVIL

REGISTRAR’S OFFICE

AND HOSPITALS IF

THE CHILD WAS

BORN THEREAT).

Ø  JOINT AFFIDAVIT

OF TWO (2)

DISINTERESTED 

PERSONS; DULY

NOTARIZED.

 MA. DOLORES B. 

BURCE/MELANIE 

BELEN/RECHELLE 

REBUSTILLO/BONIFAC

IO BORLASA, JR.
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Ø  

ACKNOWLEDGEMENT 

OR AFFIDAVIT OF

ADMISSION OF

PATERNITY (IF NOT

MARRIED, R.A. 9255)

CURRENT 

COMMUNITY TAX

CERTIFICATE 

(CEDULA) OF THE

FATHER AND THE

AFFIDAVIT TO USE

THE SURNAME OF

THE FATHER

(REVISED R.A 9255

FORM NO. 1)

Ø  BARANGAY

CERTIFICATION 

(STATING THE NAME,

BIRTHDATE, PLACE

OF BIRTH AND NAME

OF PARENTS’ OF THE

CHILD).

Ø  MARRIAGE

CONTRACT 

(NSO/LOCAL/CHURCH) 

(IF MARRIED).

 MA. DOLORES B. 

BURCE/MELANIE 

BELEN/RECHELLE 

REBUSTILLO/BONIFAC

IO BORLASA, JR.
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Ø  COMMUNITY TAX

CERTIFICATE OF THE

APPLICANT, 

CURRENT YEAR.
Ø  SCHOOL

RECORDS, VOTER’S

RECORD, SSS, BIR,

DRIVER’S LICENSE.
Ø  OTHER VALID

RECORDS IF NONE

OF THE ABOVE.
Ø  OFFICIAL RECEIPT

FROM THE CITY

TREASURER’S 

OFFICE AMOUNTING

TO Php 300.00.

v  FOR DEATH

REGISTRATION:

Ø  PSA, LOCAL AND

CHURCH DEATH

RECORD.

 MA. DOLORES B. 

BURCE/MELANIE 

BELEN/RECHELLE 

REBUSTILLO/BONIFAC

IO BORLASA, JR.
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Ø  DULY

ACCOMPLISHED MUN.

FORM NO. 103 (TO BE

SECURED AT THE

CITY CIVIL

REGISTRAR’S OFFICE,

CITY HEALTH OFFICE

AND HOSPITAL IF THE

PERSON DIED

THEREAT).

Ø  JOINT AFFIDAVIT

OF TWO (2)

DISINTERESTED 

PERSONS; DULY

NOTARIZED, ONE

EITHER FROM THE

HOSPITAL 

ADMINISTRATOR OR

STAFF AND PERSONS

HAVING LEGAL

CHARGE OF THE

DECEASED.
Ø  COMMUNITY TAX

CERTIFICATE OF THE

APPLICANT, 

CURRENT YEAR.

 MA. DOLORES B. 

BURCE/MELANIE 

BELEN/RECHELLE 

REBUSTILLO/BONIFAC

IO BORLASA, JR.
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Ø  OFFICIAL RECEIPT

FROM THE CITY

TREASURER’S 

OFFICE AMOUNTING

TO Php 300.00.

v  FOR MARRIAGE

REGISTRATION:
Ø  PSA, LOCAL AND

CHURCH MARRIAGE

RECORD.
Ø  DULY

ACCOMPLISHED MUN.

FORM NO. 97

WHETHER 

SOLEMNIZED BY THE

PRIEST, JUDGE,

CHAPLAIN, MAYOR

AND GOVERNOR.
Ø  JOINT AFFIDAVIT

OF THE COUPLE,

STATING THE DELAY

OF THE

REGISTRATION; DULY

NOTARIZED.
Ø  COMMUNITY TAX

CERTIFICATE OF THE

APPLICANT, 

CURRENT YEAR.

 MA. DOLORES B. 

BURCE/MELANIE 

BELEN/RECHELLE 

REBUSTILLO/BONIFAC

IO BORLASA, JR.
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Ø  OFFICIAL RECEIPT

FROM THE CITY

TREASURER’S 

OFFICE AMOUNTING

TO Php 300.00.
v  FEES FOR 

DELAYED 

REGISTRATION 

(AFTER ONE (1) 

YEAR):

Ø  FOR BIRTH

REGISTRATION
G2C

Ø  FOR DEATH

REGISTRATION
Ø  FOR MARRIAGE

REGISTRATION

11

HOW TO AVAIL OF THE SERVICE:

SERVICE:
PREPARATION OF SKETCH PLANS, PROGRAM OE WORKS (POW) AND DETAILED ESTIMATES

 MA. DOLORES B. 

BURCE/MELANIE 

BELEN/RECHELLE 

REBUSTILLO/BONIFAC

IO BORLASA, JR.

Php 300.00 PER 

DOCUMENT

                         OFFICE OF THE CITY ENGINEER

                           We at the City Engineering Office, Tabaco City, supportive to the promotion of safe and healthy environment thru wise utilization of resources, 

and efficient and effective delivery of services, do hereby commit ourselves and pledge:
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RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 CEO receives request 

or inquiry from the 

client.

3 mins. 
Ground Flr., 

City Hall 

Building Annex, 

Tabaco City

2 The cluster in charge 

conducts ocular 

inspection for data 

gathering

1 day
Mondays                     

to                           

Fridays

3 The cluster in charge 

conducts preparation 

of plan and design.

3 days
8:00 AM                     

to                                

5:00 PM

4 The cluster in charge 

prepares the  program 

of works.

3 days

5 The city engineer 

reviews the program 

of works for 

corrections and 

revisions and affixes 

his signature .

2 days

STEPS

Barangay Resolution Engr. Pederito 

Borlagdan/Engr. Myla B. 

Broncano/Engr. Agnes 

Romina Cabrera/Engr. 

Mark Ryan Cadag/Engr. 

Mark Anthony Belgica/ 

Engr. Mark Owen 

Flores/Engr. Eliseo Bien/ 

Engr. Jomari Vincent 

Francisco/Concepcion B. 

Cedro/Nicole Aceituna 

and Dan Anthony 

Burabod

No Fees 

Required
G2B/G2C COMPLEX

SERVICE: PROJECT SUPERVISION/INSPECTION/MONITORING OF PROPOSED AND ON-GOING PROJECTS
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HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Client submits 

request for project 

inspection

10 minutes

Ground Flr., 

City Hall 

Building Annex, 

Tabaco City

2

CEO arranges 

schedule for final 

inspection

5 days

Mondays                     

to                           

Fridays

3

Cluster in charge 

conducts inspection 

for data  gathering 

based on actual  

implementation.

1 day

4
CEO prepares the 

inspection report
2 hrs.

STEPS

Engr. Pederito B. 

Borlagdan/Engr. Mark 

Ryan Cadag/Engr. Mark 

anthony Belgica/Engr. 

Mark Owen Flores/Engr. 

Jomari Vince 

Francisco/Ar. Charlene 

Lim/Concepcion 

Cedro/Celima 

Brizuela/Nicole Aceituna None G2C/G2B COMPLEX

8:00 AM                     

to                                

5:00 PM

Page 188



5

The city engineer 

reviews the program 

of works/inspection 

report for corrections 

and revisions if any 

and affixes his 

signature for 

approval. 

1 day
Engr. Dindo B. 

Bongalosa

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

a.  Category A - Regular Rates      b. Category B - Bonafide Residents        c.  Category C - City 

Government Official

STEPS

None G2C/G2B COMPLEX

8:00 AM                     

to                                

5:00 PM

SERVICE:
ISSUANCE OF BURIAL PERMIT AND OPERATION/MAINTENANCE OF CITY CEMETERY

          Operation and maintenance include services for the construction of structure for tomb whether 

permanent or temporary at the City Cemetery located at Barangay Tagas and the new City Cemetery 

located at Bgy. San Antonio, Tabaco City.

WHO WILL AVAIL OF THE SERVICE:
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1 Assessment of fees

2

Fee shall be paid at 

the City Treasurer's 

Office upon 

construction thereon 

whether permanent or 

temporary.

3

Scheduling of 

interment of the 

deceased

OLD:

8:00 AM                     

to                                

5:00 PM
Payment for the 

CHB Closure(Old 

Tomb)

       Php800.00

Space ocupancy 

for the 1st 7years
1,000.00

Ossuary Rental 5,000.00

Opening of Old 

Tomb
   500.00

Ground Tomb   500.00

1 day daily

Death Certificate issued 

by the attending 

physician or the City 

Health Officer.

HECTOR 

BASILLA/JOEMER 

BARBACENA/ARMAND

O BRIAGAS/VICTOR 

CENETA/RONAS 

ROCERO/ALDWIN 

BRIANDO/DIOSDADO 

BRITO

Government to 

Citizens (G2C)
SIMPLE
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NEW:

1. Permit to 

Construct Tomb
300.00

2. Space 

Occupancy for the 

1st 5 years

1,000.00

3. Payment for the 

construction of
a. new Ground 

Tomb
b. Apartment 

Type

1.) First (1st) 8,900.00

2.) Second 

and Third 

(2nd & 3rd )

6,700.00

3.) Fourth & 

Fifth (4th & 

5th)

5,360.00

A. BASIC FEES

1.) Burial / 

Exhumation permit

300.00

2.) Entrance / 

Transfer Permit
300.00

B. NICHES

1. ) Apartment-

Type Niche (5years 

lease)

1 day daily

Death Certificate issued 

by the attending 

physician or the City 

Health Officer.

HECTOR 

BASILLA/JOEMER 

BARBACENA/ARMAND

O BRIAGAS/VICTOR 

CENETA/RONAS 

ROCERO/ALDWIN 

BRIANDO/DIOSDADO 

BRITO

Government to 

Citizens (G2C)
SIMPLE
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a. Category A 10,000.00

b. Category B 5,000.00

c. Category C 3,000.00
2.) Exclusive Lot / 

Niche

Lot Area x 

Php400.00/yr.
3. Renewal (for 3 

years)
Php3,500.00

SERVICE:

a. Bonafide Residents of Tabaco City; and

b. All other applicants as long as the applied installation is within the jurisdiction of the city .

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Client will request for 

the installation permit 

and for approval of 

the City Mayor.

JOVELYN 

BOCABEL/CELIMA 

BRIZUELA

1 day daily

Death Certificate issued 

by the attending 

physician or the City 

Health Officer.

HECTOR 

BASILLA/JOEMER 

BARBACENA/ARMAND

O BRIAGAS/VICTOR 

CENETA/RONAS 

ROCERO/ALDWIN 

BRIANDO/DIOSDADO 

BRITO

Government to 

Citizens (G2C)
SIMPLE

ISSUANCE OF INSTALLATION PERMIT OF SIGNS, SIGNBOARDS, BILLBOARDS, NEON 

          Issuance of permit shall be issued at the City Engineering Office prior to the installation of signs, signboards, 

          Across the street streamers / banners is allowed only in specific locations in the city. The 

proponent should execute an Affidavit that they will be held liable for any untoward incident that may 

WHO WILL AVAIL OF THE SERVICE:

STEPS

15 minutes             

(if complete 

requirements)

 Duly signed letter 

request with approval of 

the executive.

G2C SIMPLE
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2
Assessment of 

application depending 

on the following:

Mondays                     

to                           

Fridays

A. For permanent 

structures, installation 

of which shall be 

under the supervision  

of the City 

Engineering Office.

8:00 AM                     

to                                

5:00 PM

1. Billboards or 

signboards for 

adverstisement of 

business per square 

meter or fraction 

thereof:
Single Faced Php 100.00

Double-Faced Php 200.00
2. Billboards or 

signboards for 

profesionals, per 

square meter  or 

fraction thereof:

Single Faced Php 80.00

Double-Faced Php 150.00

15 minutes             

(if complete 

requirements)

 Duly signed letter 

request with approval of 

the executive.

G2C SIMPLE
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3. Billboards, signs or 

advertisements for 

business or 

professionals painted 

on any building or 

structure or otherwise 

separated or detached 

thereof:

- per square meter or 

fraction therefrom
Php 150.00

4. For the use of 

electric or neon light in 

billboards or 

signboards. Pewr 

square meter or 

fraction thereof 
Additional fee of Php 

50.00 per square 

meter of fraction 

thereof
B. For streamers, 

tarpaulins, posters 

and

15 minutes             

(if complete 

requirements)

 Duly signed letter 

request with approval of 

the executive.

G2C SIMPLE
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banderitas (said 

structures are limited 

only up to one (1) 

week or seven (7) 

days duration period                     

- streamers, tarpaulin 

& posters                              

- banderetas.

Php 50.00 + Php 

15.00/sq.m.             

Php50.00 + Php 

15.00/foot

3
Payment to the City 

Treasurer's office
City Treasurer's Office

Receives the official 

receipts issued by the

3 minutes JOVELYN BOCABEL/

CTO and printing of 

the permit for approval

CELIMA BRIZUELA

of the City Mayor
(Processing of 

permit for 
approval is within 

24 hours 
depending on the 

availability

of the signatory)

JOVELYN BOCABEL/

CELIMA BRIZUELA

15 minutes             

(if complete 

requirements)

 Duly signed letter 

request with approval of 

the executive.

G2C SIMPLE

4

5 Approval of permit City Mayor's Office

6
Release the 

document/s
1 minute
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SERVICE:

a. Bonafide Residents of Tabaco City; and

b. All other applicants as long as the applied installation is within the jurisdiction of the city .

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

A. Proof of ownership:      

a.1 If the lot is owned, 

submit Deed of Sale or

Mondays                     

to                           

Fridays

Transfer of Certificate 

of Title/TCT)

8:00 AM                     

to                                

5:00 PM
a.2 If the applicant is 

not the lot owner, 

he/she is required to 

submit the leased 

contract.

CITY HALL 

BUILDING, 

GROUND 

FLOOR

a.3 If within the 

government property

ISSUANCE OF WIRING PERMIT, AND OTHER ANCILLARY/ACCESORY PERMITS

          Issuance of wiring permit shall be issued at the City Engineering Office prior to the application 

to the Albay Power Corp. (power service provider) for residential/commercial power service 

WHO WILL AVAIL OF THE SERVICE:

STEPS

1 Assessment of the 

application whether 

the documents are 

complete.

15 minutes (if 

complete in 

requirements)

PEDERITO 

BORLAGDAN/ 

LEONARD 

BUISING/ROSALIO 

BUNAO/ELEMAR 

CELESTIAL/MARK 

DARYL BRITO

No Fees required

Government to 

Citizens (G2C)
SIMPLE
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he/she is required to 

comply the affidavit of 

undertakings.
B. Picture

2.1 At least two (2) 

print out on a 3R size 

picture of the dwelling 

unit.

C. Vicinity Map / 

Location Map                               

D. Wiring Installation

If the documents are 

complete, the team within 1 day LEONARD BUISING
Inspection Fee: 

will set for an 

inspection and for 

verification 

(if complete in 

requirements) ROSALIO BUNAO

 Php 100.00

of  lot, setback and 

the size of the 

dwelling ELEMAR CELESTIAL

1st 5KVA :

MARK DARYL BRITO  Php 100.00
in excess of 

5KVA
if less than 20sq.m. - 

for issuance of wiring 

permit

Php 20.00/KVA

1 Assessment of the 

application whether 

the documents are 

complete.

15 minutes (if 

complete in 

requirements)

PEDERITO 

BORLAGDAN/ 

LEONARD 

BUISING/ROSALIO 

BUNAO/ELEMAR 

CELESTIAL/MARK 

DARYL BRITO

No Fees required

Government to 

Citizens (G2C)
SIMPLE

2

unit/structural area 

being applied
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if more than 20sq.m. - 

to be applied for 

building permit
*  ( see separate 

requirements for 

Building Permit)

3
Payment to the City 

Treasurer's office

Pls. refer to the 

Citizen's Charter 

of the City 

Treasurer's 

City Treasurer's Office

4 Receives the official 

receipts issued by the JOVELYN BOCABEL

CTO and printing of 

the permit for approval

of the City Mayor

5 Approval of permit 

(Processing of 

permit for 

approval is within 

depending on the 

availability of the 

signatory)

City Mayor's Office

LEONARD BUISING

ROSALIO BUNAO

ELEMAR CELESTIAL

MARK DARYL BRITO

Government to 

Citizens (G2C)
SIMPLE

3 minutes CELIMA BRIZUELA

6
Release the 

document/s
1 minute
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SERVICE: INSTALLATION OF CANOPIES

a. Bonafide Residents of Tabaco City

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

Mondays to 

Sunday
(8:00AM to 

5:00PM)

        Installation of canopies within the jurisdiction of Tabaco City as per request of the clientele for 

various activities and/or occasions but not limited to city/barangay fiesta, private / public occasions, 

WHO WILL AVAIL OF THE SERVICE:

STEPS

1 Client requests from 

the City Engineering 

Office.

within 24 hours 

after receive

Clients' Letter Request 

with approval of the 

Executive at least one 

(1) day before the 

activity/occasion

CARMELITA 

CORDENETE/GERARD

O BARASONA/CELSO 

BRUTAS/VINCENT 

LUKE SANDE/ARTHUR 

BAÑADERA/ARTHUR 

CEA/RENANTE 

BIEN/ANTONIO 

CAMAYA,JR.

No required Fees Government to 

Citizens (G2C)

SIMPLE

CITY HALL 

BUILDING, 

GROUND 

FLOOR
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SERVICE:

WHO WILL AVAIL OF THE SERVICE:

a. Bonafide Residents of Tabaco City

b. Motorized Tricycle Operator / Driver

c. Pedicab Operator / Driver

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Inspection of 

Motorized and 

Pedalled

1. Physical Appearance 

of unit's

ANGEL BREVA, 

JR./IREEN 

LAZARO/ANTONIO 

APULI Monday-Friday

2

 (Pedicab) Tricycles 

for Safety and 

roadworthiness.

2. Duly signed and filled-

up application form.
8:00AM to 

5:00PM
a. Motorized Tricycle 

for Hire

PHP 25.00 per 

unit

b. Pedicab for Hire

PHP 20.00 per 

unit

ISSUANCE OF CERTIFICATE  OF SAFETY AND ROAD WORTHINESS TO MOTORIZED AND PEDALLED 

TRICYCLES

HOW TO AVAIL OF THE SERVICES:

STEPS

15 minutes            

(If complete in 

requirements)

Government to 

Citizens (G2C)
SIMPLE
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SERVICE:

WHO WILL AVAIL OF THE SERVICE: a. Bonafide Residents of Tabaco City

b. All other applicants as long as the applied excavation is within the jurisdiction of the city .

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

 Client will request for 

the excavation permit 

for approval of the 

City.

15 minutes                           

(if complete in 

requirements)

1. Duly signed letter 

request with approval of 

the executive.

CELIMA 

BRIZUELA/JOVELYN 

BOCABEL

2

Assessment of 

application depending 

on the following type 

of excavation.

Type of Excavation:

A. For crossing 

streets with concrete 

pavement

ISSUANCE OF EXCAVATION PERMIT

            Issuance of Excavation Permit was issued to the applicant who shall make or cause to be made any digging / 

excavation, of any part or portion of the city streets of Tabaco City  and to be secured first from the Office of the City 
             Restoration works and other consequential responsibilities or obligations shall be done by the implementing 

entity after completion of the excavation works.

HOW TO AVAIL OF THE SERVICES:

STEPS

Government to 

Citizens (G2C)
SIMPLE

Mondays to 

Fridays                                           

8:00AM                       

to                             

5:00 PM
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1. For crossing streets  

with concrete 

pavement 

Php 275.00/sq.m.

(minimum area 2.00 x 

0.60m. 12sq.m.)

2. For crossing across 

base of streets with 

Php 200.00/sq.m.

concrete pavement, 

per linear meter 

(boring method).
B. For crossing 

streets with asphalt 

pavement
1. Minimum Fee Php 275.00/sq.m.
2. Additional fee for 

each linear meter 

crossing the streets  

(minimum width of 

excavation, 0.80 m.)

Php 100.00/sq.m.

C. For crossing the 

streets with gravel 

pavement
1. Minimum Fee Php 200.00/sq.m.
2. Additional fee for 

each linear meter 

crossing the streets  

(minimum width of 

excavation, 0.30 m.

Php 40.00/sq.m.

Government to 

Citizens (G2C)
SIMPLE

Mondays to 

Fridays                                           

8:00AM                       

to                             

5:00 PM
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D. For crossing 

existing curbs and 

gutters resulting in 

damage. Php 275.00/sq.m.

E. Additional fee for 

every day of delay in 

excess of excavation 

period provided in the 

Mayor's Permit.
Php 100.00/sq.m.

3
Payment to the City 

Treasurer's office
City Treasurer's Office

4

 Receives the official 

receipts issued by the 

CTO and printing of 

the permit for approval 

of the City Mayor.

3 minutes JOVELYN BOCABEL/

5 Approval of permit 

(Processing of permit for  

approval within 24 hrs. 

depensing on the 

availability of signatory)

City Mayor's Office

6
Releases the 

document/s
1 minute

JOVELYN 

BOCABEL/CELIMA 

BRIZUELA

Mondays to 

Fridays                                           

8:00AM                       

to                             

5:00 PM
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SERVICE:

WHO WILL AVAIL OF THE SERVICE: a. Bonafide Residents of Tabaco City; and

b. All other applicants as long as the applied installation is within the jurisdiction of the city .

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Client will request for 

the installation permit 

and for approval of 

the City Mayor.

15 minutes                           

(if complete in 

requirements)

 Duly signed letter 

request with approval of 

the executive.

JOVELYN 

BOCABEL/CELIMA 

BRIZUELA

2

 Assessment of 

application depending 

on the following:

ISSUANCE OF INSTALLATION PERMIT OF SIGNS, SIGNBOARDS, BILLBOARDS, NEON SIGNS OR OTHER 

KINDS OF OUTDOOR ADVERTISEMENTS
             Across the street streamers / banners is allowed only in specific locations in the city. The proponent should 

execute an Affidavit that they will be held liable for any untoward incident that may happen due to the installation of 

the across the street banners / streamers.

             Issuance of permit shall be issued at the City Engineering Office prior to the installation of signs, signboards, 

billboards or other advertisement and may be installed or posted only in designated areas and in compliance with 

pertinent provisions indicated in the Mayor's Permit.

HOW TO AVAIL OF THE SERVICE:

STEPS

G2C SIMPLE
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A. For permanent 

structures, installation 

of which shall be 

under the supervision 

of the City 

Engineering Office:

1. Billboards or 

signboards for 

adverstisement

of business per 

square meter or 

fraction thereof:
Single Faced Php 100.00

Double-Faced Php 200.00
2. Billboards or 

signboards for 

profesionals,

per square meter or 

fraction thereof:
Single Faced Php 80.00

Double-Faced Php 150.00

G2C SIMPLE
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3. Billboards, signs or 

advertisements for 

business or 

professionals painted 

on any building or 

structure or other wise 

separated or detached 

thereof:

Mondays to 

Fridays

per square meter or 

fraction therefrom
Php 150.00

8:00AM                     

to                    

5:00PM

4. For the use of 

electric or neon light inbillboards or 

signboards. Per 

square meter

or fraction thereof:
Additional fee of Php 

50.00 per square 

meter or fraction 

thereof:
B. For streamers, 

tarpaulins, posters 

and
banderitas (said 

structures are limited 

only up 
to one (1) week or 

seven (7) days 

G2C SIMPLE
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duration period
Streamers, tarpalins & 

posters

Php 50.00 +            

Php 15.00/sq.m.

Banderitas 
Php 50.00 + Php 

15.00/foot

3
Payment to the City 

Treasurer's office
City Treasurer's Office

4

Receives the official 

receipts issued by the 

CTO  and printing of 

the permit for approval 

of the City Mayor.

3 minutes Official Receipt of payment

JOVELYN 

BOCABEL/CELIMAN 

BRIZUELA

5 Approval of permit 

(Processing of 

permit for 

approval is within 

24 hrs. 

depending on the 

availability of the 

signatory)

City Mayor's Office

6
Release the 

document/s
1 minute

JOVELYN 

BOCABEL/CELIMA 

BRIZUELA

SERVICE: PROCESSING AND ISSUANCE OF WIRING PERMIT, AND OTHER ANCILLARY/ACCESORY PERMITS:

                                                                           Issuance of wiring permit shall be issued at the City Engineering Office prior to the application to the 

G2C SIMPLE
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WHO WILL AVAIL OF THE SERVICE: a. Bonafide Residents of Tabaco City; and

b. All other applicants as long as the applied installation is within the jurisdiction of the city .

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 Assessment of the 

application whether 

the documents are 

complete such as  but 

not limited to to the 

following :

15 minutes  (if 

complete in 

requirements)

Proof of Ownership:          

Deed of Sale or  

Transfer of Certificate of 

Title (TCT) - If the lot is 

owned.

PEDERITO 

BORLAGDAN/LEONAR

D BUISING/ROSALIO 

BUNAO/ELEMAR 

CELESTIAL/MARK 

DARYL BRITO 0 SIMPLE

2  If the documents are 

complete, the team 

will set for an 

inspectionanad for 

verification of lot, 

setback and the size 

of lot, setback and the 

size of the dwelling 

unit structural area 

being applied.

within 1 day                                

(if complete in 

requirements)

a.2 If the applicant is not 

the lot owner, he/she is 

required to submit the 

leased contract.              

A.3 If within the 

government property, 

he/she is required to 

comply the affidavit of 

undertakings.
                                                                               

 Inspection Fee -

Php100.00                                                                                                                                                                                                                                                                                                                                                                                                                                                

1st 5KVA -

Php100.00                                                                                                                                                                                                                                                                                                                                                                                                                                                                    

In excess of 

5KVA- 

P20.00/KVA

Mondays                

to                    

Fridays                                    

8:00 am             

to                        

5:00 PM

Note: If less than 20 

sq. m. - for issuance 

of wiring permit and if 

more than 20 sq. m. - 

to be applied for 

building permit- refer 

to separate 

requirements for 

Building Permit.

B. Picture                         

2.1 At least two (2) print 

out on a 3R size picture 

of the dwelling unit.                   

C. Vicinity 

Map/Location Map                                     

D. Wiring Installation.

HOW TO AVAIL OF THE SERVICE:

STEPS
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3
Payment to the City 

Tresurer's Office

4

Receives the official 

receipts issued by the 

CTO and printing of 

the permit for approval 

of the City Mayor.

3 mins.

5 Approval of Permit.

(Processing of 

Permit for 

approval is within 

24 hrs. 

depensing on the 

availability of the 

signatories)

6
Releases the 

Document/s
1 min.

LEONARD 

BUISING/ROSALIA 

BUNAO/ELEMAR 

CELESTIAL/MARK 

DARYL BRITO

12

> Formulates and integrates economic, social, physical and other development objectives and policies;

> Prepares comprehensive plans and similar development planning documents;

> monitors and evaluates the implementation of different rograms, projects and activities in the city in accordance with the approved development plan;

CITY PLANNING AND DEVELOPMENT COORDINATOR'S OFFICE (CPDO)

The City Planning and DevelopmentOffice (CPDO) is responsive to multifarious tasks assigned to it and the following salient frontline services offered;
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> Provide Data for Researchers;

> Issuance of Zoning Certificate

> Issuance of Locational Clearance

> Issuance of Zoning Certificate for Business and Special Permits

SERVICE : RESEARCH

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Register at the 

visitor's logbook and 

present letter of intent

3 minutes

Letter Request address 

to the City Mayor 

(received from the office 

of the City Mayor)

Milani Orallo /Elvie B. 

Brutas

Office Address: 

4th Floor City 

Hall Annex, 

Tabaco City;

2

Present valid 

ID/Student ID and 

Provide USB or CD 

for research 

data/documents 

needed

20 minutes Antonia B. Burabod

Mondays to 

Fridays                 

8:00am to 

5:00pm.          

Contact No: 

487-5063 local 

4005

3

Leave ID if photo 

copying of 

document/data is 

needed

2 minutes Antonia B. Burabod

Email Address: 

tabacocity 

cpdo@yahoo.c

om

STEPS

none G2C/G2G simple
Valid Government ID, 

Student ID or company 

ID with picture of 

requesting client
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4

Return of borrowed 

documents before 

5:00 PM

3 minutes
Milani Orallo / Elvie B. 

Brutas

Office 

Department 

Head: ENGR. 

NOEL S. 

BONAOBRA, 

Enp

SERVICE: ISSUANCE OF ZONING CERTIFICATION:

For Business Permit

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Duly accomplished 

Application Form for 

Business Permit with 

complete 

requirements.

3 minutes

Milani Orallo /                       

Emmanuel G. Bonto/                   

Rizalito G. Bien /                  

Antonio B. Cabais

2

Accept and review  if 

the application form 

are properly filled-out 

and requirements are 

complete for further 

verification.

Half Day

3

Verify with existing 

database or conduct 

site inspection.

3 minutes

none G2C/G2G simple
Valid Government ID, 

Student ID or company 

ID with picture of 

requesting client

STEP

1. Proof of Ownership 

such as Transfer 

Certificate of Title (TCT) 

of lot/property;    2. 

Lease Contract (if place 

of business is rented);               

3. Barangay business 

Clearance;                                       

4. Certificate of Award 

for New owner of Market 

Stall application                                    

5. Picture of 

Establishment

NONE

G2C/G2B SIMPLE

OFFICE OF 

THE CITY 

PLANNING 

&DEV. 

COORDINATO

R           4/F 

CITY HALL 

BUILDING 

ANNEX   

8:00AM                       

TO                          

12:00NN                     

1:00PM                    

TO                        

5:00PM                  

Mondays                       

to                             

Fridays

  Emmanuel G. Bonto/                  

Rizalito G. Bien /                  

Antonio B. Cabais
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4

Issue an 

acknowledgment 

Receipt and Unique 

Tracking Identification 

No.

3 minutes

5

Compute and indicate 

the amount due in the 

Application Form for 

Business Permit.

3 minutes

6

Claim the order of 

payment and pay the 

required fees

3 minutes

1. P500.00 for 

Land use 

classification             

2. P25.00 only for 

Business Permit

7
Present the Official 

Receipt (O.R)
3 minutes

8
Claim the Zoning 

Certificate
3 minutes

  Rizalito G. Bien /                  

Engr. Noel S. Bonaobra

9

Claim the Zoning 

Certificate and sign 

logbook

1 minutes
Milani Orallo /                          

Elvie B. Brutas

SERVICE : FOR  ZONING CERTIFICATION/LOCATIONAL CLEARANCE

1. Proof of Ownership 

such as Transfer 

Certificate of Title (TCT) 

of lot/property;    2. 

Lease Contract (if place 

of business is rented);               

3. Barangay business 

Clearance;                                       

4. Certificate of Award 

for New owner of Market 

Stall application                                    

5. Picture of 

Establishment

NONE

G2C/G2B SIMPLE

OFFICE OF 

THE CITY 

PLANNING 

&DEV. 

COORDINATO

R           4/F 

CITY HALL 

BUILDING 

ANNEX   

8:00AM                       

TO                          

12:00NN                     

1:00PM                    

TO                        

5:00PM                  

Mondays                       

to                             

Fridays

  Emmanuel G. Bonto/                  

Rizalito G. Bien /                  

Antonio B. Cabais

OFFICIAL RECEIPT

none
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For Business Permit

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Request for Land Use 

Classification in 

writing.

5 minutes

Acceptance of written 

request from client 

and check for 

completion 

requirements

3 minutes

3

Issue an 

acknowledgment 

Receipt and Unique 

Tracking Identification 

No.  of requested 

documents.

3 minutes

Schedule site 

inspection for 

verification.

Half Day

Prepares the Order of 

Payment.
3 minutes P500.00

STEP

a. for ZONING 

CERTIFICATION: Proof 

of Ownership such as:                   

1. Transfer certificate of 

title (TCT) blue copy,                  

2. Dead of 

sale/Donation,     3. 

Contract to sale,                  

4. Extra judical 

settlement,                5. 

Survey Plan, 6. 

Authorization letter if 

representative only, b. 

For L.C.: in addition to 

the above requirements;                      

1. One (1) set of 

complete building plans 

signed and sealed by 

the concerned 

professionals,                                  

2. (One) 1 set of cost 

estimates

  Emmanuel G. Bonto/                   

Rizalito G. Bien/                   

Antonio B. Cabais

NONE

G2C SIMPLE

OFFICE OF 

THE CITY 

PLANNING & 

DEV. 

COORDINATO

R           4/F 

CITY HALL 

BUILDING 

ANNEX   

8:00AM                       

TO                          

12:00NN                     

1:00PM                    

TO                        

5:00PM                  

Mondays                       

to                             

Fridays
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4

Claim the order of 

payment and pay the 

required fees for 

Zoning Certificate at 

the Office of the City 

Treasurer.

10 minutes

5

Present the Official 

Receipt and signs in 

the logbook

3 minutes

6
Secure Zoning 

Certification
5 minutes

  Rizalito G. Bien  /                

Engr. Noel S. Bonaobra

7
Release of Zoning 

Certificate
1 minutes

Milani Orallo /                      

Elvie B. Brutas

SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Clients submits duly 

filled out application 

forms (CPDO) along 

with all requirements.

3 minutes

a. for ZONING 

CERTIFICATION: Proof 

of Ownership such as:                   

1. Transfer certificate of 

title (TCT) blue copy,                  

2. Dead of 

sale/Donation,     3. 

Contract to sale,                  

4. Extra judical 

settlement,                5. 

Survey Plan, 6. 

Authorization letter if 

representative only, b. 

For L.C.: in addition to 

the above requirements;                      

1. One (1) set of 

complete building plans 

signed and sealed by 

the concerned 

professionals,                                  

2. (One) 1 set of cost 

estimates

  Emmanuel G. Bonto/                   

Rizalito G. Bien/                   

Antonio B. Cabais

G2C SIMPLE

OFFICE OF 

THE CITY 

PLANNING & 

DEV. 

COORDINATO

R           4/F 

CITY HALL 

BUILDING 

ANNEX   

8:00AM                       

TO                          

12:00NN                     

1:00PM                    

TO                        

5:00PM                  

Mondays                       

to                             

Fridays

NONE

REVIEW AND PROCESSING OF SUBDIVISION PLANS/DEVELOPMENT PERMIT

STEP

1. Application form duly 

notarized,                                          

2. Five (5) Complete 

sets of subdivision plan 

as per BP 220/ PD 957 

duly signed and sealed 

by a registered 

Environmental Planner 

(Enp),                                                     

3. Transfer Certificate of 

Title (TCT) blue copy                              

4. Current RPT Tax 

Receipt,                         

5. Tax Declaration,                          

6. Survey Plan,                                   

7. Dead of Restriction,                   

8. Drainage Impact 

assessment for Flood 

Prone Area,                                                    

9. Traffic Impact 

Assessment for traffic 

generating development,                

10. Environment 

Compliance Certificate 

from the Department of 

Environment and 

Natural Resources

  Emmanuel G. Bonto                   

Rizalito G. Bien                   

Antonio B. Cabais

Pls. see attached 

Schedule of Fees

G2C simple OFFICE OF 

THE CITY 

PLANNING 

&DEV. 

COORDINATO

R           4/F 

CITY HALL 

BUILDING 

ANNEX   

8:00AM                       

TO                          

12:00NN                     

1:00PM                    

TO                        

5:00PM                  

Mondays                       

to                             

Fridays
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2

Accepts and process 

application Form and 

verify documents.

3 minutes

3

Checks location of the 

proposed building if it 

conforms to the 

zoning ordinances.

Half Day

4

Schedules site 

inspection for 

verification.

3 minutes

5

Issue an 

acknowledgment 

Receipt and Unique 

Tracking Identification 

No.

10 minutes

6
Prepares Order of 

Payment (OP)
5 minutes

7

Claim Order of 

Payment and 

proceeds to the billing 

section with the 

corrresponding 

scheduled of fees.

refers to the 

Citizen's Charter 

of the City 

Treasurer.

1. Application form duly 

notarized,                                          

2. Five (5) Complete 

sets of subdivision plan 

as per BP 220/ PD 957 

duly signed and sealed 

by a registered 

Environmental Planner 

(Enp),                                                     

3. Transfer Certificate of 

Title (TCT) blue copy                              

4. Current RPT Tax 

Receipt,                         

5. Tax Declaration,                          

6. Survey Plan,                                   

7. Dead of Restriction,                   

8. Drainage Impact 

assessment for Flood 

Prone Area,                                                    

9. Traffic Impact 

Assessment for traffic 

generating development,                

10. Environment 

Compliance Certificate 

from the Department of 

Environment and 

Natural Resources

  Emmanuel G. Bonto                   

Rizalito G. Bien                   

Antonio B. Cabais

Pls. see attached 

Schedule of Fees

G2C simple OFFICE OF 

THE CITY 

PLANNING 

&DEV. 

COORDINATO

R           4/F 

CITY HALL 

BUILDING 

ANNEX   

8:00AM                       

TO                          

12:00NN                     

1:00PM                    

TO                        

5:00PM                  

Mondays                       

to                             

Fridays
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8

Prepares/print the 

Locational Clearance 

(LC) and check for 

accuracy .

5 minutes

9

Trasmits the LC to the 

Office of the Mayor for 

approval and 

signature.

2 minutes

10

Secure Locational 

Clearance after the 

final approval of the 

LCE

3 minutes

11
Present the Official 

Receipt at the CPDO
2 minutes

Original and 1 Photo 

copy of Official Receipt

12

Secure Locational 

Clearance after the 

final approval of the 

LCE

3 minutes
  Rizalito G. Bien                   

Engr. Noel S. Bonaobra

13
Sign Logbook for 

acknowlegment
1 minutes

Milani Orallo                        

Antonio B. Cabais

P 288.00

SCHEDULE OF FEES FOR ZONING/LOCATIONAL CLEARANCE

                     A. Single Residential Structure attached or detached

1. 100.000.00 and below                                      

1. Application form duly 

notarized,                                          

2. Five (5) Complete 

sets of subdivision plan 

as per BP 220/ PD 957 

duly signed and sealed 

by a registered 

Environmental Planner 

(Enp),                                                     

3. Transfer Certificate of 

Title (TCT) blue copy                              

4. Current RPT Tax 

Receipt,                         

5. Tax Declaration,                          

6. Survey Plan,                                   

7. Dead of Restriction,                   

8. Drainage Impact 

assessment for Flood 

Prone Area,                                                    

9. Traffic Impact 

Assessment for traffic 

generating development,                

10. Environment 

Compliance Certificate 

from the Department of 

Environment and 

Natural Resources

  Emmanuel G. Bonto                   

Rizalito G. Bien                   

Antonio B. Cabais

Pls. see attached 

Schedule of Fees

G2C simple OFFICE OF 

THE CITY 

PLANNING 

&DEV. 

COORDINATO

R           4/F 

CITY HALL 

BUILDING 

ANNEX   

8:00AM                       

TO                          

12:00NN                     

1:00PM                    

TO                        

5:00PM                  

Mondays                       

to                             

Fridays
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P 576.00

720.00 + 1/10 0f 1% in excess of 200,000

P 1,440.00

P 2,160.00

2. - Over 2M-

D. Institutional

1. -below 2million P2,880.00

1. Below 100,00 - P1,440.00

P2,160.00

3. Over 500,000 - 1 million - P2,880.00

4. Over 1M - 2M- P4,320.00

5. Over 2M -

1. Below 2million - P7,200  

2. Over 2million -

*Processing Fee

*Inspection Fee

E.Commercial / Industrial and Agro-Industrial

2. Over 100,000 - 500,000 -

P7,200 + 1/10 of 1% of cost in excess of 2M

F. Special Uses/Special projects (Gasoline Station, Cell Sites, Slaughter House, Treatment Plant etc.)

P7,200 + 1/10 of 1% of cost in excess of 2M

G. Alteration/Expansion affected areas/Cost only - Same as original application

II. Subdivision and Condominium Projects (under P.D. 957)

A. Approval of Subdivision Plan (including townhouses)

1. Preliminary Approval and locational Clearance (PALC)

P360/Ha or fraction thereof

P1,500/Ha regardless of density

2.Over 100,000 to 200.00                                     

3.Over 200,000                                                       

B. Apartment/Townhouses

1. P500,000 and below - 

2. Over 500.000 to 2 million -

3. Over 2 million - P 3,600 + 1/10 of 1% in excess of 

C. Dormitories

1. - 2 million and below - P 3,600.00

P3,600.00 = 1/10 of 1% of cost in 

P 3,600.00 + 1/10 of 1% of cost in excess of 2M 

2. -Over 500.000 to 2 million - P2,880 + 1/10 of 1% of cost in excess of 2M
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*Processing Fee

P3.00/sq.m.

P2,880.00

P150.00

*Processing Fee P216/saleable lot

P14.40/Sq.m.

*Inspection Fee

MANDATES:

* Review and consolidate budget proposals of different departments and offices of the LGU

4.Certificate of Registration Processing Fee

5.License to sell (Per saleable lot)

*Additional Fee on Floor area of housing component

P1,500/Ha regardless of density

   OFFICE OF THE CITY BUDGET OFFICER
13

* Assist the LCE in the preparation of the Annual and Supplemental Budgets

* Study and evalute budgetary implications of proposed legislation and submit comments and recommendations thereon

* Act as member of the local Finance Committee

VISION

We envisioned the City Budget Office as a tool for maintaining

an effective internal control system so that funds are

safeguarded to the fullest extent of untilization, with fully

established E-budget system, under the leadership of well

equipped head and with all skilled taff.

MISSION

2. final Approval & Development Permit

P-2,880/Ha or fraction thereof

*Additional Fee on Floor area of housing component

3.Alteration of plan(affected areas only) Same as Final Approval & Dev't Permit
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SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

2. To observe all guidelines in the linkage between Planning and Budgeting stages to maintain an efictive internal control system.

3. To undertake the formulation of the Annual Budget in a way that ensures the appropriation prioritization and allocation of funds to support 

PROCESSING OF OBLIGATION REQUEST (DIRECT PAYMENT, SOLICITATIONS, REPAIRS & MAINTENANCE, 

FINANCIAL, MEDICAL & BURIAL ASSISTANCE, RADIO PLUGGING, SPONSORSHIP, UTILITIES(APEC, 

TAWAD, TELEPHONE, INTERNET, CABLE), CASH ADVANCES, TRAVEL, TRAINING, LABOR PAYROLL, 

HONORARIUM) SUBSIDIES, DONATIONS, PAYROLL (SALARIES) &  ER

STEP

1. To be responsible for implementing the rules and procedures establish to Local Government Budget Administration and Barangay 

Budgeting.
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1 Approach the person's 

responsible as 

indicated in the 

template of Citizen's 

charter in the Budget 

Office

1 minutes

Laurence Buelo          

Nikka Quilingan        

Jamie Broso                  

John Kevin Garcia

none G 2 G Simple

                                                                                                                                                                                                                                                                                                                                                                                                                                                     

For Direct Payment                                   

* Obligation Request 

(OBR)                  * 

Disbursement Voucher 

(DV)            * Budget 

Proposal (if necessary)      

* Purchase Request 

(PR)                       * 

BAC Recommendations 

(BAC)        * Request for 

qoutations or canvass 

(BAC)                                               

* Abstract for 

canvass/awards (BAC)                                                                   

* Certification of posting 

Requirement (BAC)                                   

* BAC Resolution - 

Award of Contract 

(BAC)                                              

* Notice to Proceed (if 

applicable) (BAC)                                                                   

* Required 

documents/papers of 

suppliers                                                         

* Purchase Order (PO) 

Received by COA                                                               

* Ispection and 

Acceptance Report 

(CPDO)                                              

* Delivery reciept or 

Billing Statement 

(Supplier)                                

* Distribution List or List 

of Recipients                                                      

* Memorandum Receipt 

(Supplier)                                                         

* Documentations (W/ 

event or if applicable)                                                     

* 

Justification/Certification 

(if necessary)                                                       

* Contract Agreement (if 

necessary)                                                      

* Program of Works 

(POW) (Engineering)                                                 

* Certificate of Sole or 

Exclusive Distributorship 

(if applicable)          * 

Subsidiary ledger (for 

trust Fund) (Accounting)                                    

* Memorandum of 

Agreement (MOA-if 

necessary)                                    

* Inventory of previous 

purchased (if necessary) 

ex.new born screening 

kit/test, postage stamp, 

and the like) (General 

Service Office)                                                                  

Additional 

Requirement:                       

For Solicitations                                          

* Solicitation Letter                                 

* Budget 

Proposal/POW(if 

necessary)                                                      

* Acknowledgement 

Receipt of 

Equipment/Acknowledge

ment Receipt                                                             

* Resolution from SP (if 

necessary)                                                      

For 

Repairs/Maintenance                    

* Pre-Inspection Report 

(Engineering)                                                 

*Post Inspection Report 

(Engineering)                                                 

* Waste Materials 

Report (if any) (General 

Services Office)                      

For Financial, Medical 

& Burial Assistance                                                       

* AICS form (CSWD)                                    

* Case Study (if any) 

(CSWD)                * 

Death Certificate (Burial 

Assistance)                                                    

* Certificate of 

Indigency/Brgy. 

Residency                                                       

* Photocopy of ID                                        

* BASCA Certification 

(CSWD)                                       

* Certificate of 

Outstanding Balance                                                               

*Hospital 

Bill/Prescription Receipt 

or any proof for payment                                     

* Funeral Contract 

(Burial Assistance)                                                    

For Radio 

Plugging/Sponsorship       

* Billing 

statement(Supplier)             

* CD/USB                                                           

* Radio Broadcast 

Contract                * 

Certificate of 

Performance                            

For Utilities (APEC, 

TAWAD, TELEPHONE, 

INTERNET, CABLE)                                        

* Billing 

Statement/Statement of 

Accounting (Supplier)                              

* Summary of Bills for 

payment                                        

* Utilization 

Schedule/Report (ex. 

Gasoline)                                                         

For CASH ADVANCE                                  

* Obligation Request 

(OBR)                 * 

Disbursement Voucher 

(DV)           * Budget 

Proposal (if necessary)     

* Payroll                                                           

* Solicitation (if any)                                

* Documentations (with 

event or if applicable)                                                 

For Travel/Training                                    

* Letter of 

Invitation/Communicatio

n                 * Approved 

Authority to Travel         

* Approved City 

Seminar/Travel Broad                                                                 

* Authoriry to claim Hotel 

Room Accommodition                                          

* Authority to Travel by 

Plane           * Approved 

Itinerary to Travel 

(initialed by Accountant 

as to computation and 

monitoring of previous 

Cash Advance)                        

* Endorsement from 

LCE (Mayor's Office)                                                                

*Justification (if 

necessary)                

Additional 

Requirements:                   

For Labor Payroll 

(constrction or 

rehabilitation)                                              

* Project Inspection 

Report (Engineering)                                                 

* Certificate of Project 

Completion 

(Engineering)                    

* Job Order/Contract of 

Service       * Payroll                                                           

* Documentation 
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2 Check the attached 

documents if with 

complete requirement 

a.) if complete 

requirements proceed 

to STEP 3 if not the 

documents will be 

returned to respective 

person/ processor 

with note from Budget 

Office.

1-2 minutes

Laurence Buelo          

Nikka Quilingan        

Jamie Broso                  

John Kevin Garcia

none G 2 G Simple

                                                                                                                                                                                                                                                                                                                                                                                                                                                     

For Direct Payment                                   

* Obligation Request 

(OBR)                  * 

Disbursement Voucher 

(DV)            * Budget 

Proposal (if necessary)      

* Purchase Request 

(PR)                       * 

BAC Recommendations 

(BAC)        * Request for 

qoutations or canvass 

(BAC)                                               

* Abstract for 

canvass/awards (BAC)                                                                   

* Certification of posting 

Requirement (BAC)                                   

* BAC Resolution - 

Award of Contract 

(BAC)                                              

* Notice to Proceed (if 

applicable) (BAC)                                                                   

* Required 

documents/papers of 

suppliers                                                         

* Purchase Order (PO) 

Received by COA                                                               

* Ispection and 

Acceptance Report 

(CPDO)                                              

* Delivery reciept or 

Billing Statement 

(Supplier)                                

* Distribution List or List 

of Recipients                                                      

* Memorandum Receipt 

(Supplier)                                                         

* Documentations (W/ 

event or if applicable)                                                     

* 

Justification/Certification 

(if necessary)                                                       

* Contract Agreement (if 

necessary)                                                      

* Program of Works 

(POW) (Engineering)                                                 

* Certificate of Sole or 

Exclusive Distributorship 

(if applicable)          * 

Subsidiary ledger (for 

trust Fund) (Accounting)                                    

* Memorandum of 

Agreement (MOA-if 

necessary)                                    

* Inventory of previous 

purchased (if necessary) 

ex.new born screening 

kit/test, postage stamp, 

and the like) (General 

Service Office)                                                                  

Additional 

Requirement:                       

For Solicitations                                          

* Solicitation Letter                                 

* Budget 

Proposal/POW(if 

necessary)                                                      

* Acknowledgement 

Receipt of 

Equipment/Acknowledge

ment Receipt                                                             

* Resolution from SP (if 

necessary)                                                      

For 

Repairs/Maintenance                    

* Pre-Inspection Report 

(Engineering)                                                 

*Post Inspection Report 

(Engineering)                                                 

* Waste Materials 

Report (if any) (General 

Services Office)                      

For Financial, Medical 

& Burial Assistance                                                       

* AICS form (CSWD)                                    

* Case Study (if any) 

(CSWD)                * 

Death Certificate (Burial 

Assistance)                                                    

* Certificate of 

Indigency/Brgy. 

Residency                                                       

* Photocopy of ID                                        

* BASCA Certification 

(CSWD)                                       

* Certificate of 

Outstanding Balance                                                               

*Hospital 

Bill/Prescription Receipt 

or any proof for payment                                     

* Funeral Contract 

(Burial Assistance)                                                    

For Radio 

Plugging/Sponsorship       

* Billing 

statement(Supplier)             

* CD/USB                                                           

* Radio Broadcast 

Contract                * 

Certificate of 

Performance                            

For Utilities (APEC, 

TAWAD, TELEPHONE, 

INTERNET, CABLE)                                        

* Billing 

Statement/Statement of 

Accounting (Supplier)                              

* Summary of Bills for 

payment                                        

* Utilization 

Schedule/Report (ex. 

Gasoline)                                                         

For CASH ADVANCE                                  

* Obligation Request 

(OBR)                 * 

Disbursement Voucher 

(DV)           * Budget 

Proposal (if necessary)     

* Payroll                                                           

* Solicitation (if any)                                

* Documentations (with 

event or if applicable)                                                 

For Travel/Training                                    

* Letter of 

Invitation/Communicatio

n                 * Approved 

Authority to Travel         

* Approved City 

Seminar/Travel Broad                                                                 

* Authoriry to claim Hotel 

Room Accommodition                                          

* Authority to Travel by 

Plane           * Approved 

Itinerary to Travel 

(initialed by Accountant 

as to computation and 

monitoring of previous 

Cash Advance)                        

* Endorsement from 

LCE (Mayor's Office)                                                                

*Justification (if 

necessary)                

Additional 

Requirements:                   

For Labor Payroll 

(constrction or 

rehabilitation)                                              

* Project Inspection 

Report (Engineering)                                                 

* Certificate of Project 

Completion 

(Engineering)                    

* Job Order/Contract of 

Service       * Payroll                                                           

* Documentation 
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3 Assigns Obligation 

Request's control 

number indicating 

office code, date of 

obligation appropriate 

account code 

allotment class and 

fund code as to proper 

charging of 

transactions.

3-5 minutes per 

tansaction (with 

complete 

documents)

Laurence Buelo          

Nikka Quilingan        

Jamie Broso                  

John Kevin Garcia

none G 2 G Simple

                                                                                                                                                                                                                                                                                                                                                                                                                                                     

For Direct Payment                                   

* Obligation Request 

(OBR)                  * 

Disbursement Voucher 

(DV)            * Budget 

Proposal (if necessary)      

* Purchase Request 

(PR)                       * 

BAC Recommendations 

(BAC)        * Request for 

qoutations or canvass 

(BAC)                                               

* Abstract for 

canvass/awards (BAC)                                                                   

* Certification of posting 

Requirement (BAC)                                   

* BAC Resolution - 

Award of Contract 

(BAC)                                              

* Notice to Proceed (if 

applicable) (BAC)                                                                   

* Required 

documents/papers of 

suppliers                                                         

* Purchase Order (PO) 

Received by COA                                                               

* Ispection and 

Acceptance Report 

(CPDO)                                              

* Delivery reciept or 

Billing Statement 

(Supplier)                                

* Distribution List or List 

of Recipients                                                      

* Memorandum Receipt 

(Supplier)                                                         

* Documentations (W/ 

event or if applicable)                                                     

* 

Justification/Certification 

(if necessary)                                                       

* Contract Agreement (if 

necessary)                                                      

* Program of Works 

(POW) (Engineering)                                                 

* Certificate of Sole or 

Exclusive Distributorship 

(if applicable)          * 

Subsidiary ledger (for 

trust Fund) (Accounting)                                    

* Memorandum of 

Agreement (MOA-if 

necessary)                                    

* Inventory of previous 

purchased (if necessary) 

ex.new born screening 

kit/test, postage stamp, 

and the like) (General 

Service Office)                                                                  

Additional 

Requirement:                       

For Solicitations                                          

* Solicitation Letter                                 

* Budget 

Proposal/POW(if 

necessary)                                                      

* Acknowledgement 

Receipt of 

Equipment/Acknowledge

ment Receipt                                                             

* Resolution from SP (if 

necessary)                                                      

For 

Repairs/Maintenance                    

* Pre-Inspection Report 

(Engineering)                                                 

*Post Inspection Report 

(Engineering)                                                 

* Waste Materials 

Report (if any) (General 

Services Office)                      

For Financial, Medical 

& Burial Assistance                                                       

* AICS form (CSWD)                                    

* Case Study (if any) 

(CSWD)                * 

Death Certificate (Burial 

Assistance)                                                    

* Certificate of 

Indigency/Brgy. 

Residency                                                       

* Photocopy of ID                                        

* BASCA Certification 

(CSWD)                                       

* Certificate of 

Outstanding Balance                                                               

*Hospital 

Bill/Prescription Receipt 

or any proof for payment                                     

* Funeral Contract 

(Burial Assistance)                                                    

For Radio 

Plugging/Sponsorship       

* Billing 

statement(Supplier)             

* CD/USB                                                           

* Radio Broadcast 

Contract                * 

Certificate of 

Performance                            

For Utilities (APEC, 

TAWAD, TELEPHONE, 

INTERNET, CABLE)                                        

* Billing 

Statement/Statement of 

Accounting (Supplier)                              

* Summary of Bills for 

payment                                        

* Utilization 

Schedule/Report (ex. 

Gasoline)                                                         

For CASH ADVANCE                                  

* Obligation Request 

(OBR)                 * 

Disbursement Voucher 

(DV)           * Budget 

Proposal (if necessary)     

* Payroll                                                           

* Solicitation (if any)                                

* Documentations (with 

event or if applicable)                                                 

For Travel/Training                                    

* Letter of 

Invitation/Communicatio

n                 * Approved 

Authority to Travel         

* Approved City 

Seminar/Travel Broad                                                                 

* Authoriry to claim Hotel 

Room Accommodition                                          

* Authority to Travel by 

Plane           * Approved 

Itinerary to Travel 

(initialed by Accountant 

as to computation and 

monitoring of previous 

Cash Advance)                        

* Endorsement from 

LCE (Mayor's Office)                                                                

*Justification (if 

necessary)                

Additional 

Requirements:                   

For Labor Payroll 

(constrction or 

rehabilitation)                                              

* Project Inspection 

Report (Engineering)                                                 

* Certificate of Project 

Completion 

(Engineering)                    

* Job Order/Contract of 

Service       * Payroll                                                           

* Documentation 
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4 Encodes in the 

Registry of 

Appropriations and 

allotment and 

Obligations based on 

approved annual 

Budget

3-5 minutes per 

transaction (with 

complete 

documents)

Jenny Rivero          

(General Fund)         

Abegail Bongalbal       

(Personal service, 20% 

City Development 

Fund, & Special 

Education Fund)  Edna 

Alanis             (Gender 

& Dev't Fund)

none G 2 G Simple

                                                                                                                                                                                                                                                                                                                                                                                                                                                     

For Direct Payment                                   

* Obligation Request 

(OBR)                  * 

Disbursement Voucher 

(DV)            * Budget 

Proposal (if necessary)      

* Purchase Request 

(PR)                       * 

BAC Recommendations 

(BAC)        * Request for 

qoutations or canvass 

(BAC)                                               

* Abstract for 

canvass/awards (BAC)                                                                   

* Certification of posting 

Requirement (BAC)                                   

* BAC Resolution - 

Award of Contract 

(BAC)                                              

* Notice to Proceed (if 

applicable) (BAC)                                                                   

* Required 

documents/papers of 

suppliers                                                         

* Purchase Order (PO) 

Received by COA                                                               

* Ispection and 

Acceptance Report 

(CPDO)                                              

* Delivery reciept or 

Billing Statement 

(Supplier)                                

* Distribution List or List 

of Recipients                                                      

* Memorandum Receipt 

(Supplier)                                                         

* Documentations (W/ 

event or if applicable)                                                     

* 

Justification/Certification 

(if necessary)                                                       

* Contract Agreement (if 

necessary)                                                      

* Program of Works 

(POW) (Engineering)                                                 

* Certificate of Sole or 

Exclusive Distributorship 

(if applicable)          * 

Subsidiary ledger (for 

trust Fund) (Accounting)                                    

* Memorandum of 

Agreement (MOA-if 

necessary)                                    

* Inventory of previous 

purchased (if necessary) 

ex.new born screening 

kit/test, postage stamp, 

and the like) (General 

Service Office)                                                                  

Additional 

Requirement:                       

For Solicitations                                          

* Solicitation Letter                                 

* Budget 

Proposal/POW(if 

necessary)                                                      

* Acknowledgement 

Receipt of 

Equipment/Acknowledge

ment Receipt                                                             

* Resolution from SP (if 

necessary)                                                      

For 

Repairs/Maintenance                    

* Pre-Inspection Report 

(Engineering)                                                 

*Post Inspection Report 

(Engineering)                                                 

* Waste Materials 

Report (if any) (General 

Services Office)                      

For Financial, Medical 

& Burial Assistance                                                       

* AICS form (CSWD)                                    

* Case Study (if any) 

(CSWD)                * 

Death Certificate (Burial 

Assistance)                                                    

* Certificate of 

Indigency/Brgy. 

Residency                                                       

* Photocopy of ID                                        

* BASCA Certification 

(CSWD)                                       

* Certificate of 

Outstanding Balance                                                               

*Hospital 

Bill/Prescription Receipt 

or any proof for payment                                     

* Funeral Contract 

(Burial Assistance)                                                    

For Radio 

Plugging/Sponsorship       

* Billing 

statement(Supplier)             

* CD/USB                                                           

* Radio Broadcast 

Contract                * 

Certificate of 

Performance                            

For Utilities (APEC, 

TAWAD, TELEPHONE, 

INTERNET, CABLE)                                        

* Billing 

Statement/Statement of 

Accounting (Supplier)                              

* Summary of Bills for 

payment                                        

* Utilization 

Schedule/Report (ex. 

Gasoline)                                                         

For CASH ADVANCE                                  

* Obligation Request 

(OBR)                 * 

Disbursement Voucher 

(DV)           * Budget 

Proposal (if necessary)     

* Payroll                                                           

* Solicitation (if any)                                

* Documentations (with 

event or if applicable)                                                 

For Travel/Training                                    

* Letter of 

Invitation/Communicatio

n                 * Approved 

Authority to Travel         

* Approved City 

Seminar/Travel Broad                                                                 

* Authoriry to claim Hotel 

Room Accommodition                                          

* Authority to Travel by 

Plane           * Approved 

Itinerary to Travel 

(initialed by Accountant 

as to computation and 

monitoring of previous 

Cash Advance)                        

* Endorsement from 

LCE (Mayor's Office)                                                                

*Justification (if 

necessary)                

Additional 

Requirements:                   

For Labor Payroll 

(constrction or 

rehabilitation)                                              

* Project Inspection 

Report (Engineering)                                                 

* Certificate of Project 

Completion 

(Engineering)                    

* Job Order/Contract of 

Service       * Payroll                                                           

* Documentation 
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5 Pre-reviews, 

evaluates as to 

computation and 

existence of 

appropriation based 

on approved budget.

4-6 minutes 

transaction (with 

complete 

documents)

Abegail Bongalbal       

Edna Alanis
none G 2 G Simple

                                                                                                                                                                                                                                                                                                                                                                                                                                                     

For Direct Payment                                   

* Obligation Request 

(OBR)                  * 

Disbursement Voucher 

(DV)            * Budget 

Proposal (if necessary)      

* Purchase Request 

(PR)                       * 

BAC Recommendations 

(BAC)        * Request for 

qoutations or canvass 

(BAC)                                               

* Abstract for 

canvass/awards (BAC)                                                                   

* Certification of posting 

Requirement (BAC)                                   

* BAC Resolution - 

Award of Contract 

(BAC)                                              

* Notice to Proceed (if 

applicable) (BAC)                                                                   

* Required 

documents/papers of 

suppliers                                                         

* Purchase Order (PO) 

Received by COA                                                               

* Ispection and 

Acceptance Report 

(CPDO)                                              

* Delivery reciept or 

Billing Statement 

(Supplier)                                

* Distribution List or List 

of Recipients                                                      

* Memorandum Receipt 

(Supplier)                                                         

* Documentations (W/ 

event or if applicable)                                                     

* 

Justification/Certification 

(if necessary)                                                       

* Contract Agreement (if 

necessary)                                                      

* Program of Works 

(POW) (Engineering)                                                 

* Certificate of Sole or 

Exclusive Distributorship 

(if applicable)          * 

Subsidiary ledger (for 

trust Fund) (Accounting)                                    

* Memorandum of 

Agreement (MOA-if 

necessary)                                    

* Inventory of previous 

purchased (if necessary) 

ex.new born screening 

kit/test, postage stamp, 

and the like) (General 

Service Office)                                                                  

Additional 

Requirement:                       

For Solicitations                                          

* Solicitation Letter                                 

* Budget 

Proposal/POW(if 

necessary)                                                      

* Acknowledgement 

Receipt of 

Equipment/Acknowledge

ment Receipt                                                             

* Resolution from SP (if 

necessary)                                                      

For 

Repairs/Maintenance                    

* Pre-Inspection Report 

(Engineering)                                                 

*Post Inspection Report 

(Engineering)                                                 

* Waste Materials 

Report (if any) (General 

Services Office)                      

For Financial, Medical 

& Burial Assistance                                                       

* AICS form (CSWD)                                    

* Case Study (if any) 

(CSWD)                * 

Death Certificate (Burial 

Assistance)                                                    

* Certificate of 

Indigency/Brgy. 

Residency                                                       

* Photocopy of ID                                        

* BASCA Certification 

(CSWD)                                       

* Certificate of 

Outstanding Balance                                                               

*Hospital 

Bill/Prescription Receipt 

or any proof for payment                                     

* Funeral Contract 

(Burial Assistance)                                                    

For Radio 

Plugging/Sponsorship       

* Billing 

statement(Supplier)             

* CD/USB                                                           

* Radio Broadcast 

Contract                * 

Certificate of 

Performance                            

For Utilities (APEC, 

TAWAD, TELEPHONE, 

INTERNET, CABLE)                                        

* Billing 

Statement/Statement of 

Accounting (Supplier)                              

* Summary of Bills for 

payment                                        

* Utilization 

Schedule/Report (ex. 

Gasoline)                                                         

For CASH ADVANCE                                  

* Obligation Request 

(OBR)                 * 

Disbursement Voucher 

(DV)           * Budget 

Proposal (if necessary)     

* Payroll                                                           

* Solicitation (if any)                                

* Documentations (with 

event or if applicable)                                                 

For Travel/Training                                    

* Letter of 

Invitation/Communicatio

n                 * Approved 

Authority to Travel         

* Approved City 

Seminar/Travel Broad                                                                 

* Authoriry to claim Hotel 

Room Accommodition                                          

* Authority to Travel by 

Plane           * Approved 

Itinerary to Travel 

(initialed by Accountant 

as to computation and 

monitoring of previous 

Cash Advance)                        

* Endorsement from 

LCE (Mayor's Office)                                                                

*Justification (if 

necessary)                

Additional 

Requirements:                   

For Labor Payroll 

(constrction or 

rehabilitation)                                              

* Project Inspection 

Report (Engineering)                                                 

* Certificate of Project 

Completion 

(Engineering)                    

* Job Order/Contract of 

Service       * Payroll                                                           

* Documentation 
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6 Final reviews, 

evaluation as to 

proper charging of 

account, 

completeness of 

required documents 

and certify obligation 

request as to 

existence of 

appropriation.

5-8 minutes           

per transaction 

(with complete 

documents

Sherry A. Trilles none G 2 G Simple

                                                                                                                                                                                                                                                                                                                                                                                                                                                     

For Direct Payment                                   

* Obligation Request 

(OBR)                  * 

Disbursement Voucher 

(DV)            * Budget 

Proposal (if necessary)      

* Purchase Request 

(PR)                       * 

BAC Recommendations 

(BAC)        * Request for 

qoutations or canvass 

(BAC)                                               

* Abstract for 

canvass/awards (BAC)                                                                   

* Certification of posting 

Requirement (BAC)                                   

* BAC Resolution - 

Award of Contract 

(BAC)                                              

* Notice to Proceed (if 

applicable) (BAC)                                                                   

* Required 

documents/papers of 

suppliers                                                         

* Purchase Order (PO) 

Received by COA                                                               

* Ispection and 

Acceptance Report 

(CPDO)                                              

* Delivery reciept or 

Billing Statement 

(Supplier)                                

* Distribution List or List 

of Recipients                                                      

* Memorandum Receipt 

(Supplier)                                                         

* Documentations (W/ 

event or if applicable)                                                     

* 

Justification/Certification 

(if necessary)                                                       

* Contract Agreement (if 

necessary)                                                      

* Program of Works 

(POW) (Engineering)                                                 

* Certificate of Sole or 

Exclusive Distributorship 

(if applicable)          * 

Subsidiary ledger (for 

trust Fund) (Accounting)                                    

* Memorandum of 

Agreement (MOA-if 

necessary)                                    

* Inventory of previous 

purchased (if necessary) 

ex.new born screening 

kit/test, postage stamp, 

and the like) (General 

Service Office)                                                                  

Additional 

Requirement:                       

For Solicitations                                          

* Solicitation Letter                                 

* Budget 

Proposal/POW(if 

necessary)                                                      

* Acknowledgement 

Receipt of 

Equipment/Acknowledge

ment Receipt                                                             

* Resolution from SP (if 

necessary)                                                      

For 

Repairs/Maintenance                    

* Pre-Inspection Report 

(Engineering)                                                 

*Post Inspection Report 

(Engineering)                                                 

* Waste Materials 

Report (if any) (General 

Services Office)                      

For Financial, Medical 

& Burial Assistance                                                       

* AICS form (CSWD)                                    

* Case Study (if any) 

(CSWD)                * 

Death Certificate (Burial 

Assistance)                                                    

* Certificate of 

Indigency/Brgy. 

Residency                                                       

* Photocopy of ID                                        

* BASCA Certification 

(CSWD)                                       

* Certificate of 

Outstanding Balance                                                               

*Hospital 

Bill/Prescription Receipt 

or any proof for payment                                     

* Funeral Contract 

(Burial Assistance)                                                    

For Radio 

Plugging/Sponsorship       

* Billing 

statement(Supplier)             

* CD/USB                                                           

* Radio Broadcast 

Contract                * 

Certificate of 

Performance                            

For Utilities (APEC, 

TAWAD, TELEPHONE, 

INTERNET, CABLE)                                        

* Billing 

Statement/Statement of 

Accounting (Supplier)                              

* Summary of Bills for 

payment                                        

* Utilization 

Schedule/Report (ex. 

Gasoline)                                                         

For CASH ADVANCE                                  

* Obligation Request 

(OBR)                 * 

Disbursement Voucher 

(DV)           * Budget 

Proposal (if necessary)     

* Payroll                                                           

* Solicitation (if any)                                

* Documentations (with 

event or if applicable)                                                 

For Travel/Training                                    

* Letter of 

Invitation/Communicatio

n                 * Approved 

Authority to Travel         

* Approved City 

Seminar/Travel Broad                                                                 

* Authoriry to claim Hotel 

Room Accommodition                                          

* Authority to Travel by 

Plane           * Approved 

Itinerary to Travel 

(initialed by Accountant 

as to computation and 

monitoring of previous 

Cash Advance)                        

* Endorsement from 

LCE (Mayor's Office)                                                                

*Justification (if 

necessary)                

Additional 

Requirements:                   

For Labor Payroll 

(constrction or 

rehabilitation)                                              

* Project Inspection 

Report (Engineering)                                                 

* Certificate of Project 

Completion 

(Engineering)                    

* Job Order/Contract of 

Service       * Payroll                                                           

* Documentation 
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7 Release the Approved 

Obligation Request to 

the Client and 

proceed to Accounting 

Office for 

disbursement.

1 minutes

Laurence Buelo          

Nikka Quilingan        

Jamie Broso                  

John Kevin Garcia

none G 2 G Simple

                                                                                                                                                                                                                                                                                                                                                                                                                                                     

For Direct Payment                                   

* Obligation Request 

(OBR)                  * 

Disbursement Voucher 

(DV)            * Budget 

Proposal (if necessary)      

* Purchase Request 

(PR)                       * 

BAC Recommendations 

(BAC)        * Request for 

qoutations or canvass 

(BAC)                                               

* Abstract for 

canvass/awards (BAC)                                                                   

* Certification of posting 

Requirement (BAC)                                   

* BAC Resolution - 

Award of Contract 

(BAC)                                              

* Notice to Proceed (if 

applicable) (BAC)                                                                   

* Required 

documents/papers of 

suppliers                                                         

* Purchase Order (PO) 

Received by COA                                                               

* Ispection and 

Acceptance Report 

(CPDO)                                              

* Delivery reciept or 

Billing Statement 

(Supplier)                                

* Distribution List or List 

of Recipients                                                      

* Memorandum Receipt 

(Supplier)                                                         

* Documentations (W/ 

event or if applicable)                                                     

* 

Justification/Certification 

(if necessary)                                                       

* Contract Agreement (if 

necessary)                                                      

* Program of Works 

(POW) (Engineering)                                                 

* Certificate of Sole or 

Exclusive Distributorship 

(if applicable)          * 

Subsidiary ledger (for 

trust Fund) (Accounting)                                    

* Memorandum of 

Agreement (MOA-if 

necessary)                                    

* Inventory of previous 

purchased (if necessary) 

ex.new born screening 

kit/test, postage stamp, 

and the like) (General 

Service Office)                                                                  

Additional 

Requirement:                       

For Solicitations                                          

* Solicitation Letter                                 

* Budget 

Proposal/POW(if 

necessary)                                                      

* Acknowledgement 

Receipt of 

Equipment/Acknowledge

ment Receipt                                                             

* Resolution from SP (if 

necessary)                                                      

For 

Repairs/Maintenance                    

* Pre-Inspection Report 

(Engineering)                                                 

*Post Inspection Report 

(Engineering)                                                 

* Waste Materials 

Report (if any) (General 

Services Office)                      

For Financial, Medical 

& Burial Assistance                                                       

* AICS form (CSWD)                                    

* Case Study (if any) 

(CSWD)                * 

Death Certificate (Burial 

Assistance)                                                    

* Certificate of 

Indigency/Brgy. 

Residency                                                       

* Photocopy of ID                                        

* BASCA Certification 

(CSWD)                                       

* Certificate of 

Outstanding Balance                                                               

*Hospital 

Bill/Prescription Receipt 

or any proof for payment                                     

* Funeral Contract 

(Burial Assistance)                                                    

For Radio 

Plugging/Sponsorship       

* Billing 

statement(Supplier)             

* CD/USB                                                           

* Radio Broadcast 

Contract                * 

Certificate of 

Performance                            

For Utilities (APEC, 

TAWAD, TELEPHONE, 

INTERNET, CABLE)                                        

* Billing 

Statement/Statement of 

Accounting (Supplier)                              

* Summary of Bills for 

payment                                        

* Utilization 

Schedule/Report (ex. 

Gasoline)                                                         

For CASH ADVANCE                                  

* Obligation Request 

(OBR)                 * 

Disbursement Voucher 

(DV)           * Budget 

Proposal (if necessary)     

* Payroll                                                           

* Solicitation (if any)                                

* Documentations (with 

event or if applicable)                                                 

For Travel/Training                                    

* Letter of 

Invitation/Communicatio

n                 * Approved 

Authority to Travel         

* Approved City 

Seminar/Travel Broad                                                                 

* Authoriry to claim Hotel 

Room Accommodition                                          

* Authority to Travel by 

Plane           * Approved 

Itinerary to Travel 

(initialed by Accountant 

as to computation and 

monitoring of previous 

Cash Advance)                        

* Endorsement from 

LCE (Mayor's Office)                                                                

*Justification (if 

necessary)                

Additional 

Requirements:                   

For Labor Payroll 

(constrction or 

rehabilitation)                                              

* Project Inspection 

Report (Engineering)                                                 

* Certificate of Project 

Completion 

(Engineering)                    

* Job Order/Contract of 

Service       * Payroll                                                           

* Documentation 
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SERVICE: REVIEWS AND EVALUATES BARANGAY ANNUAL BUDGET

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CATION
REMARKS

1 Approach the person's 

responsible as 

indicated in the 

template of Citizen's 

charter in the Budget 

Office

1 minutes

Ruby Bordeos      

Maribeth Villanueva 

Emelia Borcelis

none G 2 G Simple

2 Check the attached 

documents if with 

complete requirement 

a.) if complete 

requirements proceed 

to STEP 3 if not the 

documents will be 

returned to respective 

person/ processor 

with note from Budget 

Office.

1-2 minutes

Ruby Bordeos      

Maribeth Villanueva 

Emelia Borcelis

none G 2 G Simple

3

Pre-review and 

evaluate Barangay 

annual Budget

1 to 5 days per 

Barangay Budget 

per Transaction 

(with Complete 

Documents)

Ruby Bordeos      

Maribeth Villanueva 

Emelia Borcelis

none G 2 G Complex

STEP

1. AIP Resolution                      

2. Annual Investment 

Plan (AIP)                                                      

3. Budget Message                              

4. Budget of 

Expenditures & Sources 

of Financing                         

5. Programmed 

Appropriations by PPA 

Expense Class & Object 

of Expenditures 

expected Results                                               

6. Computation of 

personal Services 

Ceiling                        7. 

Plantilla                                                

8. Annual Supplies 

Procurement Program 

(APP)                                                                                                                                                                                                                     

9. Annual Equipment 

Program (AEP)                           

10. Certificate of Review 

& Endorsement of GAD 

Plan & Budget                                        

11. GAD Plan and 

Budget        12. 

BDRRMF Plan                     

13. BADAC                                  

14 Brgy.Nutrition Plan 

Action                                         

15. Statement of 

Indebtedness 

Expenditures                                                                                                                                                                                   

16. Reso 20% BDF                     

17. List of Chargeable 

against 20% Dev't Fund          

18. Statement of Income 

& Expenditures (Actual 

of Next Preceding Year)                        

19. Statement of Income 

& Expenditures (Actual 

& Estimate of Preceding 

Year)                            

20. Others not specified 

as the need aries.

2ND FLOOR 

ANNEX , CITY 

HALL 

BUILDING                                     

8:00AM                          

TO                         

12:00NN                              

1:00PM                          

TO                           

5:00PM
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4

Final review and 

evaluate Barangay 

Annual Budget

1 to 3 days per 

Barangay Budget 

per Transaction 

(with Complete 

Documents)

Sherry Trilles none G 2 G Simple

5 Pre-review and 

evaluate supplemental 

budget/realignment of 

Budget

1-2 Hours per 

supplemental 

Budget/realignm

ent of Budget per 

transaction (with 

Complete 

documents

Ruby Bordeos      

Maribeth Villanueva 

Emelia Borcelis

none G 2 G Simple

1. AIP Resolution                      

2. Annual Investment 

Plan (AIP)                                                      

3. Budget Message                              

4. Budget of 

Expenditures & Sources 

of Financing                         

5. Programmed 

Appropriations by PPA 

Expense Class & Object 

of Expenditures 

expected Results                                               

6. Computation of 

personal Services 

Ceiling                        7. 

Plantilla                                                

8. Annual Supplies 

Procurement Program 

(APP)                                                                                                                                                                                                                     

9. Annual Equipment 

Program (AEP)                           

10. Certificate of Review 

& Endorsement of GAD 

Plan & Budget                                        

11. GAD Plan and 

Budget        12. 

BDRRMF Plan                     

13. BADAC                                  

14 Brgy.Nutrition Plan 

Action                                         

15. Statement of 

Indebtedness 

Expenditures                                                                                                                                                                                   

16. Reso 20% BDF                     

17. List of Chargeable 

against 20% Dev't Fund          

18. Statement of Income 

& Expenditures (Actual 

of Next Preceding Year)                        

19. Statement of Income 

& Expenditures (Actual 

& Estimate of Preceding 

Year)                            

20. Others not specified 

as the need aries.

2ND FLOOR 

ANNEX , CITY 

HALL 

BUILDING                                     

8:00AM                          

TO                         

12:00NN                              

1:00PM                          

TO                           

5:00PM
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6
Final review and 

evalute Barangay 

supplemental Budget/ 

realignment

30 minutes to 1 

hour per 

supplemental 

budget/realignme

nt of budget per 

transaction

Sherry Trilles none G 2 G Simple

7 Stamp Reviewed to 

Barangay Annual 

Budget for Approved

1 to 30 minutes 

per supplemental 

budget/realignme

nt of budget

Ruby Bordeos      

Maribeth Villanueva 

Emelia Borcelis

none G 2 G Simple

8

Transmit the 

Approved Annual 

Budget to 

Sangguniang 

Panlungsod

1 to 30 minutes 

per supplemental 

budget/realignme

nt of budget per 

transaction (with 

complete 

documents)

Ruby Bordeos      

Maribeth Villanueva 

Emelia Borcelis

none G 2 G Simple

SERVICE: TRANSPORTATION SERVICE

1. AIP Resolution                      

2. Annual Investment 

Plan (AIP)                                                      

3. Budget Message                              

4. Budget of 

Expenditures & Sources 

of Financing                         

5. Programmed 

Appropriations by PPA 

Expense Class & Object 

of Expenditures 

expected Results                                               

6. Computation of 

personal Services 

Ceiling                        7. 

Plantilla                                                

8. Annual Supplies 

Procurement Program 

(APP)                                                                                                                                                                                                                     

9. Annual Equipment 

Program (AEP)                           

10. Certificate of Review 

& Endorsement of GAD 

Plan & Budget                                        

11. GAD Plan and 

Budget        12. 

BDRRMF Plan                     

13. BADAC                                  

14 Brgy.Nutrition Plan 

Action                                         

15. Statement of 

Indebtedness 

Expenditures                                                                                                                                                                                   

16. Reso 20% BDF                     

17. List of Chargeable 

against 20% Dev't Fund          

18. Statement of Income 

& Expenditures (Actual 

of Next Preceding Year)                        

19. Statement of Income 

& Expenditures (Actual 

& Estimate of Preceding 

Year)                            

20. Others not specified 

as the need aries.

2ND FLOOR 

ANNEX , CITY 

HALL 

BUILDING                                     

8:00AM                          

TO                         

12:00NN                              

1:00PM                          

TO                           

5:00PM

    COMMUNICATION DEVELOPMENT UNIT

                                          14

TO PROVIDE EFFICIENT AND EFFECTIVE COMMUNICATION AND TRANSPORTATION SERVICES TO OUR CLIENTS PROMPTLY.

                                                                          CP nos. 09092245858/09456237906/LANDLINE 732-7527

HOW TO AVAIL OF THE SERVICE:
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RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 Accepts letter-request 

from the  client

5 to 10 mins 

upon receipt of 

the approved 

letter, or as 

schedule NOTE: 

1 If the vehicle 

being requested 

is available, if not 

he/she shall wait 

the aid vehicle 

being requested 

becomes 

available

Approved Letter-

Request of the City 

Mayor or City 

Administrator

1. Hugo Buen                                       

2. Jomar Bongao                              

3. Imelda Castillo                            

4. Huberto Dolz                                

5. Domingo Bron Jr.                       

Or any personnel on 

board on the receiving 

table       

NONE G  2 G SIMPLE Ground Flr., 

City Hall 

Building Annex, 

Tabaco City

SERVICE: TRANSPORTATION SERVICE(PICKING UP OR TRANSPORT OF CADAVER)

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

5 to 10 mins 

(take off time) 

upon receipt of 

the approved 

letter or as 

schedule

1.Approved Letter 

request of the City 

Mayor or City 

Administrator                           

2. Permit to Tranport 

Cadaver

1 CALL OR VISIT OUR 

OFFICE

none

G  2 C

Transportation 

service:                            

Call of visit our 

Office CP 

NO.090922458

58/ 

09456237906         

LANDLINE: 

7327527

STEP

HOW TO AVAIL OF THE SERVICE:

STEP
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NOTE:                        

1.If the vehicle being 

requested is available, if 

not he/she shall wait he 

said vehicle being 

requested becomes 

available
For Tabaco City 

residents only                                                        

1. a If the destination or 

origin is within the 

Province of Albay
2. b. If the destination or 

origin is outside the 

Province of Albay but 

within the Bicol Region, 

except the Provinces of 

Catandunaes and 

Masbate

1. Hugo Buen                                      

2. Jomar Bongao                              

3. Imelda Castillo                             

4. Huberto Dolz                               

5. Domingo Bron Jr.                       

Or any personnel on 

board on the receiving 

table       

50% of the actual 

fuel coat

3. c. If the destination is 

outside Bicol Region 100% of fuel coat 

and toll fees

1 CALL OR VISIT OUR 

OFFICE

none

G  2 C

Transportation 

service:                            

Call of visit our 

Office CP 

NO.090922458

58/ 

09456237906         

LANDLINE: 

7327527

A 

Transportation 

service 

(picking up or 

transport of 

candaver: Call 

of visit our 

Office CP 

NO.090922458

58/ 

09456237906         

LANDLINE: 

7327528
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For Non-Tabaco 

residents                    1. 

a. If the destination or 

origin is outside the 

Province of Albay but 

within the Bicol Region, 

except the Provinces of 

Catandunaes and 

Masbate

100% of fuel coat

1. b. If the destination is 

outside Bicol Region

100% of fuel 

coat, actual toll 

fee & TEV of 2 

driver
State the name name of 

the caller or office, give 

the name of office you 

are looking for and the 

number of the 

office/person you are 

looking for. Provide the 

type of assistance being 

requested and the office 

concern.

none

2. c. if the destination is 

outside the Bicol Region 

and a resident of 

Tabaco City

100% of fuel cost 

plus actual toll 

fees

1 CALL OR VISIT OUR 

OFFICE

G  2 C

Communicatio

n service:                            

Call of visit our 

Office CP 

NO.090922458

58/ 

09456237906         

LANDLINE: 

7327527
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2. c. if the destination is 

outside the Bicol Region 

and a non resident of 

Tabaco City

100% of fuel cost, 

toll fees fee and 

TEV of 2 driver

1. 5 to 10 

minutes upon 

completion of 

segragation of 

routes depending 

upon the 

communication 

for delivery.

1. Communication for 

delivery to other offices 

and agencies exclusive 

communication for 

delivery is from Office of 

the Mayor, CDU and 

CDRRMC/O only and a 

received copy

none G 2 G   

Messengerial 

services                          

Call of visit our 

Office CP 

NO.090922458

58/ 

09456237906         

LANDLINE: 

7327527

SERVICE: COMMUNICATION SERVICE

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 CALL OR VISIT OUR 

OFFICE

G  2 C

Communicatio

n service:                            

Call of visit our 

Office CP 

NO.090922458

58/ 

09456237906         

LANDLINE: 

7327527

HOW TO AVAIL OF THE SERVICE:

STEP
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1

CALL OR VISIT OUR 

OFFICE

5 -  10 secs.  

Upon receipt of 

the call

State the name of the 

caller or office, give thw 

name of the office you 

are looking for and the 

local number of the 

office or the person  

your are looking for.                                         

2. Provides the type of 

assistance being 

requested and the office 

concern.

1. Hugo Buen                                    

2. Jomar Bongao                               

3. Imelda Castillo                             

4. Huberto Dolz                                

5. Domingo Bron Jr.                           

6. Any    

messenger/responder on 

duty      

None G2G/G2C SIMPLE CP NO. 

09092245858/0

9456237906/LA

NDLINE: 

7327527

SERVICE: MESSENGERIAL SERVICES

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 CALL OR VISIT OUR 

OFFICE

5 -  10 mins.  

upon receipt of 

the call

Communication for 

delivery to other offices 

and agencies exclusive 

communication for 

delivery is from Office of 

the Mayor, CDU and 

CDRRMO only a 

received copy.

1. Hugo Buen                                    

2. Jomar Bongao                               

3. Imelda Castillo                             

4. Huberto Dolz                                

5. Domingo Bron Jr.                           

6. Any    

messenger/responder on 

duty      

None G2G/G2C SIMPLE CP NO. 

09092245858/0

9456237906/LA

NDLINE: 

7327527

HOW TO AVAIL OF THE SERVICE:

STEP

CITY DISASTER RISK REDUCTION AND MANAGEMENT OFFICE (CDRRMO)
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15

SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 3 to 5 minutes 

(take off) upon 

receipt of the 

call;                       

NOTE:                                     

If the emergency 

vehicle is 

available, if not, 

he/she shall wait 

until the vehicle 

becomes 

available

G 2 C SIMPLE

  1. a. If the destination 

or origin is within the 

Province of Albay

MISSION: TO SET DIRECTION AND PROVIDE ADMINISTRATION IN THE IMPLEMENTATION OF THE LOCAL DISASTER RISK REDUCTION AND 
CONSISTENT WITH THE NATIONAL COUNCIL'S PLAN STANDARD AND GUIDELINE TO ATTAIN ZEERO CASUALTY AT ALL TIMES.

EMERGENCY TRANSPORT SERVICES

STEP

CALL OR VISIT OUR 

OFFICE

1. if not confined 

Provide the following:                                   

a. name of the patient             

b. Address of hospital 

where the patient to be 

brought        2. If 

confined in any hospital:                                    

a. photo copy of referal 

slip b. name of patient                   

c. address of the patient        

d. name of hospital 

where the patient shall 

be brought.                                         

Note: For Tabaco City 

residents only.

HUGO G. 

BUEN/GELACIO M. 

MOLATO, 

JR./ROWENA B. 

BUENCONSEJO/RONA

LD ANDREW 

GONZALES

NONE

Emergency 

transport 

service:                            

Call of visit our 

Office CP 

NO.090922458

58/ 

09456237906         

LANDLINE: 

7327527

Available Ambulance 

Driver

Ground floor, City Hall Annex, Tabaco City
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1. b. If the destination or 

origin is outside the 

Province of Albay but 

within the Bicol Region, 

exept the Provinces of 

Catanduanes and 

Masbate

50% of the actual 

fuel coat

1. c. If the destination is 

outside Bicol Region

100% of fuel cost 

and toll fees

1. d. For mentally all 

patient to be brought to 

psychiatry Dept. BMC,

For Non- Tabaco 

residents   1. a.If the 

destination is within the 

province of Albay

1.b. If the destination or 

origin is outside the 

Province of Albay but 

within the Bicol Region, 

except the Provinces of 

Catandunaes and 

Masbate

100% of fuel cost   

CALL OR VISIT OUR 

OFFICE

Emergency 

transport 

service:                            

Call of visit our 

Office CP 

NO.090922458

58/ 

09456237906         

LANDLINE: 

7327527

Available Ambulance 

Driver

none
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1. c. If the destination is 

outside Bicol Region

100% of fuel cost, 

actual toll fees, 

and TEV of 2 

drivers

SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 CALL OR VISIT OUR 

OFFICE

2 to 4 minutes 

(take off) upon 

receipt of the 

call;

State the following:                  

1. Name of the 

requesting party                                           

2. Place of incidents                

3. Number of victims               

4. Vehicles involved

HUGO G. 

BUEN/GELACIO M. 

MOLATO, 

JR./ROWENA B. 

BUENCONSEJO/RONA

LD ANDREW 

GONZALES

none G 2 C Simple

Emergency 

Rescue 

services:                            

Call of visit our 

Office CP 

NO.090922458

58/ 

09456237906         

LANDLINE: 

7327527

SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

CALL OR VISIT OUR 

OFFICE

Emergency 

transport 

service:                            

Call of visit our 

Office CP 

NO.090922458

58/ 

09456237906         

LANDLINE: 

7327527

Available Ambulance 

Driver

EMERGENCY RESCUE SERVICES

STEP

EMERGENCY RESCUE SERVICES

STEP
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CALL OR VISIT OUR 

OFFICE

2 to 4 minutes 

(take off) upon 

receipt of the 

call;

State the following:                  

1. Name of the 

requesting party                                           

2. Place of incidents                

3. Number of victims               

4. Vehicles involved

HUGO G. 

BUEN/GELACIO M. 

MOLATO, 

JR./ROWENA B. 

BUENCONSEJO/RONA

LD ANDREW 

GONZALES

none G 2 C Simple Fire Fighting 

Support 

services:                            

Call of visit our 

Office CP 

NO.090922458

58/ 

09456237906         

LANDLINE: 

7327528

SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 CALL OR VISIT OUR 

OFFICE

2 to 4 minutes 

(take off) upon 

receipt of the 

call;

State the following:                  

1. Name of the 

requesting party                                           

2. Place of incidents                

3. Owner of the 

house/building, if 

available                                              

4. Vehicles involved

HUGO G. 

BUEN/GELACIO M. 

MOLATO, 

JR./ROWENA B. 

BUENCONSEJO/RONA

LD ANDREW 

GONZALES

none G 2 C Simple Fire Fighting 

Support 

services:                            

Call of visit our 

Office CP 

NO.090922458

58/ 

09456237906         

LANDLINE: 

7327528

FIRE FIGHTING SUPPORT SERVICES

STEP
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SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

For  Non-LGU uses:                             

1. Approved letter 

request;                                       

2. Photo copy of OR 

from TAWAD

1. Hugo Buen                                   

2. Gelacio Molato,Jr.                                     

3. Rowena Buenconsejo               

4. Ronald Andrew 

Gonzales

P3,700.00 per 

truck load to be 

paid at TAWAD

G 2 G

For LGU uses:                             

1. Approved letter 

request of official advice 

from head of office.

none G 2 G

SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 Submit Letter of 

Request address to 

Hon. Cielo Krisel 

Lagman-Luistro, for 

approval.

as scheduled 1. Submit approved 

letter request                                       

2. Basic First Aid tools 

and equipment if 

necessary          3. 

Provide venue as 

training area, with sound 

system

1. Hugo Buen                                   

2. Gelacio Molato,Jr.                                     

3. Rowena Buenconsejo               

4. Ronald Andrew 

Gonzales

none G 2 G Complex Call of visit our 

Office CP 

NO.090922458

58/ 

09456237906         

LANDLINE: 

7327529

PROVISION OF WATER SUPPLY

STEP

1 CALL OR VISIT OUR 

OFFICE

as scheduled Simple Provision of 

water supply                              

Call of visit our 

Office CP 

NO.090922458

58/ 

09456237906         

LANDLINE: 

7327529

PROVISION OF TRAINING SERVICES

STEP
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HOW TO AVAIL OF THE SERVICE:

SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 Submit Letter of 

Request address to 

Hon. Cielo Krisel 

Lagman-Luistro, for 

approval.

30 minutes to 1 

hour

 Letter request, stating 

your purpose for the 

data and other 

information required.

1. Hugo Buen                                   

2. Gelacio Molato,Jr.                                     

3. Rowena Buenconsejo               

4. Ronald Andrew 

Gonzales

none G 2 C Complex

Call of visit our 

Office CP 

NO.090922458

58/ 

09456237906         

LANDLINE: 

7327529

SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

PROVISION OF DRRM DATA

STEP

PROVISION OF TRANSPORTATION SERVICE FOR MASS EVACUATION OF POPULATION AT RISK

STEP
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1 CALL OR VISIT OUR 

OFFICE
5 to 10 minutes 

upon receipt of 

the call                              

NOTE:                                      

If the emergecy 

vehicle is 

available, if not 

he/she shall wait 

until the vehicle 

becomes 

available 

Provide the following:             

1.Name of Brgy.                         

2.Number of persons to 

be evacuated                                  

3.Name of evacuation 

center 

1. Hugo Buen                                    

2. Gelacio Molato                             

3. Rowena Buenconsejo               

4. Ronald Andrew 

Gonzales

none G 2 G / G 2 C Complex

Call of visit our 

Office CP 

NO.090922458

58/ 

09456237906         

LANDLINE: 

7327529

SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 CALL OR VISIT OUR 

OFFICE

Provide the 

following:                         

1. Name of 

Evacuation 

Center                               

2. Type of relief 

goods.                                  

3. Volume of 

relief goods.

5 to 10 minutes (take 

off) upon receipt of the 

call;            NOTE:                                                  

If the emergency vehicle 

is available, if not, 

he/she shall wait until 

the vehicle becomes 

available

1. Hugo Buen                                       

2. Gelacio Molato                            

3. Rowena Buenconsejo                  

4. Ronald Andrew 

Gonzales

none G 2 C Simple Emergency 

transport 

service:                            

Call of visit our 

Office CP 

NO.090922458

58/ 

09456237906         

LANDLINE: 

7327527
NOTE:

STEP

PROVISION OF TRANSPORTATION SERVICE FOR THE DELIVERY OF RELIEF GOODS (FOODS AND NON-
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vehicle will transport an emergency patient from where the patient for pick-up is confined.

2.No patient shall be provided with emergency transport service if/he/she us not accompanied by his/her  relative of medical worker;

3.All trips bounds outside Bicol Region should seek appoval from the Office of the City Mayor/City Administrator;

4.No RESERVATION for emergency transport service is allowed;

5.No client shall be allowed to choose which emergency transport vehicle be used to his/her patient;

6.Oxygen consumed by the patient in excess of 1 cylinder shall be charged P350.00 per cylinder, payment shall be made at the City Treasurer's Office;

that requires immediate further medical attention, request coming the barangay shall be given first priority;

FOR COMPLAINTS ND SUGGESTION:

Please call 090902245858/09456237906/052-73275-27/Mayor's Office 09989515380/0905624493/CDRRMO head 09292787718/09558739906

16

The Economic Enterprise Management Unit is responsible for the development of market as a whole body as an intitution.

* FacilitateS the social and physical needs of cients for clients for the accomodation they are acquire

* Prepares  the necessary documents for planning materials

* Implements  the rules made by the Sangguniang Panlungsod about the segregation of trush and waste.

* Monitors / Observes the implementation of cleanliness of Market vicinity

* Gives data for to the researchers and other clients needs.

HOW TO AVAIL OF THE SERVICE:

ECONOMIC ENTERPRISE MANAGEMENT UNIT (EEMU/MARKET)

1.In the event that there is only one (1) emergency transport vehicle that is functional picking up of patients from hospital to his/her residence shall not be entertianed 

unless other that said 

7.If several number of clients arrived in this office requesting for emergency transport service (confined in hospitals), prioritization of the service shall be given to the 

most in need(degree of illness/injuries) 

8.No emergency transport service shall be serve if the origen of the patient is OUTSIDE TABACO CITY and NOT A RESIDENT OF TABACO CITY unless otherwise 

the City Mayor/Administrator say so and he/she is a victim of vehicular accident

9.If there is a weather disturbance, no emergency transport service shall be served if there is risk on the part of the personnel and clients(e.g Tropical Cyclone winds 

warning no.3 is raised and above and if there is a flooding along the way and any other hydrometeorolical and geologocal hazard that may expose personnel to risk).

SERVICES:
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RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 Required the visitors 

and local clients to 

sign the logbook get 

necessary documents 

their papers 

evaluation

* Mayor's Office                       

* Public Security 

Office (PSO)                                           

* Licensing's 

Office                  

* Bids and Award 

Committee 

(BAC)

3 minutes

Almonte, Merly                  

Buendia, Senen                

Vicar, Sylvia                      

Casin, Romero                   

Barba, Pedro

Office Address:    

Gen. Luna 

St.Tabaco City

2 Regular store holder 

process the renewal 

of Mayor's permit

* Licensing from 

clear payment 

and data

2 minutes  City Health Unit               

Fire Station                        

Mayor's Office                 

Engireerning Office        

Public Safety Office         

BAC Office

Schedule of 

Office; Monday 

to Friday, 8:am 

to 5:pm

3 Ambulant vendors 

renew of yearly 

special permit

Mayor's permit 

other necessary 

documents

2 minutes * City Treasurer's Office 

(CTO)

17

SERVICE: ISSUANCE OF INDIGENCE CERTIFICATE

CLIENTS: Philhealth Beneficiaries

Household Below Poverty Treshhold

Student-Scholars seeking Educational Assistance

Barangay Residents

STEP

none G 2 C Simple

COMMUNITY BASED MONITORING SYSTEM'S OFFICE (CBMSO)
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HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 Client personally 

transacts with the 

CBMS Office

1 minutes

Office Address: 

5/F City Hall 

Annex Bldg. 

Llorente Street, 

Quinale, 

Tabaco City

2 Database Scanning 5 minutes

Contact: 

5088(inter-

office)

3
Issuance of 

Certification
4 minutes

Monday to 

Friday, 8:00 

A.M to 5:00 

P.M.                                  

NO NOON 

BREAK   Email 

Address: 

cbmstabaco@g

mail.com

SERVICE: ISSUANCE OF RESIDENCY  CERTIFICATE

CLIENTS: All Tabaqueños

STEP

Barangay Indigency 

Certificate                               

Elmer Brizuela                     

Jecil Bolilan                         

Meryjun Monreal               

Marjorie Boral                    

Ruiza Cestina                      

Elsie Boqueo                        

Angelina Bron                      

Maria Rossana R. 

Gaytano

none G 2 C Simple

A Certificate of residency is a verification document used for identifying the location of target beneficiaries of benefits.It further certifies that the holder belongs to the 

group
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HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 Visit the CBMS Office 1 min.
Certificate of Residency 

from Barangay

Office Address: 

5/F City Hall 

Annex Bldg. 

Llorente Street, 

Quinale, 

Tabaco City

2 Database Scanning 5 minutes

Contact: 

5088(inter-

office)

3
Issuance of 

Certification
4 minutes

Monday to 

Friday, 8:00 

A.M to 5:00 

P.M.                                  

NO NOON 

BREAK   Email 

Address: 

cbmstabaco@g

mail.com

ISSUANCE OF SENIOR CITIZEN CERTIFICATE

A Certificate of Senior Citizen longetivity is a requirement that certify that the holder is a senior citizen/claimant for birthday incentives.

CLIENTS: Senior Citizen of Tabaco City Only (65 above)

STEP

Elmer Brizuela                     

Jecil Bolilan                         

Meryjun Monreal               

Nerissa Brusola                                          

Elsie Boqueo                                              

Maria Rossana R. 

Gaytano

none G 2 C Simple
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HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 Visit the CBMS Office 1 minutes

Office Address: 

5/F City Hall 

Annex Bldg. 

Llorente Street, 

Quinale, 

Tabaco City

2 Database Scanning 5 minutes

Contact: 

5088(inter-

office)

3
Issuance of 

Certification
4 minutes

Monday to 

Friday, 8:00 

A.M to 5:00 

P.M.                                  

NO NOON 

BREAK   Email 

Address: 

cbmstabaco@g

mail.com

SERVICE: PROVIDES ASSISTANCE FOR RESEARCHERS/STAKEHOLDERS

This are clients who came to the CBMS Office for the purpose of obtaining data related to their field of study and or interest.

CLIENTS: Student/Teachers/Academe,Investor

STEP

BASCA Certification & 

Senior Citizen I.D.

Christine Jade Casitas       

Jecil Bolilan                         

Annabel Idanan                                              

Maria Rossana R. 

Gaytano

none G 2 C Simple
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HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 Visit the CBMS Office 1 minutes

Office Address: 

5/F City Hall 

Annex Bldg. 

Llorente Street, 

Quinale, 

Tabaco City

2 Database Scanning 10 minutes

Contact: 

5088(inter-

office)

3
Issuance of 

Certification

5 - 20 minutes 

depends on bulk 

data

Monday to 

Friday, 8:00 

A.M to 5:00 

P.M.                                  

NO NOON 

BREAK   Email 

Address: 

cbmstabaco@g

mail.com

SERVICES: PERSON VERIFIED, AND INFORMATION OF MISSING INDIVIDUAL WITH CONFIDENTIALITY

CLIENT/S: PNP,Private Individual/families, CSWDO

HOW TO AVAIL OF THE SERVICE:

STEP

Letter Request and  

Valid Identification (I.D.)

Elmer Brizuela                     

Jecil Bolilan                         

Meryjun Monreal 

Chistine Jade Casitas         

Maria Rossana R. 

Gaytano      

none G 2 C Simple
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RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1
Present I.D. and 

written request
1 minutes

Office Address: 

5/F City Hall 

Annex Bldg. 

Llorente Street, 

Quinale, 

Tabaco City

2 Database Scanning 5 minutes

Contact: 

5088(inter-

office)

3
Issuance of 

Certification
4 minutes

Monday to 

Friday, 8:00 

A.M to 5:00 

P.M.                                  

NO NOON 

BREAK   Email 

Address: 

cbmstabaco@g

mail.com

SERVICES:                      MAPPING

Provides the needed information for effective targeting of beneficiaries on one on one action for efficient delivery of services.

CLIENT/S:                                                Barangay CBMS Coordinators CDRRMO/CADAC

HOW TO AVAIL OF THE SERVICE:

STEP

Letter Request Valid 

Identification (I.D.)

Elmer Brizuela                     

Jecil Bolilan                         

Meryjun Monreal          

Maria Rossana R. 

Gaytano      

NONE G 2 C Simple
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RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1
Oral/writtenrequest 

Bgy.Spot Map
1 minutes

Office Address: 

5/F City Hall 

Annex Bldg. 

Llorente Street, 

Quinale, 

Tabaco City

2 Mapping

1-3 days (will 

depend on the 

accuracy of Brgy. 

Spot Map

Contact: 

5088(inter-

office)

3

Provide soft/hard 

Copy of digitized Spot 

Map

5-20 mins. 

(Printing of Spot 

Map) 1-3 mins. 

Copying of file to 

USB

Monday to 

Friday, 8:00 

A.M to 5:00 

P.M.                                  

NO NOON 

BREAK   Email 

Address: 

cbmstabaco@g

mail.com

18

MISSION:

STEP

Letter Request Valid 

Identification (I.D.)

Nikko Bolilan                       

Christian Teresas               

Jovet Buere                           

Christian Bognalos          

Maria Rossana R. 

Gaytano      

none G 2 C Simple

  OFFICE OF THE CITY ARCHITECT

Plan, design and construct cost effective and efficient projects which are in accordance with the laws and promote green architecture by providing designs that 

will utilize eco-friendly building materials and construction practices

Page 249



VISION:

SERVICE: APPLICATION OF CERTIFICATE OF OCCUPANCY

WHO MAY AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 ►GET 

APPLICATION 

FORMS ( Cert. of 

•Completion/Plumbing

/Mechanical) if 

applicable.

5 mins

•Client briefing & 

orientation
20 mins

•Get 2nd 

Endorsement Letter 

from BFP

FOR CONSTRUCTION, ALTERATION, REPAIR, CONVERT, USE, OCCUPY, MOVE, DEMOLOTION, ADDITION 

OF BUILDINGS OR ANY PORTION THEREOF.

HOW TO AVAIL OF THE SERVICE:

STEP

National Building Code 

requirements

Daniel Confesor NONE

G2C, G2B, G2G Simple

4th Flr., City 

Hall Building 

Annex, Tabaco 

City     

Mondays to 

Fridays        

8:00AM to 

5:00PM   NO 

NOON BREAK

Pro-actively involved in the development of the City of Tabaco and come up with creative Architectural design solutions that would address the needs of the 

City and its 47 Barangays renowned to have professional, resourceful and disciplined personnel that provides plan and design assistance in the development of 

various modern, sustainbleand responsible projects geared to alleviate the socio-economic status of the city as well as the safety and security against calamity.
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•Endorse one copy of 

as built plan submitted 

with endorsement 

letter/request to 

conduct final 

inspection pursuant to 

PD9514; 

2

►SUBMIT THE 

FILLED-UP 

APPLICATION

5-10 mins

 •Receives the 

submitted documents  

(if incomplete advise 

the client to complete 

the form) and checks

•Advise applicant to 

proceed to Evaluation 

Section

•Compute Assess 

Fees for Payment at 

the City Treasurer's 

Office

National Building Code 

requirements

Daniel Confesor NONE

G2C, G2B, G2G Simple

4th Flr., City 

Hall Building 

Annex, Tabaco 

City     

Mondays to 

Fridays        

8:00AM to 

5:00PM   NO 

NOON BREAK

1. Cert. of Completion 

(Electrical/ Plumbing/ 

Mechanical)                                        

2. Built Plan with 

endorsement Letter                        

3. Request to conduct 

final inspection                                         

4.  Construction 

Logbook, signed and 

sealed certifies 

completed according to 

the permit issued.

Occupancy 

Permit Fees (P.D. 

1095 (National 

Building Code of 

the Philippines)                      

Inspection Fees:   

P200.00                                                                                                                                           

Others 

(Certificate): 

P150.00
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3 ►SECURE 

SCHEDULE OF 

FIELD INSPECTION 

WITH THE BULDING 

INSPECTORATE 

TEAM

•(Be present on the 

actual date of Building 

Inspection)
•   Undertakes Final 

Inspection, verification 

or review  based on 

Certificate of 

completion, etc. 

pursuant to Sect. 303 

PD 1096

•   If the actual 

building is found with 

deviations from the 

approved plans. 

Permit is withheld 

pending submission of 

needed requirements 

and advise client to 

complete, correct or 

rectify.

Daniel Confesor

G2C, G2B, G2G Simple

2 -3 hrs.

None
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•   Should there be 

violations as per the 

permits & 

enforcement 

inspection findings, 

advises the client to 

comply with the 

evaluation and 

assessment 

requirements for:

     ○     Line & Grade Arch. Franco Bite

     ○     Architectural Arch. Randy Burce

     ○     Civil / Structural Engr. Dindo Bongalosa
     ○     Plumbing Rizalito Bien

     ○     Electrical Engr. Pederito Borlagdan

     ○     Mechanical Engr. Zernan Serrano
•   All in Order, 

Building Official issues 

ORDER OF 

PAYMENT

4 ►PAY TO THE 

TREASURER'S 

OFFICE

5 mins.

•   The City 

Treasurer's Office will 

process payment AND 

ISSUES Offical 

Receipt (O.R.)

Daniel Confesor

G2C, G2B, G2G Simple

2 -3 hrs.

None
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5 ►FINAL 

EVALUATION & 

REVIEW OF 

REQUIREMENTS

5 mins.

•   Application is 

recorded into the 

logbook, forwards for 

releasing after  

applicant shows proof 

or payment of fees.
     shows proof or 

payment of fees.

6 ►RELEASING OF 

CERTIFICATE OF 

OCCUPANCY

•   Signatories sign in 

the Certificate of 

Occupancy.
•   All in order, 

Certificate of 

Occupancy issued.

SERVICE: APPLICATION FOR BUILDING PERMIT

WHO MAY AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

FOR CONSTRUCTION, ALTERATION, REPAIR, CONVERT, USE, OCCUPY, MOVE, DEMOLOTION, ADDITION 

HOW TO AVAIL OF THE SERVICE:

STEP

G2C, G2B, G2G Simple

None

5 mins.
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1
►GET 

APPLICATION 

FORMS

5 mins •   BUILDING PERMIT 

APPLICATION FORM                          

•  ANCILLARY PERMIT 

FORMS                         

Architectural Permit                 

Civil Structural Permit 

Electrical Permit              

Plumbing Permit     

Mechanical Permit (if 

applicable)                            

Sanitary Permit (if 

applicable)Electronics 

Permit (if applicable) 

Notice of Construction 

Ground Preparation & 

Excavation Permit                                        

Fencing Permit                

Temporary Sidewalk 

Occupancy Permit 

Scaffolding Permit                    

Sign Permit                             

Repairs Permit               

Demolition Permit                   

Raising Permit

Daniel Confesor

G2C, G2B, G2G
Highly 

Technical

4th Flr., City 

Hall Building 

Annex, Tabaco 

City     

Mondays to 

Fridays        

8:00AM to 

5:00PM   NO 

NOON BREAK

(Application Forms 

are to be filled-up with 

their respective design 

professionals involved 

in the 

construction/developm

ent project).

•   CLIENT BRIEF 

ORIENTATION
20 mins

NATIONAL BLDG. 

CODE SALIENT 

PROVISIONS 

EXPLAINED
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2 ►SECURE 

CLEARANCES           

Checks Clearances 

obtained from various 

Government 

Authorities exercising 

regulatory building & 

other related structure 

in copliance to 

applicable laws, local 

ordiancnes & MC's 

issued by the national 

agencies.

2 mins.

Prior to Submission of 

Application for 

Building Permit, the 

Owner/Applicant or 

the Design 

Professional shall 

secure the Clearances 

from the following 

agencies:   CPDO 

(Locational & Zoning  

Clearance)                                                       

BFP   (Fire Safety 

Evaluation Clearance             

○  GET 

ENDORSEMENT 

LETTER to BFP

Daniel Confesor

G2C, G2B, G2G
Highly 

Technical

4th Flr., City 

Hall Building 

Annex, Tabaco 

City     

Mondays to 

Fridays        

8:00AM to 

5:00PM   NO 

NOON BREAK

•   Endorse one (1) copy 

of bldg. plan submitted.                      

•  DOLE - approved 

CSHP Program                                             

•  ECC/CNC for 

Industrial Building
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3 ►SUBMIT THE 

FILLED-UP 

APPLICATION 

FORMS WITH THE 

ATTACHED 

PRIMARY 

REQUIREMENT FOR 

EVALUATION & 

ASSESSMENT.
•   Receives the 

submitted documents 

and checks for 

completeness 

including clearances.

•   If found with 

deficiencies, 

documents returned & 

issued Notice of 

Deficiencies in 

Reqirements for 

Compliance.

Daniel Confesor

G2C, G2B, G2G
Highly 

Technical

4th Flr., City 

Hall Building 

Annex, Tabaco 

City     

Mondays to 

Fridays        

8:00AM to 

5:00PM   NO 

NOON BREAK

•   Endorse one (1) copy 

of bldg. plan submitted.                      

•  DOLE - approved 

CSHP Program                                             

•  ECC/CNC for 

Industrial Building

5-10 mins

Depend on the 

assessment of 

the submitted 

plan of the client 

and in  

accordance with 

P. D. 1096 

(National 

Building Code 

of the 

Philippines)

•   If complete 
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•   Assess/Computes 

for the Building Permit 

Fees client/applicant 

may request for 

computation/assessm

ent of building permit 

fees/Temporary 

Assessment.
•   All in Order, 

Building Official issues 

ORDER OF 

PAYMENT

•   Client/applicant 

may proceed to City 

Treasurer's Office

•   Bldg. Plans is 

received & evaluated 

by section:

     ○     Line & Grade

     ○     Architectural

     ○     Civil / Structural

     ○     Plumbing 1 day Arch. Randy Burce

     ○     Electrical 1 day Arch. Franco Bite

     ○     Mechanical 1 day Engr. Dindo Bongalosa

     ○     Electronics 1 day Rizalito Bien

Daniel Confesor

G2C, G2B, G2G
Highly 

Technical

4th Flr., City 

Hall Building 

Annex, Tabaco 

City     

Mondays to 

Fridays        

8:00AM to 

5:00PM   NO 

NOON BREAK

•   Endorse one (1) copy 

of bldg. plan submitted.                      

•  DOLE - approved 

CSHP Program                                             

•  ECC/CNC for 

Industrial Building

5-10 mins
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•   If found incomplete 

or deficient, advise 

client/applicant to 

correct/rectify.

1 day

•   Resubmitted 

corrected documents 

found complied 

substantially, proceed 

to Evaluation Section 

for fina;l evaluation & 

consolidation of all 

evaluations & 

recommendation to 

the Building Official.

1 day

4

►PAY TO THE CITY 

TREASURER'S 

OFFICE

5 mins

•   The City Treasurer's 

Office will process 

payment  and issue 

Official Receipt.

City Treasurer Personnel

5

►FINAL 

EVALUATION & 

APPROVED OF 

BUILDING PLANS  

AND PERMIT

5 mins

•   Application is 

recorded into the 

logbook, forwards for 

releasing after shows 

proof of payment of 

fees.
•   All documents are 

signed by the approving 

officer

G2C, G2B, G2G
Highly 

Technical

4th Flr., City 

Hall Building 

Annex, Tabaco 

City     

Mondays to 

Fridays        

8:00AM to 

5:00PM   NO 

NOON BREAK

•   Endorse one (1) copy 

of bldg. plan submitted.                      

•  DOLE - approved 

CSHP Program                                             

•  ECC/CNC for 

Industrial Building

Engr. Pederito 

Borlagdan                                                        

Engr. Zernan Serrano

5 ►RELEASING OF 

BUILDING PERMIT

5 mins

Page 259



•   Building Permit is 

issued. 
•   Emphasis on the 

Terms & Conditions of 

the permit.

BASIC OFFICE SERVICES 

SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1
 Receive the 

communication letter
5 mins.

2 Logbook registration 3 mins.

3  Acknowledge receipt 3 mins.

             URBAN AND RURAL POOR AFFAIR'S OFFICE
19

A - RECEIVING OF COMMUNICATION

WHO CAN AVAIL OF THE SERVICE:

STEP

Communication/Letter Olivia B. Del Castillo/ 

Sharon Bufa/John Martin 

K. Bonagua, RSW

NONE G2G Simple Fourth Flr. , 

City Hall 

Building Annex,                 

Tabaco City                  

Mondays                        

to                               

Fridays               

8:00am                           

to                              

5:00PM                          

NO NOON 

TIME BREAK

G2C, G2B, G2G
Highly 

Technical

4th Flr., City 

Hall Building 

Annex, Tabaco 

City     

Mondays to 

Fridays        

8:00AM to 

5:00PM   NO 

NOON BREAK

5 ►RELEASING OF 

BUILDING PERMIT

5 mins
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SERVICE: B- RELEASING OF DOCUMENTS/DATA ON HOUSING

Requesting Agency (National or Local)

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 1.     Visitor’s logbook 1-3 mins.

2

Receive formal 

Request Letter of 

the requesting 

party;

3 mins.

3
  Prepare 

Data/Documents;
1-3 days

4
 To be reviewed by 

the Office Head;
1 day

5

Once approved, 

data/documents will 

be printed out or 

emailed to the client.

10 mins.

C. ISSUES CERTIFICATION FOR WATER AND ELECTRICAL CONNECTION

Member Beneficiaries (MBs)

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1  Client’s logbook 10 mins.

SERVICE

WHO MAY AVAIL OF THE SERVICE:

HOW TO AVAIL OF THE SERVICE:

STEP

Any Valid ID/Client's 

Contact Information

Patrick Ian Gaza/Karlo 

Kallos

NONE G2C Simple Fourth Flr. , 

City Hall 

Building Annex,                 

Tabaco City                  

Mondays                        

to                               

Fridays               

8:00am                           

to                              

5:00PM                          

NO NOON 

TIME BREAK

WHO CAN AVAIL OF THE SERVICE:

STEP

Formal Letter- Request Sharon Bufa/Oliva Del 

Castillo/John Martin K . 

Bonagua

NONE G2G COMPLEX
Fourth Flr. , 

City Hall 

Building Annex,                 

Tabaco City                  

Mondays                        

to                               

Fridays               

8:00am                           

to                              

5:00PM                          

NO NOON 

TIME BREAK
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2

 Verification of the 

requesting party if 

they were registered 

on the database

5-10 mins.

3
 Preparation of 

certification
5 mins.

4
Approval of the Office 

Head

5 mins. (with the 

presence of the 

signatory)

5

Issuance of 

Certification to the 

Client with 

acknowledgment 

receipt.

5 mins. Any Valid ID

D. HOUSE CONCERNS AND INQUIRIES

Tabaco City Residents/Informal Settler Families/Member Beneficiaries

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 Visitor’s logbook 5 minutes

2
Accept walk-in or 

reach out of concerns
3 mins.

Any Valid ID/Client's 

Contact Information

Patrick Ian Gaza/Karlo 

Kallos

NONE G2C Simple Fourth Flr. , 

City Hall 

Building Annex,                 

Tabaco City                  

Mondays                        

to                               

Fridays               

8:00am                           

to                              

5:00PM                          

NO NOON 

TIME BREAK

SERVICE

WHO MAY AVAIL OF THE SERVICE:

HOW TO AVAIL OF THE SERVICE:

STEP

Personal Appearance / 

Letter Request

Renato Arjona/Arch. 

Randy Burce/URPAO 

Staff

none G 2 C Complex Fourth Flr. , 

City Hall 

Building Annex,                 

Tabaco City                  

Mondays                        

to                               

Fridays               

8:00am                           

to                              

5:00PM                          

NO NOON 

TIME BREAK
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3
Attend the client’s 

concern and inquiries
1 day

4 Site visitation 1 day

5 Review the concern/s 1-2 weeks

6 Agreement 1 day

Informal Settler Families/Applicants on Top Priority

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 Logbook Registration          5-10 mins.

2 Conducts Interview 30 mins.

3
Issues Application 

Form (Optional)
30 mins.

SERVICE RELOCATION AND SETTLEMENT PROGRAM

A - Acceptance of Application

WHO MAY AVAIL OF THE SERVICE:

HOW TO AVAIL OF THE SERVICE:

STEP

Personal Appearance. 

Endorsement letter, 

Court Order, if any.

Arch. Randy Burce/

Renato Arjona/

Sharon Bufa/

Joel Rayoso/

John Martin K. Bonagua

None G2C Highly 

Technical

Fourth Flr. , 

City Hall 

Building Annex,                 

Tabaco City                  

Mondays                        

to                               

Fridays               

8:00am                           

to                              

5:00PM                          

NO NOON 

4

Transmit Records to 

CSWD for 

validation/assessment

Quarterly

Personal Appearance / 

Letter Request

Renato Arjona/Arch. 

Randy Burce/URPAO 

Staff

none G 2 C Complex Fourth Flr. , 

City Hall 

Building Annex,                 

Tabaco City                  

Mondays                        

to                               

Fridays               

8:00am                           

to                              

5:00PM                          

NO NOON 

TIME BREAK
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B. Household Validation and Assessment

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Receives 

endorsement from the 

CSWD

10-15 mins. Leter of Endorsement

John Martin K.  

Bonagua/Julius Ariel 

Brojas/Karlo Kallos

2
Courtesy Call to the 

Barangay Council
1 day

3
Conducts assessment 

and validation
2 days - 1 week

C. RECEIPTS OF REQUIREMENTS

WHO MAY AVAIL OF THE SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1
 Logbook registration 5 mins.

1.  Photocopy of latest 

Community Tax 
NONE G2C COMPLEX

SERVICE:

STEP

John Martin K. 

Bonagua/Sharon 

Bufa/Joel Rayoso/Oliva 

B. Del Castillo

Fourth Flr. , 

City Hall 

Building Annex,                 

Tabaco City                  

Mondays                        

to                               

Fridays               

8:00am                           

to                              

5:00PM                          

NO NOON 

TIME BREAK

STEP

None G 2 C Highly 

Technical

Fourth Flr. , 

City Hall 

Building Annex,                 

Tabaco City                  

Mondays                        

to                               

Fridays               

8:00am                           

to                              

5:00PM                          

All URPAO STAFF

Page 264



2

 Issuance of Checklist 

of Requirements if 

only the application is 

approved

5 mins.

2.   Marriage Certificate 

(for married);                                           

3.  Affidavit of 

Cohabitation (for 

common law 

partnership);                4.  

Birth Certificate (for 

single or solo parent of 

legal age.)

3
  Receive the 

requirements 

prepared by the client

30 mins.
5. Barangay Certificate 

of Residency/Indigency,

4

Validates Submitted 

documents and 

attachments

2 days - 1 week

6.   BIR Certification 

showing monthly/annual 

income or Certification 

of Tax Exemption, City 

Assessor’s Certification 

showing the applicants’ 

real property ownership 

in Tabaco City,

SERVICE: D. Inspection of House/Resettlement Site

John Martin K. 

Bonagua/Sharon 

Bufa/Joel Rayoso/Oliva 

B. Del Castillo

Fourth Flr. , 

City Hall 

Building Annex,                 

Tabaco City                  

Mondays                        

to                               

Fridays               

8:00am                           

to                              

5:00PM                          

NO NOON 

TIME BREAK

5  Notify the Applicants 

on results

1 day 7.  Four (4) pcs. Latest 

2x2 pictures,                                                   

8.  Valid ID                                               

9.  CBMS Certification                               
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WHO MAY AVAIL OF THE SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 Personal Appearance 

to the URPAO

1 - 2 hrs.

None G2C Complex

2 Conduct Site Inspection

3 Submit Report for 

appropriate action

SERVICE: E. Settlement of Awardee to Relocation Site

WHO MAY AVAIL OF THE SERVICE:
HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 Notify the newly 

beneficiaries thru text 

or formal letter.

1 day

Member Beneficiaries, Informal Settler Families, Requesting Agency

STEP

Formal Letter Request Arch. Randy Burce/ 

Renato Arjona/Joel 

Rayoso/Julius Ariel 

Brojas/Patrick Ian 

Gaza/Emma Serit/Karlo 

Kallos/Rey Miraflores

Fourth Flr. , 

City Hall 

Building Annex,                 

Tabaco City                  

Mondays                        

to                               

Fridays               

8:00am                           

to                              

5:00PM                          

NO NOON 

TIME BREAK

1 - 2 days

Approved Applicants

STEP

None

Arch. Randy Burce

Renato Arjona

& URPAO 
None G2C Complex

Fourth Flr. , 

City Hall 

Building Annex,                 

Tabaco City                  

Mondays                        

to                               

Fridays               

8:00am                           

to                              

5:00PM                          

NO NOON 

TIME BREAK
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2
Preparation of program 1 week

                        20

RECEIVING OF COMMUNICATIONS/LETTERS/DOCUMENTS FOR LEGISLATIVE ACTIONS:

WHO MAY AVAIL OF THE SERVICE: The General Public

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1
Submission of the 

communication / letter 

/ document as well as 

the attachments to the 

Office of the SP 

Secretariat.

Communications / letters 

/ documents

2

It shall be stamped 

received with date and 

time indicated.

          OFFICE OF THE SANGGUNIANG PANLUNGSOD

SERVICE:

STEP

2-4 minutes

Ms.Lanie P.Cardiño       

Ms.Dannica E. Bragais

NONE

G2C,G2G,G2B

Simple

3rd Flr. City 

Hall Building 

Annex, Tabaco 

City            

Mondays to 

Fridays                 

8:00A M to 

12:00NN              

1:00PM to 

5:00PM

It should contain a cover 

letter which states the 

communication and what 

corresponding action is 

required / requested.

None

Arch. Randy Burce

Renato Arjona

& URPAO 
None G2C Complex

Fourth Flr. , 

City Hall 

Building Annex,                 

Tabaco City                  

Mondays                        

to                               

Fridays               

8:00am                           

to                              

5:00PM                          

NO NOON 

TIME BREAK

3

Turn-over ceremony 

for the new 

beneficiary/ies

1 day

Page 267



3

A file copy should be 

given back to the 

person submitting the 

communication / letter 

/ document.

2-3 minutes

4

Presentation of the 

said communication / 

letter / document to 

the members of the 

Sangguniang 

Panlunsod during the 

Regular Session. 

(Regular Session is 

every Tuesday of the 

week except the 1st 

week of the month 

which is being held 

Monday).

2-3 minutes

Supporting documents 

should be attached (if 

there's any)

Ms.Glenda B. Panti G2C,G2G,G2B

5

Referral of the City 

Vice-Mayor / 

Presiding Officer of 

the said 

communication / letter 

/ documents to the 

concerned committee 

if it needs to be acted 

upon. Otherwise it will 

just be noted.

2-3 hours 

(depending on 

the issues and 

concerns being 

deliberated upon

Supporting documents 

should be attached (if 

there's any)

Hon.Nestor T. San Pablo G2G

Ms.Lanie P.Cardiño       

Ms.Dannica E. Bragais

NONE

G2C,G2G,G2B

Simple

3rd Flr. City 

Hall Building 

Annex, Tabaco 

City            

Mondays to 

Fridays                 

8:00A M to 

12:00NN              

1:00PM to 

5:00PM

It should contain a cover 

letter which states the 

communication and what 

corresponding action is 

required / requested.
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6

The chairman of the 

committee may call for 

a committee hearing 

to discuss the 

corresponding issues 

and concerns relative 

to the communication 

/ letter / document as 

referred.

3-5 minutes
Concerned committee 

chairman and members
G2C,G2G,G2B Complex

7

Committee report 

shall be rendered by 

the concerned 

committee with a 

recommendation that 

a legislative measure 

be adopted / enacted 

if it requires legislative 

action. Otherwise, it 

will just be noted.

3-5 days for a 

resolution 10-15 

days in case of 

an ordinance

Committee Chairman 

concerned
Simple

8

Adoption / enactment 

of a resolution / 

ordinance for the 

purpose duly signed 

by the proponent / s 

the City Vice Mayor 

duly attested by the 

SP Secretary

1-2 days

Hon. Nestor T San 

Pablo, SP members and 

Ms. Glenda B.Panti

Complex

NONE 3rd Flr. City 

Hall Building 

Annex, Tabaco 

City            

Mondays to 

Fridays                 

8:00A M to 

12:00NN              

1:00PM to 

5:00PM

G2C,G2G,G2B
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9

Transmitttal of the 

final copy of the 

Resulotion to the 

concerned person/s 

offices agencies with 

stamp released 

indicating the time and 

date of release

2-4 sessions

Ms. Glenda B. Panti Ms. 

Candy B. Sabando Mr. 

Juan B. Camu, Mr. Reil 

P. Marinda

Simple

10

In case ordinance, it 

has to undergo the 3- 

reading rule and once 

approved on the third 

and final reading the 

final copy shall be 

printed out and signed 

by the proponent/ the 

City Vice-Mayor and 

the SP Secretary

Within 5-10 

minutes

Hon. Nestor T. San 

Pablo, Sangguniang 

Panlungsod Members, 

SP Secretary and Mr. 

Jefferson De Dios

Complex

11

Transmittal to the 

Office of the City 

Mayor of the said 

Ordinance for her 

approval and 

signature

Within (10) days 

from receipt

Mrs. Glenda B. Panti 

Rhea B. Belga, Reil P. 

Marinda Mr. Dixther 

Baloloy

Simple

NONE 3rd Flr. City 

Hall Building 

Annex, Tabaco 

City            

Mondays to 

Fridays                 

8:00A M to 

12:00NN              

1:00PM to 

5:00PM

G2C,G2G,G2B

G 2 G
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12

If the City Mayor 

approves the same, 

she shall affix her 

signature on each and 

every page thereof; 

otherwise she shall 

veto it and return the 

same with her 

objections to the 

sanggunian, which 

may reconsider the 

same

Hon. Cielo Krisel B. 

Lagman-Luistro
Simple

13

The Veto shall be 

communicated by the 

City Mayor to the SP 

within  10 days; 

otherwise the 

ordinance shall be 

deemed approved as 

if she had signed it

Complex

NONE 3rd Flr. City 

Hall Building 

Annex, Tabaco 

City            

Mondays to 

Fridays                 

8:00A M to 

12:00NN              

1:00PM to 

5:00PM

G 2 G
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14

The Sangguniang 

Panlunsod may 

override th veto of the 

City Mayor by two-

thirds (2/3) vote of all 

its members thereby 

making the ordinance 

effective for all legal 

intents and purposes

Within three (3) days 

upon approval by the 

City Mayor or vetoed by 

the SP

City Vice Mayor the SP 

members and the SP 

Secretary

15

The said appoved or 

voted (as the case 

maybe) Ordinance 

shall be forwarded by 

the SP Secretary to 

the Sangguniang 

Panlalawigan of Albay 

for review

Within thirty (30) 

days upon 

receipt

Mrs. Glenda B. Panti 

Rhea B. Belga, Mr. Juan 

B. Camu

Simple

NONE 3rd Flr. City 

Hall Building 

Annex, Tabaco 

City            

Mondays to 

Fridays                 

8:00A M to 

12:00NN              

1:00PM to 

5:00PM

G 2 G

G 2 G
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16

The Sangguniang 

Panlalawigan shall 

examine the 

documents or transmit 

them to the Provincial 

attorney/provincial 

prosecutor for prompt 

examination and shall 

enter its action in the 

minutes and shall 

advise the City 

authorities of the 

action it has taken

Within three (3) 

days after the 30 

day period has 

prescribed

Sangguniang 

Panlalawigan members 

and the Provincial 

Secretary

Complex

NONE 3rd Flr. City 

Hall Building 

Annex, Tabaco 

City            

Mondays to 

Fridays                 

8:00A M to 

12:00NN              

1:00PM to 

5:00PM

G 2 G
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17

If no action has been 

taken by the 

Sangguniang 

Panlalawigan within 

30 days after 

submisson of such an 

ordinance or 

resolution, the 

Secretary to the 

Sangguniang 

Panlalawigan of Albay 

will issue a 

certification that since 

no action has been 

taken said Ordinance 

is deemed consistent 

with law and therefore 

valid

Within 3 days after 

receipt of the 

certification of the 

provincial Secretary

Ms. Grace T. Magdamit 

Secretary to the 

Sangguniang 

Pnlalawigan of Albay 

Complex

18

Certification of the 

Secretary to the 

Sangguniang 

Panlungsod of such 

Ordinance as having 

"Lapsed into Law" 

pursuant to section 56 

of the Local 

Government Code

Within 5-30 days Ms. Glenda B. Panti   

NONE 3rd Flr. City 

Hall Building 

Annex, Tabaco 

City            

Mondays to 

Fridays                 

8:00A M to 

12:00NN              

1:00PM to 

5:00PM

G 2 G

Complex
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19

Posting requirements 

and publication shall 

be complied with 

before its 

implementation. 

(Unless otherwise 

stated in the 

Ordinance, the same 

shall take effect after 

ten (10) days from the 

date of posting and 

publication, whichever 

is later.)

2-3 days

Ms. Glenda B. Panti, Ms 

Rhea B. Belga Mr. Juan 

B. Camu, Mr. Reil P. 

Marinda, Mr. Dixter 

Baloloy

G2C,G2G,G2B

20

Transmittal of the 

copy of said 

Ordinance to the 

concerned persons, 

offices / agencies for 

implementation

2-3 minutes

Ms. Rhea B. Belga Mr. 

Juan B. Camu, Mr. Reil 

P. Marinda

G2C,G2G,G2B Simple

WHO MAY AVAIL OF THE SERVICE: Barangay Officials

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

NONE 3rd Flr. City 

Hall Building 

Annex, Tabaco 

City            

Mondays to 

Fridays                 

8:00A M to 

12:00NN              

1:00PM to 

5:00PM

Complex

SERVICE: REVIEW OF BARANGAY ORDINANCES BY THE SANGGUNIANG PANLUNGSOD

STEP
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1

Submission of the 

concerned 

Sangguniang 

Barangay copies of 

the Barangay 

Ordinance within ten 

(10) days after its 

enactment for review. 

This shall be stamped 

received by the Office 

of the SP Secretariat.

2-3 minutes

Three (3) copies of the 

Barangay Ordinance 

submitted for review with 

transmittal

Ms. Lanie P. Cardiño, 

Ms. Dannica E. Bragais

2

Presentation of the 

said Barangay 

Ordinance by the SP 

secretary to the 

Sangguniang 

Panlungsod members 

on Regular Session

2-3 minutes Ms. Glenda B. Panti

3

Referral of the said 

Barangay Ordinance 

by the Presiding 

Officer / Ciy Vice-

Mayor to the 

concerned Committee 

for review

3-4 hours 

(depending on 

the issues and 

concerns being 

discussed 

concerned 

guests

Hon. Nestor T. San 

Pablo  

NONE G 2 G

Simple

3rd Flr. City 

Hall Building 

Annex, Tabaco 

City            

Mondays to 

Fridays                 

8:00A M to 

12:00NN              

1:00PM to 

5:00PM

Page 276



4

The concerned 

Committee will 

conduct a committee 

hearing for 

consultation and 

deliberation

5-10 minutes

Committee Chairman 

and Members of the 

concerned Committee

Complex

5

Committee report will 

be rendered by the 

Chairman on the 

following Regular 

Session and 

recommendations f 

the aid Barangay 

Ordinance

Within 3-5 days 

upon approval

Committee Chairman 

concerned
Simple

6

Finalization, printing 

and signing of the 

adopted Resolution 

containing the findings 

and 

recommendations.

1-2 days

Mr. Jefferson De Dios, 

proponent/s of the 

resulotion, Hon. Nestor 

T. San Pablo, Ms, 

Glenda B. Panti

Complex

7

Transmittal of said 

Resolution to the 

concerned Barangay 

for information and 

compliance

Within 5-10 days 

upon receipt.
Concerned Barangay Simple

NONE G 2 G

3rd Flr. City 

Hall Building 

Annex, Tabaco 

City            

Mondays to 

Fridays                 

8:00A M to 

12:00NN              

1:00PM to 

5:00PM
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8

Compliance of the 

concerned barangay 

with the corrections 

and recommendations 

stated in the 

transmitted resolution

5-10 minutes

Concerned Barangay 

Council, Punong 

Barangay, Barangay 

Secretary

9

Submission of the 

final copy of the said 

Barangay Ordinance 

with corresponding 

corrections made to 

the Office of the SP 

Secretariat.

2-3 minutes Ms. Glenda B. Panti

WHO MAY AVAIL OF THE SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Request be made at 

the SP Secretariat 

Office by filling out a 

Request form                  

5-10 minutes
Ms. Lanie P. Cardiño, 

Ms. Dannica E. Bragais

NONE G 2 G

3rd Flr. City 

Hall Building 

Annex, Tabaco 

City            

Mondays to 

Fridays                 

8:00A M to 

12:00NN              

1:00PM to 

5:00PM

Complex

SERVICE:
ISSUANCE OF CERTIFICATION OF NO PENDING ADMINISTRATIVE CASE FOR RENEWAL OF FIDELITY 

BOND

Punong Barangay and Barangay Treasurer

STEP

Receipt of payment for 

Certification under 

Secretary's Fee

P80.00 G 2 G

3rd fl. City Hall 

Building Annex, 

Tabaco City           

8:00a. To 

12:00nn                  

1:00pm to 5:00 

pm.
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2

Payment of the 

Certification fee at the 

City Treasurer's Office 

and present the 

receipt to the SP 

Secretariat Office 

Office as proof of 

Payment

1-2 days City Treasurer's Office Simple

3

Submission of the 

said Certificate to the 

Vice-Mayor's Office 

for his signature and 

SP Seal

2-3 minutes
Hon. Nestor T. San 

Pablo

4

Release of the said 

Certificate to the 

requesting party

4-5 minutes
Ms. Lanie P. Cardiño, 

Ms. Dannica E. Bragais

Receipt of payment for 

Certification under 

Secretary's Fee

P80.00 G 2 G

3rd fl. City Hall 

Building Annex, 

Tabaco City           

8:00a. To 

12:00nn                  

1:00pm to 5:00 

pm.

SERVICE:

RECEIVES ADMINISTRATIVE FORMAL/VERIFIED COMPLAINT AGAINST ERRING ELECTED BARANGAY 

OFFICIALS(PUNONG BARANGAY AND SANGGUNIANG BARANGAY MEMBERS AND SANGGUNIANG 

KABATAAN OFFICIALS
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WHO MAY AVAIL OF THE SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Payment of docket fee 

to the City Treasurer's 

Office

Receipt of payment of 

Docket Fee
City Treasurer's Office

2

The Official receipt of 

payment of the Docket 

Fee should be 

presented to the SP 

Secretary / any 

representative for 

recording and as proof 

of payments .

The Original copies (3) 

sets of the compaint 

duly notarized by a 

public attorney and 

attachment

Mrs. Glenda B. Panti 

Rhea B. Belga, 

STEP

4-5 minutes

One Thousand 

Pesos (P1000.00)

G2C,G2G,G2B

Simple

Ground Floor, 

Old City Hall 

Building, 

Tabaco City                  

8:00am to 

12:00nn        

1:00pm to 

5:00pm

Punong Barangay and Barangay Treasurer
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3

Submission of the 

verified complaint can 

be done personally or 

by registered mail to 

the SP secretary with 

the following 

attachments           (a) 

Certificate against 

forum shopping                         

(b) Documents 

containing evidences / 

affidavits of witnesses 

(if there's any)

Complex

3rd Flr., City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

12:00nn                

1:00pm to 

5:00pm

4

The Compliant shall 

be stamped received 

on the time and date it 

is filed. In case of 

registered mail, it is 

considered filed o the 

date of mailing

Within 41 day Simple

4-5 minutes

One Thousand 

Pesos (P1000.00)

G2C,G2G,G2B

Ms. Glenda B. Panti
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5

The Secretary shall 

transmit the same to 

the Vice Mayor and 

copy of such 

complaint shall be 

furnished the Office of 

the Mayor and the 

Department of Interior 

and Local 

Government City 

Office

Within 7 days

A copy of the compliant 

with the supporting 

documents must be 

appended in the 

summons upon service

Simple

6

Within 7 days after the 

complaint is filed , the 

Vice Mayor shall issue 

summons requiring 

the respondent to file 

a verified Answer 

within a period of 15 

days from receipt 

thereof.

Within 15 days Complex

7

A verified Answer 

must be filed by the 

respondent within 15 

days from receipt of 

summons before the 

Secretary to the 

Sangguniang 

Panlungsod

Within 41 day 

upon receipt of 

the verified 

Answer

Complex

G2C,G2G,G2B

Ms. Glenda B. Panti
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8

The SP Secretary 

shall transmit the 

same to the Vice-

Mayor and the 

Complainant . The 

Office of the City 

Mayor and the DILG 

shall also be furnished 

a copy of such 

Answer.

Within 41 day Simple

9

The Disciplining 

Authority shall forward 

the complaint and 

answer together with 

the supporting 

evidence to the 

investigating Authority 

(Committee on 

Administrative 

Investigation)

Within 10 days
City Vice Mayor and the 

Investigation Committee
Simple

G2C,G2G,G2B

Ms. Glenda B. Panti
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10

The Investigating 

authority shall 

determine whether or 

not there is a prima 

facie case, to warrant 

the institution of 

formal administrative 

proceedings.

Within 10 days 

from such 

determination

Complex

11

After determination 

that there is a prima 

facie case, a 

preliminary 

conference shall be 

conducted. Otherwise, 

it will b recommended 

for dismissal

Complex

12

The Investigation 

committee shall 

schedule the formal 

investigation as well 

as the hearing

G2C,G2G,G2B

Chairman and Members 

of the Committee on 

Administrative 

Investigation

Within 10 days 

after issuance of 

the order, At 

least 5 days 

before the 

scheduled date 

of hearing

Complex
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13

The parties shall be 

notified of the 

scheduled date of 

hearing though a 

Notice of hearing 

which shall specify the 

time, date and place 

of hearing

SP Secretary

14 Conduct of Hearing

Within 15days 

from the 

concluion of the 

formal 

investigation

15

The findings and the 

evidences as well as 

the draft decision, 

resolution and order 

shall be transmitted by 

the investigating 

authority to the 

disciplining authority

Within 30 days 

fter receipt of the 

Investigation 

report and 

records of the 

Proceedings

G2C,G2G,G2B

Within 10 days 

after issuance of 

the order, At 

least 5 days 

before the 

scheduled date 

of hearing

Complex

Chairman and members 

of the Committee on 

administrative 

investigation

Complex
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16

Rendition of decision 

in writing, copies of 

which shall be 

furnished the 

respondent and all 

interested parties.

Within 30 days 

upon receipt of a 

copy of the 

decision

17

Administrative appeal 

may be filed at the SP 

Secretariat Office. 

However, the appeal 

shall not prevent a 

dicision from 

becoming final and 

executor.

5-10 minutes

WHO MAY AVAIL OF THE SERVICE: The General Public

G2C,G2G,G2B

Chairman and members 

of the Committee on 

administrative 

investigation

Complex

SERVICES:

ISSUANCE OF THE FOLLOWING DOCUMENTS: SANGGUNIANG PANLUNGSOD ORDINANCES AND 

RESOLUTIONS/ CERTIFICATE OF AUTHENTICITY/ CERTIFICATE OF APPROVED APPROPRIATION 

ORDINANCES/CITY ORDINANCES RESOLUTIONS/ CERTIFICATE OF NON-ISSUANCE OF SPECIAL PERMITS 

FOR THE CONDUCT OF COCKFIGHTING ACTIVITY/MINUTES OF THE REGULAR SESSIONS, SPECIAL 

SESSIONS AND PUBLIC HEARINGS/ VERBATIM TRANSCRIPT OF RECORDS OF MNUTES OF 

SESSIONS/MEETINGS/COMMITTEE HEARINGS
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HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Request should be 

made to the SP 

Secretariat Office

5-10 mins.

Request slip duly filled 

out by the person 

requesting the cited 

documents

Ms. Lanie P. Cardiño

As stated on the 

fees to be paid 

depensing on the 

type of document 

and number of 

pages of the 

document being 

requested.

2

Request slip be fully 

accompished citing 

the document being 

requested.

Ms. Rhea B. Belga Mr. 

Jefferson De Dios

3

The number of pages 

of the document being 

requested shall be 

determined and 

indicated on the 

request slip and shall 

be approved by the 

SP Secretary / any 

representative.

STEP

G2C,G2G,G2B Simple

3rd flr. City Hall 

Building Annex, 

Tabaco City                                

8:00am                                 

to                              

12:00pm.                         

1:00pm                           

to                                    

5pm.

Receipt of payments

Ms. Glenda B. Panti
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4

Payment of the 

corresponding fee 

shall be done to the 

City Treasurer's Office

5

Receipt of payment 

shall be presented to 

the SP Secretariat's 

Office

Ms. Lanie P. Cardiño

6

Printing of the 

document being 

requested

Ms. Rhea B. Belga
Employees - 

P10.00

Outsiders and 

Non-Government 

Employees/ 

Official P20.00

Without seal of 

Office;                                 

(A). LGU 

Employees / 

Officials and 

other Gov't. 

Employees - 

P10.00                             

(B.) Outsiders 

and non-

government 

employees / 

Official P20.00

G2C,G2G,G2B Simple

Receipt of payments

Ms. Glenda B. Panti

7 Release of the 

requested documents 

shall be made.

Mr. Jefferson De Dios, 

Ms. Glenda B. Panti
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With Seal of Office

(A.) LGU 

employees / 

Officials and 

other 

Government 

Employees 

P50.00 (B.) 

Outsiders and 

non-Government 

/ Employees / 

Official P100.00

G2C,G2G,G2B Simple

Receipt of payments
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For certified 

copies of any 

papers, records, 

derees, judgment 

or entry on which 

any person is 

entitled to 

demand and 

receive a copy (in 

connection with 

judicial 

proceedings for 

each page:             

LGU Employee/s 

Officials and 

Other 

Government 

Employees - 

P80.00 *         

Outsiders and 

non-government 

employees / 

Officials - 

P100.00

SERVICE: TRAFFIC DIVISION REGULATION SERVICES (Application, Renewal and Dropping of Franchise)

G2C,G2G,G2B Simple

Receipt of payments
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NEW APPLICATION FOR NEW FRANCHISE FOR MOTORIZED AND PADYAK

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKSSTEP
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1 Verification of the 

equirements for the 

application New 

franchise

5 minutes 1.Motorcycle Official 

receipt (OR) (Original & 

Photo Copy)              

2.Motorcycle certificate 

of registration (CR) 

(Original & Photo Copy)                               

3.Community Tax 

Certificate (Cedula) 

(Photo Copy)             

4.Barangay clearance 

(purpose: application for 

new franchise)                          

5.Police Clearance                   

6.Parada Membership 

Certification                              

7.Driver's License 

(Photo Copy)                                           

8.Certification having 

space for garage (from 

the Barangay)                                  

9.Certification from the 

Company if the mode of 

payment for motorcycle 

is on instalment basis                 

10.Authorization from 

the LTO for using 

temporary plate number.

Ms.Carmelita B. 

Belangel  Mr. Jhonatan 

B. Bon

NONE G2C Simple 2ND FLOOR, 

OLD CITY 

HALL 

BUILDING, 

TABACO CITY                    

8:00am                           

to                              

12:00pm                                                                                                       

1:00pm                           

to                              

5:00pm
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2
Endorsement to the 

Franchising Board
5 minutes

Letter of endorsement 

attached with all the 

required documents in 

no.1

Ms.Carmelita B. 

Belangel  Mr.Jhonatan 

B. Bon

none

3
Preparation of 

Franchising permit
3 minutes

Franchising permit form 

to be filled up by the 

TRD personnel

Mr.Jhonatan B. Bon Ms. 

Princess Patty Bea B. 

Almonte

none

4
Notarization of the 

Franchising Permit

Franchising permit form 

prepared by the TRD 

personnel and duly 

signed by the applicant

Private Lawyer / Public 

Attorny

Fees will be paid 

to the Law Office

5 Inspection of the Unit 3 minutes

Franchising Permit form 

duly notarized attached 

all the requirements in 

no.1 

Mr.Antonio Apuli

6 Assessment 3 minutes

Inspection report 

together with all the 

supporting documents 

(all those stated in no.1)

For Motorized:               

Ms. Edelyn Brosas / 

Roberto Borromeo         

7 Payment 5 minutes Order of Payment CTO PERSONNEL

For Motorized 

P955.00 For 

Padyak: P545.00

8
Signing of Inspection 

Report (Engineering)
3 minutes

Inpection report, Official 

receipt from the CTO 

together with all the 

documents in no.1

Engr. Dindo Bongalosa

G2C Simple 2ND FLOOR, 

OLD CITY 

HALL 

BUILDING, 

TABACO CITY                    

8:00am                           

to                              

12:00pm                                                                                                       

1:00pm                           

to                              

5:00pm

none

none
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9 Recording 3 minutes Official Receipt
    Ms. Edelyn Brosas / 

Mr. Roberto Borromeo         

10

Counter signing of 

Inspection Report 

(PSO)

2 minutes

Inspection report, 

Official receipt from the 

CTO together with all 

the documents in no.1

Mr. Luis Renir B. Burce 

Public Safety Officer

11 Mayor's Permit 2-3 days

All documents such as 

inspection report, Official 

receipt of payment made 

in the CTO and all those 

in no.1

Mr. Ernesto Gonzales

fee was included 

in the assessed 

amount during 

the assessment

12
Release of Certificate 

of franchise

One day after the 

process or during 

the release of the 

Mayor's Permit

Official receipt of the 

payment made in the 

CTO

    Ms. Edelyn Brosas / 

Mr. Roberto Borromeo         

13 Encoding 2 minutes Yellow Card (Ledger)
Ms. Princess Patty Bea 

B. Almonte

14 Filing 2 minutes

Yellow Card and all the 

attachment (all docs in 

no.1)

Ms. Edelyn Brosas

SERVICE: NEW APPLICANTS (WAIVED FRANCHISE)

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

G2C Simple 2ND FLOOR, 

OLD CITY 

HALL 

BUILDING, 

TABACO CITY                    

8:00am                           

to                              

12:00pm                                                                                                       

1:00pm                           

to                              

5:00pm

none

none

STEP

Page 294



1 Verification of the 

requirements for the 

application for New 

Franchise

5 minutes 1.Motocycle Official 

Receipt (OR) (Original & 

Photo Copy) 

2.Motorcycle Certificate 

of registration (CR) 

(Original & Photo Copy)                               

3.Community Tax 

Certificate (Cedula) 

(Photo Copy)             

4.Barangay clearance 

(purpose application for 

new franchise)                          

5.Police Clearance                   

6.Parada Membership 

Certification                              

7.Driver's License 

(Photo Copy)                                           

8.Certification having 

space for garage (from 

the Barangay)                                  

9.Certification from the 

company if the mode of 

payment for motorcyce 

is on instalment basis                      

10.Authorization from 

the LTO for using 

temporary plate number     

Ms.Carmelita B. 

Belangel/  Mr.Jhonatan 

B. Bon

NONE

2
Preparation of 

Franchising Permit
3 mins.

Franchising permit form 

to be filled up by the 

TRD Personnel

Mr.Jhonatan B. Bon / 

Ms.Princess Patty Bea 

B. Almonte

none

G2C Simple 2nd Flr., Old 

City Hall 

Building, 

Tabaco City            

8:00am to 

12:00pm       

1:00pm to 5:00 

pm.
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3
Notarization of the 

franchising permit
3 minutes

Franchising permit form 

prepared by the TRD 

personnel and duly 

signed by the applicant

Private Lawyer / Public 

Attorney

Fees will be paid 

to the Law Office

4 Inspection of the Unit 3 minutes

Franchising permit form 

duly notarized attached 

all the requirements in 

no.1

MrAntonio Apuli

5 Assessment 4 minutes

Inspection report 

together with all the 

supporting documents 

(all those stated in no.1)

For Motorized:              

Ms. Edelyn Brosas / 

Roberto Borromeo        

Padyak Ms. Gina 

Ballaran 

6 Payment 5 minutes Order of Payment CTO Personnel

For Motorized 

P955.00 For 

Padyak: P545.00

7
Signing of Inspection 

Report
3 minutes

Inspection report, 

Official receipt for the 

CTO 

Engr. Dindo Bongalosa

8 Recording 3 minutes Official Receipt
    Ms. Edelyn Brosas / 

Mr. Roberto Borromeo         

9

Counter signing of 

Inspection Report 

(PSO)

2 minutes

Inspection report, 

Official receipt for the 

CTO together with all 

the documents in no.1

Luis Renir B. Burce 

Public Safety Officer

G2C Simple 2nd Flr., Old 

City Hall 

Building, 

Tabaco City            

8:00am to 

12:00pm       

1:00pm to 5:00 

pm.

none

none
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10 Mayor's Permit 2-3 days

All documents such as 

inspection report, Official 

receipt of payment made 

in the CTO, and all 

those in no.1

Mr.Ernesto Gonzales

Fees was 

included in the 

assessed amount 

during the 

assessment

11
Release of Certificate 

of Franchise

One day after the 

process or during 

the release of the 

Mayor's Permit

Official receipt of the 

payment made in the 

CTO

    Ms. Edelyn Brosas / 

Mr. Roberto Borromeo         

12 Encoding 2 minutes Yellow Card (ledger)
Ms.Princess Patty Bea 

B. Almonte

13 Filing 2 minutes

Yellow Card and all the 

attachment (all docs in 

no.1)

Ms.Edelyn Brosas

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

HOW TO AVAIL OF THE SERVICE:

STEP

G2C Simple 2nd Flr., Old 

City Hall 

Building, 

Tabaco City            

8:00am to 

12:00pm       

1:00pm to 5:00 

pm.

none

SERVICE: RENEWAL OF FRANCHISE
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1 Inspection of the Unit 3 minutes Unit must be brought to 

the Engineering Office 

for inspection                 

Documents to be 

presented;  1.Motorcycle 

Official receipt (OR) 

(Original & Photo Copy) 

2.Motorcycle Certificate 

of registration (CR) 

(Original & Photo Copy)                               

3.Community Tax 

Certificate 

(Cedula)(Photo Copy)              

4.Barangay Clearance 

(purpose; application for 

new franchise)                          

5.Police Clearance                   

6.Parada Membership 

Certification                              

7.Certification having 

space for garage (from 

the Barangay)

Antonio Apuli NONE G2C

2 Assessment 2 minutes

Inspection report 

together with all the 

supporting 

documents(all those 

stated in no.1)

For Motorized:              

Ms. Edelyn Brosas / 

Roberto Borromeo        

Padyak Ms. Gina 

Ballaran 

none

Simple 2ND FLR. OLD 

CITY HALL 

BUILDING, 

TABACO CITY                 

8:00 AM TO 

12:00NN                       

1:00PM TO 

5:00PM                             
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3 Payment 5 minutes Order Payment CTO Personnel

840.00 to be paid 

at the City 

Treasurer's Office 

for motorized 

tricycle & 430.00 

for the padyak

4
Signing of Inspection 

Report
3 minutes

Inspection report, 

Official receipt from the 

CTO

Engr. Dindo Bongalosa

5 Recording 3 minutes Official Receipt

For Motorized:              

Ms. Edelyn Brosas / 

Roberto Borromeo        

Padyak Ms. Gina 

Ballaran 

6

Counter signing of 

Inspection report 

(PSO)

2 minutes

Inspection report, 

Official receipt from the 

CTO together with all 

the documents in no.1

Luis Renir B. Burce   

Public Safety Office

7 Mayor's Permit 2-3 days

All documents such as 

Inspection report, 

Official receipt of 

payment made in the 

CTO, and all those in 

no.1

Mr.Ernesto Gonzales

Fee was included 

in the assessed 

amount during 

the assessment

Simple 2ND FLR. OLD 

CITY HALL 

BUILDING, 

TABACO CITY                 

8:00 AM TO 

12:00NN                       

1:00PM TO 

5:00PM                             

none
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8
Release of certificate 

of Franchise

One day after the 

process or during 

the release of the 

Mayor's permit

Official receipt of the 

payment made in the 

CTO

    Ms. Edelyn Brosas / 

Mr. Roberto Borromeo         

9 Encoding 2 minutes Yellow Card (ledger)
Ms.Princess Patty Bea 

B. Almonte

10 Filing 2 minutes

Yellow Card and all the 

attachment (all docs in 

no.1)

Ms.Edelyn Brosas

SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

Simple 2ND FLR. OLD 

CITY HALL 

BUILDING, 

TABACO CITY                 

8:00 AM TO 

12:00NN                       

1:00PM TO 

5:00PM                             

none

DROPPING (CHANGE OF UNIT - APPLICABLE ONLY FOR MOTORIZED TRICYCLE)

HOW TO AVAIL OF THE SERVICE:

STEP
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1 Verification of the 

requirements for the 

application for New 

Franchise

5 minutes 1.Official receipt (OR) & 

Certificate of registration 

(CR) of both old and 

new motor vehicle 

(Original and Photo 

Copy)                               

2.Authorization to use 

temporary plate number 

from the LTO                              

3.Community Tax 

Certificate (Cedula)                                      

4.If the payment of new 

motor vehicle is on 

instalment basis 

certification from the 

company is required             

Ms. Carmelita B. 

Belangel / Mr. Jhonatan 

B. Bon

2
Preparation of 

Dropping Order
2 minutes

Requirements stated in 

no.1

Mr.Jhonatan B. Bon  /    

Patty Bea B. Almonte

3

Notarization of the 

Application for 

Dropping

XXX

Application for Dropping 

prepared by the TRD 

personnel and duly 

signed by the applicant

Private Lawyer / Public 

Attorney

Fees will be paid 

to the Law Office

4 Assessment 2 minutes
Application for Dropping 

duly notarized

    Ms. Edelyn Brosas / 

Mr. Roberto Borromeo         
none

5 Payment 5 minutes Order of Payment CTO personnel

P100.00 to be 

paid at the City 

Treasurer's Office

NONE G2C Simple 2ND FLR. OLD 

CITY HALL 

BUILDING, 

TABACO CITY                 

8:00 AM TO 

12:00NN                       

1:00PM TO 

5:00PM                             
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6 Inspection 3 minutes Inspection report Mr.Antonio Apuli

7
Release of certificate 

of Franchise

One day after the 

process or during 

the release of the 

Mayor's permit

Official receipt of the 

payment made in the 

CTO

    Ms. Edelyn Brosas / 

Mr. Roberto Borromeo         

8 Recording 3 minutes

Official receipt of the 

payment made in the 

CTO

    Ms. Edelyn Brosas / 

Mr. Roberto Borromeo         

9 Encoding 2 minutes Yellow Card (Ledger)
Ms.Princess Patty Bea 

B. Almonte

10 Filing 2 minutes

Yellow Card and all the 

attachment (all docs in 

no.1)

Ms.Edelyn Brosas

SERVICE: JOINT APPLICATION (Waived Motorized and Padyak)

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

G2C Simple 2ND FLR. OLD 

CITY HALL 

BUILDING, 

TABACO CITY                 

8:00 AM TO 

12:00NN                       

1:00PM TO 

5:00PM                             

none

STEP
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1 Joint Application

Deed of sale, 

deed of donation 

or extra judicial 

settlement 

Waiver of Rights

3 minutes
Shirley Boduan / Kristine 

Brugada / Maria Borabo
none G2C Simple

2ND FLR. OLD 

CITY HALL 

BUILDING, 

TABACO CITY                 

8:00 AM TO 

12:00NN                       

1:00PM TO 

5:00PM                             

2
Notarization of the 

joint Application

Joint Application 

form duly 

accomplished

3 minutes Lawyer
Fee to be paid at 

the law office

3 Recording

Joint Application 

form duly 

notarized

2 minutes Shirley Boduan  none Simple

SERVICE: LIBRARY CARD APPLICATION

WHO MAY AVAIL OF THE SERVICE: Library Users

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

TABACO CITY LIBRARY AND INFORMATION CENTER (OFFICE OF THE 

SANGGUNIANG PANLUNGSOD)

21

STEP
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1

Present barangay/ 

cetification, any valid 

ID and 2 cps. 1X1 

latest pictures

5 minutes

3RD FLOOR, 

TABACO CITY 

MALL 

BUILDING 

2
Accomplish 

application form
5 minutes

Mondays                             

to                           

Fridays

3

Submit accomplished 

applicationform to the 

person in-charge at 

the library

5 minutes
8:00 am to 

5:00pm

4
For approval of library 

card and validation
5 minutes Marilyn Bendicio NO NOON 

TIME  BREAK

5
Preparation of library 

card and validation
15 minutes Maila Torrecampo

6

Release library card to 

the client and sign in 

the registered library 

user's logbook

5 minutes Glenda Hagosohos

2 cps. 1 X 1 latest 

picture Barangay 

Certification/clearance, 

Any Valid ID (School ID, 

SSS, GSIS, PRC, 

Driver's license, Voter's 

ID, Philhealth ID, Senior 

Citizen's ID.

Glenda Hagosohos

none G 2 C Simple
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SERVICE:

WHO MAY AVAIL OF THE SERVICE: Library Users

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Present Library card 

or any valid ID and 

sign in the library 

user's logbook

2 minutes Bonifacio Borlasa III

3RD FLOOR, 

TABACO CITY 

MALL 

BUILDING 

2

Deposit bag/s and 

other things except 

valuables ( ex. Wallet, 

cellphones, laptops, 

jewelry)

5 minutes Delfin Buelo

Mondays                             

to                           

Fridays

3

Proceed to the section 

where to do research, 

read and study. After 

finishing the research, 

reading or studying, 

return the books and 

or materials to the 

person in-charge

10 minutes Section in-charge
8:00 am to 

5:00pm

4

Sign in the logbook for 

time-out and claim the 

library card and/or ID

3 minutes Bonifacio Borlasa III
NO NOON 

TIME  BREAK

5
Claim your bag/things 

deposited
2 minutes Delfin Buelo

Simple

Library Cards or any 

Valid ID (School ID, 

SSS, GSIS, PRC, 

Driver's License, Voter's 

ID, Philhealth ID, Senior 

Citizen's ID

none G 2 C

LIBRARY CARD RENEWAL

STEP
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SERVICE:

WHO MAY AVAIL OF THE SERVICE: Library Users

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Present library card or 

any valid ID and go 

directly to the shelves 

choose or select the 

book/s to borrow

10 to 30 minutes Library Client

3RD FLOOR, 

TABACO CITY 

MALL 

BUILDING 

2

Bring the book/s to 

the library staff in-

charge and sign in the 

logbook and bookcard

5 minutes 

Library client / Jeffrey 

Canlas/          Glenda 

Hagosohos/   Olivia 

Lovendino

Mondays                             

to                           

Fridays

3

Examine material/s for 

defects before 

borrowing 

10 minutes Library Client
8:00 am to 

5:00pm

4

Stamping of due date 

and release the 

borrwed book/s

3 minutes

  Jeffrey Canlas    /      

Glenda Hagosohos   

/Olivia Lovendino

NO NOON 

TIME  BREAK

SERVICE:

LIBRARY RESEARCH

STEP

Library Card Validated 

for the current year
none G 2 C Simple

RETURNING BORROWED BOOKS
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WHO MAY AVAIL OF THE SERVICE: Library Users

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Present borrowed 

books to the section in-

charge and sign in the 

logbook returned 

materials

5 minutes 

3RD FLOOR, 

TABACO CITY 

MALL 

BUILDING 

2

Examine materials for 

defects (missing 

pages, mutilated)

5 minutes 
Mondays                             

to                           

Fridays

3

Retrievefrom the file 

the book card and the 

library card of the 

borrower. Release the 

library card to the 

borrowed if there is no 

damaged to the 

returned materials. 

Any damages to the 

returned library 

materials will be 

charged to the 

borrower

10 minutes 

8:00 am to 

5:00pm

STEP

Library Card Validated 

for the current year

  Jeffrey Canlas /  

Glenda Hagosohos /  

Olivia Lovendino
NONE G 2 C Simple
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4

Return or shelve the 

materials on its proper 

place

5 minutes Section in-charge

NO NOON 

TIME  BREAK

SERVICE: INTERNET AND ELECTRONIC RESOURCES

WHO MAY AVAIL OF THE SERVICE: Library Users

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Present library card or 

any valid ID in the 

information counter

3 minutes 
Library Client      

Bonifacio Borlasa III

3RD FLOOR, 

TABACO CITY 

MALL 

BUILDING 

2

Go to the electronic 

resources section and 

sign in the user's 

logbook

3 minutes 
Mondays                             

to                           

Fridays

3

Get the number on 

what computer work 

station to use. I all 

computers are in use, 

wait for your turn. 

Computer usage is 

limited to one (1) hour 

but can be extended if 

there are no users 

waiting to use

5 minutes 
8:00 am to 

5:00pm

STEP

Library Card or any Valid 

ID (School ID, SSS, 

GSIS, PRC, Driver's 

License, Voter's ID, 

Philhealth ID, Senior 

Citizen's ID.

none G 2 C Simple
Myla Torrecampo

Library Card Validated 

for the current year

NONE G 2 C Simple
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4

After the time limit 

expires sign in the 

logbook for time-out

5 minutes Library Client 
NO NOON 

TIME  BREAK

SERVICE: AVAILMENT OF SIGNATURE OF THE CITY VICE MAYOR IN THE OFFICIAL DOCUMENTS

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 Receiving of 

Communication 

vouchers and checks 

for signature of the 

City Vice Mayor

5 mins. Mr. Arjohn Borromeo none G2C,G2G,G2B

2
Log in of incoming 

documents, vouchers 

and checks in a 

record book

10 mins.
Ms. Ana Carmela 

Navarete/Ms. Helen 

Navarete

none

3 Review and checking 

of signed documents 

by the City Vice Mayor

10 mins.

Mr. Arjohn Borromeo none

3RD FLOOR              

CITY HALL 

BUILDING 

ANNEX   

8:00AM                             

to                             

12:00NN                              

1:00PM  to 

5:00PM

G2G

Library Card or any Valid 

ID (School ID, SSS, 

GSIS, PRC, Driver's 

License, Voter's ID, 

Philhealth ID, Senior 

Citizen's ID.

none G 2 C Simple

STEP

Cover letter for the 

communications

Simple
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4

Recording of signed 

documents (e.g 

vouchers nd checks, 

Business permits 

during designation as 

the acting City Mayor) 

in a record book

10 mins.

Ms.Rochele Mallari/ 

Ms.Ana Carmela 

Navarete

none

5

Transmittal of the 

signed documents 

(e.g vouchers and 

checks, business 

permits during 

departments, 

sections, other 

government agencies, 

non-government 

organizations and 

concerned individuals.

30 mins.

Mr.Gabrielle Vin Buban/ 

Mr.Christopher 

Cantonjos

none G2C,G2G,G2B

22

SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

3RD FLOOR              

CITY HALL 

BUILDING 

ANNEX   

8:00AM                             

to                             

12:00NN                              

1:00PM  to 

5:00PM

G2G

CITY ACCOUNTING OFFICE

Cover letter for the 

communications

Simple

PROCESSING OF DISBURSEMENT VOUCHERS PAYMENT FOR GOODS AND SERVICES

STEP
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Screening of 

Supporting 

Documents

To be submitted in 2 sets

a) for ordinary 

transactions e.g. 

payment for supplies, 

medical/burial/financia

l assistance, regular 

payrolls, withdrawal of 

retention, returned 

transactions, etc.

1.) Disbursement 

Voucher                    

2.)Obligation Request                  

3) Purchase Request 

duly approved by proper 

authorities.

b) for bulky/complex 

transactions, e.g. 

gasoline, 

reimbursement for 

various expenses, 

shopping, small value 

procurement, first & 

last salary, etc.

25 minutes

4.) BAC Resolution 

recommending mode 

procurement  and Head 

of Procuring Entity's 

Approval pursuant to 

Section 48, 52 and 54 of 

the IRR-A of R.A. No. 

9184 and GPPB 

Res.No.09-2009, dated 

Nov. 3,2009.

1 15 minutes Imelda Bodino/ Nicole 

Realizan/Archimedes 

Ballatan

NONE

City Accounting 

Office   G/F, 

City Hall Annex               

Mondays  to 

Fridays,                       

8:00 AM-5:00 

PM        NO 

NOON BREAK

G2C Simple
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c) for negotiated 

procurement projects, 

public bidding of 

goods or services, 

infrastructure projects

1½ days

5) Advertisement and 

Posting (ABC above 

P50K)             

Archimedes Ballatan

d) for cash advances 

for travel, food and 

transportation 

allowance, and other 

special cash 

advances; financial 

assistance to 

barangays.

30 minutes

•	Posting in G-EPS, print-

out copy (on active 

status), BAC 

Certification on posting 

for procurements 

through bidding

Maria Luisa Bonagua

e) for quarterly 

payrolls-e.g. subsidies 

to tanods, BHWs, 

BNSs, CRWs for 47 

barangays (assuming 

that all barangays 

promptly submitted 

the requirements)

3 days

•Posting in Conspicuous 

Places, BAC 

Certification 

Ruth A. Bicalan

1

NONE

City Accounting 

Office   G/F, 

City Hall Annex               

Mondays  to 

Fridays,                       

8:00 AM-5:00 

PM        NO 

NOON BREAK

G2C Simple
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2

Recording of 

screened transactions 

with complete and 

valid requirements to 

its respective logbook 

and attachment of 

Routing Slip with 

assigned control 

number

1 minute

 •	Posting in the Website 

of the Agency, if any

Review of Funds 

Availability/ 

Computation of 

Deductions

6.) Request for 

Quotations from at least 

three (3) bona-fide 

Suppliers

a) Encoding at 

Registry of Allotments 

& Obligations (RAO) 

for transactions 

charged to GF, GF-

SPL and SEF

5 minutes
7.) Abstract of Canvass 

duly signed by the BAC

NONE

City Accounting 

Office   G/F, 

City Hall Annex               

Mondays  to 

Fridays,                       

8:00 AM-5:00 

PM        NO 

NOON BREAK

G2C Simple

Imelda Bodino/ Nicole 

Realizan/Archimedes 

Ballatan

3

Ruth A. Bicalan

Page 313



b) Computation of 

applicable mandatory 

deductions - e.g. 

withholding tax, 

retention

2 minutes

8)Purchase Order duly 

signed by the Supplier 

with Stipulations as to 

Contract Warranties and 

Liquadated Damages, to 

be submitted w/in five 

(5) working days from 

the execution of the 

POC/Contract to COA 

(COA Cir. No. 2009-001, 

dated Feb. 12, 2009 

(copy furnished to COA)

c) Preparation of 

Subsidiary Ledgers for 

transactions charged 

to Trust Fund and 

other Special 

Accounts

10 minutes

9.) Delivery 

Receipt/Billing 

Statement 
Jelly Brillantes

NONE

City Accounting 

Office   G/F, 

City Hall Annex               

Mondays  to 

Fridays,                       

8:00 AM-5:00 

PM        NO 

NOON BREAK

G2C Simple

3

Ruth A. Bicalan
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4

Purchase Order duly 

signed by the Supplier 

with stipulations as to 

Contract Warranties 

and Liquidated 

Damages, to be 

submitted w/in five 

working days from the 

execution of the 

PO/Contract to COA 

(COA Circular 

No.2009-001, dated 

Feb. 12, 2009)(copy 

furnished to COA)

10.) Performance 

Security/Certificate of          

Bank 

Guarantee/retention, if 

applicable                                                                                        

11) Inspection and 

Acceptance Report

Approval of 

Transactions/Docume

nts

a) for simple and 

ordinary transactions
10 minutes 11.) Inspection & 

Acceptance Report
12.) ARE for Semi-

Expendables and 

Equipment; Supplies 

Distribution Sheet for 

supplies

13.) Mayor's Permit/ 

Business Permit

Releasing Documents 5 mins.
14.) BIR Certificate of 

Registration

NONE

City Accounting 

Office   G/F, 

City Hall Annex               

Mondays  to 

Fridays,                       

8:00 AM-5:00 

PM        NO 

NOON BREAK

G2C Simple

5

Evangelina S. Boritob) for complex 

transactions
25 minutes

6
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a) Assigning of DV 

Control Number to 

Approved 

Disbursement 

Vouchers

1 minute

15.) Professional 

License/ Curiculum 

Vitae for Consulting 

Services                         

16) PhilGEPS 

Registration Certificate

Cheryl M. Golingco

b) Returning of 

Unapproved 

Disbursement 

Vouchers

17.) Income/Business 

Tax Return (for ABC 

above P500k)

Imelda Bodino

Issuance of 

Accountant's Advice

18.) Omnibus Sworn 

Statement (for Small 

Value Procurement with 

ABC above P50k)
a) Preparation of 

Accountant's Advice
15 minutes Cheryl M. Golingco

b) Approval of 

Accountant's Advice
5 minutes Evangelina S. Borito

c) Transmittal to the 

Bank
10 minutes Michael Suyat

SERVICE: For EMERGENCY CASE ONLY

Additional Requirements for Reimbursement:

19)Omnibus Sworn 

Statement (For Small 

Value Procurement with 

ABC above P50k)

NONE

City Accounting 

Office   G/F, 

City Hall Annex               

Mondays  to 

Fridays,                       

8:00 AM-5:00 

PM        NO 

NOON BREAK

G2C Simple

6

1 minute

7

REQUIREMENTS FOR PROCESSING OF DISBURSEMENT VOUCHERS
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SERVICE:

Additional Requirements for Reimbursement:

SERVICE:

SERVICE:

5. Equipment Utilization Report for generators, brush cutter, and other machineries and 

FOR CATERING SERVICES

Additional Requirements for Reimbursement:

For reimbursements, only requirements no. 1, 2, 3, 6 (when applicable only), 11,  12 (when applicable only), 

together with the following additional requirements shall be complied:

1. Project Proposal / Program Design

2. Attendance per day

IN CASE OF CALAMITY

1. Certificate of Emergency Purchase                                                                                              

2. Proofs of payments (Official Receipts, Sales Invoice, RER Form, 

Tickets

FOR GASOLINE/FUEL CONSUMPTION

For reimbursements, only requirements no. 1, 2, 3, 6 (when applicable only), 11,  12 (when applicable only), 

together with the following additional requirements shall be complied:

1. Statement of Account

2. Charge Invoice

3. Approved Driver's Trip Tickets

4. Certified Summary of Gasoline/Fuel Consumption 

For reimbursements, only requirements no. 1, 2, 3, 6 (when applicable only), 11,  

12 (when applicable only), together with the following additional requirements 

shall be complied:
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Additional Requirements for Reimbursement:

1. PAGASA Report

SERVICE: IN CASE OF DONATION OR ASSISTANCE TO OTHER LGUs/BUREAUS

Additional Requirements for Reimbursement:

IN CASE OF REPAIR OF EQUIPMENTS

Additional Requirements for Reimbursement:

For reimbursements, only requirements no. 1, 2, 3, 6 (when applicable only), 11,  12 (when applicable only), 

together with the following additional requirements shall be complied:

2. Sanggunian Resolution declaring a State of Calamity 

3. Report of Commodities Released and Relief Distribution Sheet

4. Utilization/Inventory Report

5.  Documentation

For reimbursements, only requirements no. 1, 2, 3, 6 (when applicable only), 11,  12 (when applicable only), 

together with the following additional requirements shall be complied:

1. Request Letter/s

2. Schedule/Summary of Donation to Other LGUs/Bureaus

3. Acknowledgement Receipt / List of Recipients/ Distribution Sheet

4.  ARE for Equipment and Semi-expendable Items issued by accountable officer or employee, if applicable

6.  Documentation

SERVICE:

For reimbursements, only requirements no. 1, 2, 3, 6 (when applicable only), 11,  12 (when applicable only), 

together with the following additional requirements shall be complied:
1. Pre-repair Inspection Report signed by Agency Inspector; IT Reccomendation for IT Equipment and Peripherals 
2. Post-repair Inspection Report signed by Agency Inspector; IT Technical Inspection for IT Equipment and 

Peripherals signed by IT Head

3. Waste Materials Report, if any

4. Documentation, if applicable
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SERVICE: FOR DRUGS AND MEDICINES

Additional Requirements for Reimbursement:

SERVICE: FOR PROCUREMENTS THROUGH PUBLIC BIDDING

Additional Requirements for Reimbursement:

For reimbursements, only requirements no. 1, 2, 3, 6 (when applicable only), 11,  12 (when applicable only), 

together with the following additional requirements shall be complied:

1. Certification by the Public Health Doctor that the medicines and drugs requesitioned are included in the PNDF, 

2. License to Operate (LTO) from BFAD with List of Sources

3. Certificate of Product Registration (CPR) from BFAD, Manufacturer(s) reconciled with the List of Sources in the 

LTO for every medicines and drugs delivered

4. Certificate of Good Manufacturing Practice (CMGP) issued by BFAD

5. Batch Certificate for Antibiotics

6. Lot Release Certificate for Biologicals and Vaccines

7. DR or Invoice(s) bearing the Lot No.and Expiry Date

8. Results of Test Analysis Analysis in the absence of Batch Certificate and Lot Release Certificate by proper 

Government Agency for Articles subject to Test such as medicines and drugs

For reimbursements, only requirements no. 1, 2, 3, 6 (when applicable only), 11,  12 (when applicable only), 

together with the following additional requirements shall be complied:

1. Approved Program of Works and Detailed Estimates

2. Approved Plans and Specifications

3. Approved Budget for the Contract (ABC)

4. Annual Proc. Plan / Project Proc. Magt. Plan (APP / PPMP) Certification
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SERVICE:

SERVICE:

3.  Request for Clarification of Bidder(s), if any

4. Supplemental Bid Bulletin, if any ,posted in the PhilGEPS

SERVICE: RECEIPT AND OPENING OF BIDS

SERVICE:

SERVICE:
PRE-PROCUREMENT CONFERENCE (for Goods above 2M;  for Infrastructure Projects above 

5M)

1. Pre-procurement Conference Notice

2. Minutes of Pre-procurement Conference

ADVERTISEMENT/POSTING

1. Copy of Invitation to Bid posted in 3 conspicous places

2. When posting to PhilGEPS is impossible, publication of Invitation to Bid to newspaper of general nationwide 

circulation for at least 2 years for ABC above 10M for goods; 15M above for Infra Projects; and 5M for Consultancy 

Services; clippings of advertisement.

PRE-BID CONFERENCE (ABC P1M AND ABOVE)

1. Pre-bid Conference Notice/invitation to Observers 

2. Minutes of the Pre-bid Conference posted in the PhilGEPS

1. 1st Envelope - Technical Envelope

2. Checklist of Technical Envelope Requirements for the BAC

LEGAL DOCUMENTS 

1. Certificate of Registration of Business Name (DTI), (SEC) or (CDA)

2. Mayor's Permit (LGU) issued at the principal place of business

3.  Letter of Intent(LOI)
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SERVICE: TECHNICAL DOCUMENTS

SERVICE:

SERVICE: PROJECT REQUIREMENTS

1. Statements of all on-going and completed government and private contracts, including contracts 

awarded but not yet started, if any
2. Valid PCAB License and registration for the type and cost of the contract to be bid

FINANCIAL DOCUMENTS

1. Audited Financial Statements showing among others, the prospective bidders total current assets and liabilities, 

stamped "received" by the BIR or its duly accredited and authorized banking institutions, for the preceding year which 

should not be earlier than two (2) years from the date of bid submission

2. Computation of the NFCC or a Commitment from a licensed Commercial or Universal Bank to extend Credit Line in 

favor of the prospective bidder if awarded the contract to be bid. (For biddings conducted by LGUs, the prospective 

bidder may also submit CLC from other banks certified by the BSP as authorized to issue such financial instrument)

3. Bid Security in prescribed Form, Amount and Validity Period

1. Production Delivery Schedule

2. 	Organizational Chart for the contract to be bid

3. List of Contractor's Personnel

4. List of Contractor's Equipment Unit

5. After Sales Service/Parts , if applicable
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SERVICE:

BID EVALUATION

4. Bid Evaluation Report

6. Minutes of Bid 

Evaluation

SERVICE:

6. Sworn Statement -                                                                                                                                                                                                                                             

(1) Not blacklisted,                                                                                                                                                                                                                                                  

(2) Authentic Copy of original, complete and all statements and information,                                                                                                                                        

(3) Authorizing the HOPE to verify all submitted documents,                                                                                                                                                             

(4) Signatory is duly authorized Representative,                                                                                                                                                                                      

(5) Compliance with Disclosure provisions,                                                                                                                                                                                               

(6) Compliance with Bidder's responsibilities and                                                                                                                                                                                 

(7) Compliance with existing labor laws and standards

2ND ENVELOPE FINANCIAL ENVELOPE

1. Checklist of Financial Envelope Requirements for the BAC

2. Financial Information/Documents as specified in the PBD's such as Bid Prices in Bill of Quantities in the prescribed 

Bid Form, Detailed Estimates including a Summary Sheet indicating the Unit Prices of Construction Materials, Labor 

3. Minutes of the Opening of Bids

4. Copy of Invitation Letters to Observers with copy of Inst. to Bidders 

SERVICE:

1. Copy of Invitation Letters to Observers

2. Abstract of Bid as Read

3. Abstract of Bid as Evaluated

5. Bidding Results posted in the PhilG-EPS

POST QUALIFICATION

1. Copy of Invitation Letters to Observers
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SERVICE: ADDITIONAL REQUIRED DOCUMENTS PRIOR TO POST-QUALIFICATION

1. 	Tax Clearance

SERVICE: AWARD OF CONTRACT

SERVICE: BIDDING DOCUMENTS

2. Performance Security

3. 	Construction Schedule and S-Cure

4. Manpower Schedule

5. 	Construction Methods

2. Post-Qualification Evaluation Report of the TWG (WB)

3. Notice of Post-Qualification (WB) 

2. Latest Income and Business Tax Returns

3. Supplier's PhilGEPS Registration

4. Other appropriate licenses and permits required by law and stated in the PBDs

5. Notice of Post-Disqualification (LB)

6. BAC Resolution Declaring LCRB and Recommending Award

1. Notice of Award to Winning Bidder (NOA) with "Conforme" and 

posted in the PhilG-EPS, website, if any and Conspicuous Places

3. Contract Agreement with Conditions of the Contract (General and 

Special Conditions) with provisions for Warranty and Liquidated 

Damages

2. Notification of Bidding Results (LB)

1. 	Winning Bidder's Bid, including the Eligibility Requirements, 

Technical and Financial Proposals and all other documents
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8. 	PERT/CPM

SERVICE:
PAYMENT

SERVICE: FOR LOT PURCHASE

6. Equipment Utilization Schedule

9. Notice to Proceed to the Winning Bidder (NTP) posted in the PhilG-EPS or Website, if 

any

10. Contractor's Request for Agency Inspection

1. Agency Inspection Report

2. Statement of Worked Accomplished

3. Certificate of Acceptance

4. Certificate of Project Completion and Project Turnover

5. Pictures Before, During and After Construction

6. Contractor's Clearance on Quarry Fees

7. Contractor's Affidavit on Payment of Laborers and Materials

1. Sangguniang Resolution authorizing the Local Chief Executive to enter into a contract.

7. 	Construction Safety and Health Program approved by the DOLE, and

8. Materials Testing- coming only from DOST/BRS accredited laboratories for 

Infrastructure Projects

9. For non-deduction of 10% retention, submission of Certificate of Time Elapsed and 

Certification from City Engineer that the work accomplished is strictly in accordance with 

time schedule for progress billing with SWA of 50% or more. 
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2. Original Deed of Sale duly notarized.

3. Original Title of Land (TCT) free from any liens or encumbrance

4. Capital Gains Tax Receipt / Certificate Authorizing Registration (CAR).

5. Fiscal Clearance that said land is not subject to any court litigations 

6. Lot Plan and Vicinity Map

10. Applicable Zonal Valuation.

       a. ) The derivation or source of the property under appraisal.

       b. ) Physical characteristics of the property under appraisal.

       c. ) Statement of property rights or interest involved.

      d. ) Utility connections-electricity, water, telephone, sanitary sewer, etc.

      e. ) Public transportation, traffic patterns and controls. 

      f. ) Highest and best use of the subject property (present and anticipated).

       l) DENR Clearance (ECC/ECA). Present Condition, Purpose and Use.

      m) DAR Clearance (CARP Coverage) for Agricultural Land only.

9. Land Tax Clearance.

7. Colored Photographs.

8. Latest Tax Declaration.

Copy of In-house or private company appraisal report indicating the following (for 

Technical Review by RTSO).

      n) Original Title of Land (TCT) in the name of the government agency free from any 

liens or encumbrance (depending upon the agreement between the govt. and the Seller 

as stipulated in the Deed/Contract of Sale)
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SERVICE: FOR PAYMENT OF SALARIES

A. First Salary, Salary Differentials due to promotion or step increment

General/Common Requirements

1. Disbursement 

Voucher

2. Obligation Request

12 . Approved DTR

SERVICE: FOR PAYMENT OF SALARIES (FOR TRANSFERRES)

Additional Requirements:

3. Certified True Copy of Duly Approved Civil Service   Appointment

4. Certified True Copy of Duly Approved Executive Appointment.

5. Assignment Order, if applicable

6. Certified true copy of Oath of Office

7. Certificate of Funds Availability

8. Certificate of Assumption

9. Certified True Copy of Statement of Employee's Duties and Responsibilities of the 

new position

11. Statement of Assets, Liabilities and Net Worth (SALN)

13. BIR withholding certificates (Forms 1902 and 2305)

1. Clearance from money, property and legal accountabilities from the previous office

2. Certified true copy of pre-audited DV of last salary from previous agency and/or 

Certification by the Chief Accountant of last salary received from previous office duly 

verified by the assigned Auditor thereat

10. Sangguniang Secretary Certification "Concurring the Appointment as City 

Government Head" for department head position
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SERVICE:

Additional Requirements:

2. Certificate of 

Assumption

5. Certified True Copy of Payroll of Last Plantilla Position

SERVICE:

General/Common Requirements:1. Disbursement 

Voucher

2. Obligation Request

SERVICE:

1. Certified true copy of approved appointment in case of promotion or Notice of Salary 

Adjustment in case of step increment/salary increase 

4. Certification by the LCE, in case of LGUs, that the promotion/step increment is still 

within the PS limitation prescribed under Section 325(a) of R.A. No.7160

3. BIR Form 2316 (Certificate of Compensation Payment/Tax Withheld)

4. Certificate of Available Leave Credits

5. Complete Service Record 

FOR PAYMENT OF SALARIES (FOR SALARY DIFFERENTIAL DUE TO PROMOTION OR STEP INCREMENT)

3. Approved DTR or Certification that the employee has not incurred leave without pay

FOR PAYMENT OF SALARIES (FOR PAYMENT OF MONETIZATION OF LEAVE CREDITS, LAST SALARY, 

TERMINAL LEAVE BENEFITS)

3. Approved leave application with leave credit balance certified by HRMO

4. Latest Notice of Salary Adjustment (NOSA)

FOR MONETIZATION OF LEAVE CREDITS 
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Additional 

Requirements:

   a) Waiver

SERVICE: FOR TERMINAL LEAVE BENEFITS

1) Certified Photocopy of Clearance from Money, Property and Legal Accountabilities 

signed by the Human Resource Mgt. Officer, Cashier, City Treasurer, General Service 

Officer, City Accountant and Head of the Department where the employee is/was 

assigned

2) Complete service record 

3) Statement of Assets, Liabilities and Net Worth (SALN)

5) Computation of terminal leave benefits duly signed/ certified by accountant

   b) Clinical abstract/medical procedures to be undertaken in case of health, medical and 

hospital needs

   c) Barangay Certification in case of need for financial assistance brought about by 

calamities, typhoons, fire, etc.

1. Request for leave covering more than ten days duly approved by the Head of the Agency

2. For monetization of 50 percent or more:

4) Certified photocopy of appointment and / Notice of Salary Adjustment (NOSA), 

showing the highest salary received if the salary under last appointment is not the 

highest

6) Applicant's authorization (in affidavit form) to deduct all financial obligations with the 

employer/agency/LGU

7) Affidavit of applicant that there is no pending criminal investigation or prosecution 

against him/her (RA No.3019)
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SERVICE: FOR CASH ADVANCES

NOTE: For cash advances documents to be submitted should be in 3 sets

General/Common Requirements:

2. Obligation Request

SERVICE:

For foreign travels:

9) In case of death of the claimnant:

   a) Death certificate authenticated by NSO

   b) Marriage contract authenticated by NSO

FOR CASH ADVANCES FOR TRAVEL

1. Approved Authority to Travel / Travel Order

2. Approved Itinerary of Travel

4. Travel Board for travel outside the Region

5. Authority to travel by plane, when applicable

6. Authority to claim accomodation, when applicable

      a.) DILG Travel Authority

8) In case of resignation, employee's letter of resignation duly accepted by the Head of 

the Agency

   c) Birth certificates of all surviving legal heirs authenticated by NSO

   d) Designation of next-of-kin

   e) Waiver of rights of children 18 years old and above

1. Disbursement Voucher

3. Letter of Invitation in case of Convention, Trainings and Seminars from sponsoring 

agency/organization
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Note: 

SERVICE: FOR MEDICAL, BURIAL AND FINANCIAL ASSISTANCE

General/Common Requirements

1. Disbursement 

Voucher

2. Obligation Request

1. Case Study

      b.) UNDP DSA copy and Computation of DSA to be claimed

      c.) Document or proof of destination country's currency to peso exchange rate at the date of the grant of cash 

advance

SERVICE:
FOR OTHER SPECIAL CASH ADVANCES (FOOD/TRANSPORTATION ALLOWANCE, PRIZES, HONORATIUM 

OF SPEAKERS/JUDGES, ETC.

Program Design/Project Proposal certified as to funds availability by the City Budget Officer and approved by the City 

Mayor

The following requirements shall be complied when applicable:

  a)  Payroll for food and transportation allowance, prizes, honorarium, etc.

  b)  Notarized Contract of Agreement for Performers

  c)  Speaker's Profile, Judge's Profile, etc.

  d)  Invitation Letter to Speakers, Judges, Guest performers, etc.

Additional Requirements in case of MEDICAL ASSISTANCE:   

2. Original Copy of Barangay Certificate of Indigency

  e)  Certified List of Participants and Authority to Travel for transportation allowance

  f)  SP Resolution authorizing the City Mayor to enter into Contract for Artists/Performers
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SERVICE: FOR FINANCIAL ASSISTANCE

FOR FINANCIAL ASSISTANCE 

2. Obligation Request

3. Hospital bill, medical certificate/abstract, Doctor's Prescription, etc.

Additional Requirements in case BURIAL ASSISTANCE:   

1. Certified True Copy of Death Certificate

2. Photocopy of OSCA ID for Senior Citizens

3. Original Copy of Barangay Certificate of Indigency indicating the relationship of the claimant to the deceased.

Program of Works (POW) certified correct by City Engineer duly approved by the City 

Mayor.Barangay Resolution requesting the City Mayor to release the financial assistance.

Memorandum of Agreement (MOA) indicating the project, amount, etc. between the Barangay and the City 

Government for the terms and conditions for the utilization of financial assistance.

4) Fund Utilization Report of previous financial assistance verified by COA.

1. Disbursement Voucher

SERVICE:

5) Annual Investment Plan (AIP)/ Project Procurement Management Plan(PPMP) 

1. SP Resolution approving the release of financial assistance

2. SP Accreditation in case of Private Organizations with projects for public purpose/welfare

3. Request Letter/ Budget Proposal

OTHER TRANSACTIONS

For General/Common Reqirements:
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Additional Requirements:

SERVICE: FOR RADIO/NEWSPAPER ADVERTISING EXPENSES

Contract

Certificate of Performance

FOR WITHDRAWAL OF RETENTION

1. Copy of accomplished Disbursement Voucher when the purchase of goods/services was made

For quarterly 

payrolls (subsidy to 

Brgy. Tanod, BHWs, 

Approved Payroll

SERVICE:

1. Daily Time Record (DTR)

SERVICE: LIQUIDATION OF CASH ADVANCES

2. Copy of Inspection & Acceptance Report as basis for the computation of retention period

3. Any security in the form of cash, bank guarantee or surety bond in case of withdrawal of retention before the 

maturity period

4. Certification as to No Defects signed by the Head of the end-user department/Section Chief

FOR QUARTERLY PAYROLLS (SUBSIDY TO BRGY. TANOD,  BHWs,CRW)

2. Contract signed by City Mayor

SERVICE:

3. Accomplishment Report noted by Brgy. Kagawad/Committee In-charge and approved by the Barangay Captain

Copy of CD for tv/radio sponsorship, clippings in case of newspaper
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LIQUIDATION REPORT

CASH ADVANCE FOR TRAVEL 

HOW TO AVAIL OF THE SERVICE: General/Common Requirements

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Receiving and 

screening of 

supporting documents

Approved Certificate of 

Travel Completed.

        a) for local travel

Narrative Report on trip 

undertaken/Report on 

Participation

        b) for foreign 

travel
1 hour

Airlines, Bus, Ferry 

Boats Tickets and 

Boarding Passes and 

RER's for Taxi Fares.

        c) for cash 

advances involving 

payrolls

3 hours

Official Receipts for 

registration fees if any, 

hotel accommodation, 

etc.
Certificate of 

Appearance

Revised or supplemental 

Office Order or any 

proof supporting change 

of schedule

STEP

35 minutes

Maria Luisa B. Bonagua

NONE G2C Simple

City Accounting 

Office   G/F, 

City Hall Annex  

Mon to Fri, 8:00 

AM-5:00 PM
        d) for 

Supplemental Feeding 

Program

2 days
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Revised Itinerary of 

Travel, if the previous 

approved itinerary was 

not followed
Proofs of payment- 

Official Receipts, Sales 

Invoice, RER form, 

tickets

2) Attendance

Documentation

Accomplished payroll, 

when applicable

Judge's tally Sheet/ 

Certified List of Winners, 

when applicable

SERVICE: PROCESSING OF MONTHLY UTILITY BILLS

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

2 Review 5 minutes Evangelina S. Borito

Certificate of 

Appearance, when 

applicable

STEP

Maria Luisa B. Bonagua

NONE G2C Simple

City Accounting 

Office   G/F, 

City Hall Annex  

Mon to Fri, 8:00 

AM-5:00 PM
        d) for 

Supplemental Feeding 

Program

2 days
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1 Receiving of 

Statement of Account

5 minutes

2

Preparation of 

Disbursement 

Voucher including 

Schedule of Bills with 

appropriate 

withholding tax 

deduction

3 hours

3 Review 20 minutes

4 Approval 3 minutes

5

Processing of 

payment ( Obligation 

Request, DV 

approval, check 

preparation, check 

approval, Advice 

Prepration)

1 week Complex

SERVICE: ISSUANCE OF CERTIFICATE OF  TAX WITHHELD (BIR form 2306 and 2307)

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

Issuance of Certificate 

of Tax Withheld

Copy of Disbursement 

Voucher 

Statement of Account / 

Billing Statement

Cheryl M. Golingco

NONE G2C

Simple

City Accounting 

Office   G/F, 

City Hall Annex  

Mon to Fri, 8:00 

AM-5:00 PM

Evangelina S. Borito

G2C SIMPLE

City Accounting 

Office   G/F, 

City Hall Annex  

Mon to Fri, 8:00 

AM-5:00 PM

STEP

1 NONE
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a) Preparation of 

Certificate
10 minutes

Glenda B. Bio/ Cheryl M. 

Golingco

b) Approval 2 minutes Evangelina S. Borito

SERVICE: FILING OF BIR TAX EXEMPTION FOR JOB ORDERS (JOs) and Contract of Service (COS) Personnel

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

Receiving/Consolidati

on of Application for 

Withholding Tax 

Exemption

BIR form 1901 (BIR 

Registration) duly 

received by the BIR

a) Review of 

correctness and 

completeness of 

submitted documents

BIR form 1905 

(Registration Information 

Update) for individual 

who needs to transfer 

records from other 

Revenue District Office 

(RDO)

2

Submission of Annex 

C- Income 

Payor/Withholding 

Agent's Sworn 

Declaration

1 week after 

receipt of all 

application

Annex A (Notice of 

Availment of the 

Substituted Filing of 

Percentage Tax Return)

G2C SIMPLE

City Accounting 

Office   G/F, 

City Hall Annex  

Mon to Fri, 8:00 

AM-5:00 PM

STEPS

1

10 minutes

Christine Camata

NONE G2C

Simple

City Accounting 

Office   G/F, 

City Hall Annex  

Mon to Fri, 8:00 

AM-5:00 PMComplex

1 NONE
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3

Submission of List of 

Personnel who fully 

accomplished the 

requirements for tax 

exemption to 

Personnel Section, 

City Budget Office and 

other concerned 

offices

1 week after 

receipt of all 

application

Annex B-2 (Income 

Payee's Sworn 

Declaration of Gross 

Receipts/Sales) 

4 Review 10 minutes

Payment of Annual 

Registration Fee (ARF) / 

BIR form 0605 (Payment 

form) through Landbank 

and other BIR partner 

banks

Evangelina S. Borito Simple

SERVICE:  REQUEST OF FINANCIAL REPORTS AND OTHER FINANCIAL DATA

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

Christine Camata

NONE G2C

City Accounting 

Office   G/F, 

City Hall Annex  

Mon to Fri, 8:00 

AM-5:00 PMComplex

STEPS
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a) Grant of request for 

financial reports

a) For Fund Utilization 

Reports/ Financial 

Status Reports of 

special trust funds- 

relevant documents of 

the receipt and 

utilization of funds (e.g. 

MOA, Report of 

Collections, 

Disbursement Vouchers, 

etc.)
- for the latest 

available 

quarterly/annual 

financial statement

5 minutes

b) For Financial 

Statements and other 

financial reports

- for fund utilization 

reports, financial 

status reports and 

other special reports

1 day

- if the requesting party 

is COA, DILG, DBM and 

other government 

regulating agencies- 

letter of request from the 

requesting agency

2
b) Review and 

Approval
2 minutes

- if the requesting party 

is an individual or 

organization for 

research purposes- 

letter of request 

approved by the City 

Mayor

Evangelina S. Borito

City Accounting 

Office   G/F, 

City Hall Annex  

Mon to Fri, 8:00 

AM-5:00 PM

1 Jose H. Bechaida

NONE G2C Simple
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SERVICE: BARANGAY ACCOUNTING SERVICES

RECEIVING OF MONTHLY ACCOUNTS OF 47 BARANGAYS

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

Receiving of Monthly 

Transmittal of 

Barangay Accounts

1) Transmittal Letter 

(format as prescribed by 

COA) with its supporting 

accounts in 2 sets 

(original for COA, 1 copy 

for accounting file)

Review of Transmittal 

Letter vs. Accounts 

submitted including 

completeness of 

supporting documents 

(as per checklist) and 

accuracy of JEVs 

attached

2 hours

2
Forwarding of 

accounts to COA
2 minutes Rosebelle Buison

3

Release of Transmittal 

Letter stamped 

received by COA to 

respective barangays

1 minute

Ramon George 

Bogñalbal                     

Josephine Repuyan        

STEPS

1

Rosa Buella                    

Roselyn Botalon                         

Rosa Maria Bruce                              

Lilian Abion                        

Jullien Carl Bon                              

Vicente Boncolmo                                    

Rosebelle Borlagdan

NONE G2C Simple

City Accounting 

Office   G/F, 

City Hall Annex  

Mon to Fri, 8:00 

AM-5:00 PM

2) Journal Entry 

Voucher (JEV) per 

transaction prepared by 

respective barangay 

bookkeepers
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SERVICE: BARANGAY ACCOUNTING SERVICES

CERTIFICATION OF PRIOR YEAR'S RETAINED OPERATING SURPLUS

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

Issuance of Certificate 

of Retained Operating 

Surplus
1 day

Review of Statement 

of Actual Income and 

Expenditures

1 day

Statement of Actual 

Income & Expenditures 

prepared by Barangay 

Treasurer, reviewed by 

Brgy. Bookkeeper and 

approved by the Brgy. 

Captain

2

Preparation of 

Certificate of Retained 

Operating Surplus and 

issuance to requesting 

barangay

3 minutes

Copy of Supplemental 

Budget, Realignment if 

there's any

SERVICE: BARANGAY ACCOUNTING SERVICES

APPROVAL OF FUND 
HOW TO AVAIL OF THE SERVICE:

STEPS

1

Rosa B. Buella NONE G2C Simple

City Accounting 

Office   G/F, 

City Hall Annex  

Mon to Fri, 8:00 

AM-5:00 PM
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RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1
Review of Supporting 

Documents
4 hours Fund Utilization Report Rosa Buella

Supporting documents 

evidencing the 

Utilization of Financial 

Assistance
   a) Disbursement 

Vouchers

   b) Payroll, if any
   c) Certificate of Project 

Inspection and 

Certificate of Project 

Completion approved by 

City Engineer

   d) Accomplishment 

Report for non-

infrastructure projects

SERVICE: BARANGAY ACCOUNTING SERVICES

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

STEPS

REVIEW OF BARANGAY ANNUAL BUDGET (BUDGET EXECUTION FROM NO.2 AND BUDGET 

ACCOUNTABILITY FORM NO. 1 & 2)

STEPS

NONE G2C Simple City Accounting 

Office   G/F, 

City Hall Annex  

Mon to Fri, 8:00 

AM-5:00 PM

2 Approval 2 minutes Evangelina S. Borito
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1 Review 1 day

Statement of Actual 

Income & Expenditures 

as of Dec. 31 of the past 

year

Rosa Buella

Approval 5 minutes

Statement of Actual 

Income of Expenditures 

as of June 30 of the 

current year

c) Copy of Supplemental 

Budget, Realignment, if 

any

SERVICE: BARANGAY ACCOUNTING SERVICES

REVIEW OF 
HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

Requirements for 

supplemental budget

1) Certificate of 

Retained Operating 

Surplus for 

supplemental of prior 

year's savings

1 day Rosa Buella

NONE G2C Simple

City Accounting 

Office                          

G/F,                                  

City Hall Annex  

Mon to Fri,                

8:00 AM-5:00 

PM

NONE G2C Simple

City Accounting 

Office   G/F, 

City Hall Annex  

Mon to Fri, 8:00 

AM-5:00 PM
Evangelina S. Borito

STEPS

1 Review

2
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2) Statement of Income 

Actually Realized for 

supplemental of Excess 

Income

3) LBP form 161 

(Supplemental Budget 

on Funds Actually 

Available)

4) Barangay 

Appropriation Ordinance

Requirements for 

realignment
1) Updated Registry of 

Allotment and 

Commitments (RAC)
2) Statement of Funds 

Available for 

Realignment

3) Barangay Resolution

BUSINESS PERMITS AND LICENSING UNIT
       23

SERVICE: MAYOR'S PERMIT FOR NEW BUSINESS

Mayor's Permit for 

NOTE: ALL PAYMENTS OF ASSESSED DUES SHALL BE PAID AT THE CITY TREASURER'S OFFICE

NONE G2C Simple

City Accounting 

Office                          

G/F,                                  

City Hall Annex  

Mon to Fri,                

8:00 AM-5:00 

PM

2 Approval 5 minutes Evangelina S. Borito
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WHO CAN AVAIL THE SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Clients are requested 

to present their proof 

of business 

registration for Single 

Prop from the DTI, 

Juridical Entities with  

SEC and 

Cooperatives with the 

CDA, Barangay 

Business Clearance 

where the business is 

located and the 

amount of 

capitalization in 

starting the business                                 

1. Proof of Business 

Registration:

STEPS

5 minutes

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK

All motorized Tricycle Operators/ors, and Juridical Entities, granted with Franchise by the  Sangguniang Panlungsod
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  1.a.   

If business location is 

rented applicant 

should attach thier 

lease contract from 

his/her lessor

DTI for Single 

Proprietorship    SEC 

Registration for Juridical 

Entities (Corporation, 

Partnership, 

Association, 

Organization                               

CDA Registration for 

Cooperatives

1.b. 

And attach occupancy 

permit for the 

business location

1.c. 

FOR OCCUPANTS 

AT THE MARKET, 

Applicant must be a 

holder of a certificate 

of Award, Lease, 

Contract, and Market 

clearance.                                      

FOR APPLICANTS 

AT THE CITY 

INTEGRATED 

TERMINAL, 

Applcants must 

present a lease 

contract.

5 minutes

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK
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2

Once all these 

mandatory 

requirements are 

secured, applicants 

will proceed to the 

City Treasurer's Office 

and secure 

Residence 

Certificate (Cedula) 

for Single 

Proprietorship, 

Corporate Cedula or 

CC! for Juridical 

Entities including 

Cooperatives then 

proceed to  Permts 

and Licensing Unit                               

*Mandatory 

Requirements based 

on JMC #1, s. 2016

3

Release of unified 

application form for 

business (render 

assistance/instruction

s  on how to fill out the 

said unified form if 

necessary)

1.  *Occupancy Permit             

2.   *Lease Contract if 

Lessee                                                  

3.   *Barangay Business 

Clearance where the 

business is located

Proceed to the 

Offices of the 

Inspection Team

5 minutes

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK

Elsa E. Abaño G2B Simple

4

4.   *Basis for the 

computation of taxes, 

fees and other charges, 

e.g. business 

capitalization to be 

provided by the client
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 . Once filled-out, 

proceed to CPDO for 

zoning/locational 

clearance, City Health 

Centre for Health and 

Sanitary, then to 

Engineering Dept - 

Building Official for 

Annual Inspecion, & 

occupanct permit then 

applicant will proceed 

to the Business 

Permits and Licensing 

Unit

5

Filing, assessment 

of Mayor's Permit 

Fee, Business 

Registration Plate, 

Sticker and 

Encoding of Vital 

information to the 

database 2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK

Elsa E. Abaño G2B Simple

4

4.   *Basis for the 

computation of taxes, 

fees and other charges, 

e.g. business 

capitalization to be 

provided by the client

15 minutes

Filled-out and verified 

unified appliction form 

togtether with all the 

above-mentioned 

mandatory documentay 

requirements 

Eduard Jason S. Joers 

and Mylene Nebres

based on 

Ordinance No. 

16, s. 1997

G2B Simple
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5.1

submit the filled-out 

and verified unified 

application form 

together with all the 

above-mentioned 

documentary 

requirements to the 

Business Permits and 

Licensing Unit, .                                            

5.2

application will be 

assessed of Mayor's 

Permit, Business 

Plate and sticker.       

afterwhich information 

will be encoded 

5.3

Vital information will 

be encoded in the 

database.  A 

computer-generated 

information sheet will 

be provided by the 

encoding staff to the 

applicant, which he or 

she will bring to the 

City Treasurer's Office 

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK

15 minutes

Filled-out and verified 

unified appliction form 

togtether with all the 

above-mentioned 

mandatory documentay 

requirements 

Eduard Jason S. Joers 

and Mylene Nebres

based on 

Ordinance No. 

16, s. 1997

G2B Simple

Occupancy Permit                   

For Market 

Stallholders:     

Certificate of Award 

Lease Contract, Market 

Clearance,                       

For Business at the 

City Integrated 

Terminal:               

Lease Contract                      

For Applicants whose 

business location is 

rented:                           

Lease Contract 

Page 348



5.4

then the applicant will 

proceed to the City 

Treasurer's Office for 

the assessment of 

business taxes, 

regulatory  fees and 

other charges, a 

computer-generated 

billing statement of 

dues will be provided, 

by the business 

assessors to the 

applicant.                                                              

Center to secure 

Health and Sanitary 

Permit and shall go to 

the Bureau of Fire 

Protection to secure 

Fire Safety Inspection 

Clearance (FSIC)

5.5
Then the applicant 

pays his/her dues.

5.6

Once payment has 

been made, the 

applicant will go back 

to the Health 

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK

15 minutes
Eduard Jason S. Joers 

and Mylene Nebres

based on 

Ordinance No. 

16, s. 1997

G2B Simple

Occupancy Permit                   

For Market 

Stallholders:     

Certificate of Award 

Lease Contract, Market 

Clearance,                       

For Business at the 

City Integrated 

Terminal:               

Lease Contract                      

For Applicants whose 

business location is 

rented:                           

Lease Contract 
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6

Validation of 

documents/requirem

ents including 

Official Receipts

6.1

Applicant will proceed 

to the Business 

Permits and Licensing 

Unit bringing all the 

requiremens and the 

unified application 

form and official 

receipts, for validation 

of documents

Printing of Mayor's 

Permit

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK

5 minutes

Unified Application 

Form,  Barangay 

Clearance, Health and 

Sanitary Permit, Fire 

Clearance, Proof of 

Business Registration,   

Official Receipts  lease 

contract for rented place 

and Market Clearance 

for Market Stallholder

Purisima Sarah S. Joers

NONE G2B Simple

7 5 minutes

Ernesto A. Gonzales, Jr.     

Eduard Jason S. Joers        

Shiela V. Balbin
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Once verified and 

validated, Mayor's 

Permit for new wiil be 

printed, countersigned 

recommended for 

approval, will be 

recorded and 

transmitted to the 

Office of the LCE for 

final approval

Approval of Mayor's 

Permit for New

The City Mayor signs 

as approval for the 

Mayor's Permit for 

new, and will be 

returned to the BPLU 

Release of Mayor's 

Permit

Once the permit is 

back to the BPLU, it 

will be recorded dry-

sealed and released

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK

5 minutes

9
Shiela V. Balbin / Elsa E. 

Abaño

NONE G2B Simple

7 5 minutes

Ernesto A. Gonzales, Jr.     

Eduard Jason S. Joers        

Shiela V. Balbin

8
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SERVICE: MAYOR'S PERMIT FOR RENEWAL BUSINESS

NOTE: ALL PAYMENTS OF ASSESSED DUES SHALL BE PAID AT THE CITY TREASURER'S OFFICE

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

Clients are requested 

to proceed to the 

Business Permits and 

Licensing Unit to 

secure unified 

applicaion form

For Market Stallholder: 

Market Clearance

Proceed to the 

Business Permits 

and Licensing Unit 

for the release of the 

Unified Application 

Form

Mayor's Permit for business is required before a person, natural or juridical, can commence managing legal 

business operation

STEPS

1

5 minutes 1. Barangay Business 

Clearance where the 

business is locaed                                   

2. Lease Contract if 

place of business is 

rented                    3. 

Basis  for the 

Elsa E. Abaño

NONE

G2B

Simple

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK

Once all these 

mandatory 

requirements are 

secured, applicants 

will proceed  to  

Permits and Licensing 

Unit                               

FOR APPLICANTS AT 

THE CITY 

INTEGRATED 

TERMINAL, Applicants 

must be a holder of a 

current lease contract.

2
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Unified Form will be 

released to the 

applicant . Fill-out the 

form
Proceed to the 

Offices of the 
 Once  filled-out, 

applicant shall 

proceed to CPDO for 

zoning/locational 

clearance, City Health 

Centre for Health and 

Sanitary, then to 

Engineering Dept - 

Building Official for 

Annual Inspecion, 

then applicant will 

proceed to the 

Business Permits and 

Licensing Unit

Filing and Encoding 

of Vital Information 

to the database

15 minutes

Ernesto A. Gonzales, Jr.    

Eduard Jason S. Joers        

Mylene Nebres

5 minutes

Elsa E. Abaño

NONE

G2B

Simple

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK

FOR APPLICANTS AT 

THE CITY 

INTEGRATED 

TERMINAL, Applicants 

must be a holder of a 

current lease contract.

2

3

4
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Filing, assessment of 

Mayor's Permit Fee, 

Business Registration 

Plate, Sticker and 

Encoding of Vital 

information to the 

database

4.1

submit the filled-out 

and verified unified 

application form 

together with all the 

above-mentioned 

documentary 

requirements to the 

Business Permits and 

Licensing Unit, 

Unified application form 

duly verified by he 

Inspection Team with 

mandatory requirements 

4.2

application will be 

assessed of Mayor's 

Permit, Business 

Plate and sticker.       

afterwhich information 

will be encoded 
Unified application form 

duly verified by he 

Inspection Team with 

mandatory requirements 

with assessment of 

Mayor's Permit, Sticker 

and Bus. Reg Plae if 

applicable

NONE

G2B

Simple

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK

FOR APPLICANTS AT 

THE CITY 

INTEGRATED 

TERMINAL, Applicants 

must be a holder of a 

current lease contract.

4

Ernesto A. Gonzales, Jr.    

Purisima Sarah S. Joers

Based on 

Ordinance No. 

16, s. 1997
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4.3

Vital information will 

be encoded in the 

database.  A 

computer-generated 

information sheet will 

be provided by the 

encoding staff to the 

applicant, which he or 

she will bring to the 

City Treasurer's Office 

Eduard Jason S. Joers        

Mylene B. Nebres
NONE

4.4

then the applicant will 

proceed to the City 

Treasurer's Office for 

the assessment of 

business taxes, 

regulatory  fees and 

other charges, a 

computer-generated 

billing statement of 

dues will be provided, 

by the business 

assessors to the 

applicant.   

Unified application form 

duly verified by he 

Inspection Team with 

mandatory requirements 

with assessment of 

Mayor's Permit, Sticker 

and Bus. Reg Plae if 

applicable

G2B

Simple
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4.5

Then the applicant 

shall poceed to the 

Bureau of Fre 

Protection for the 

assessment,  payment 

and release of the 

FSIC 

G2B

Simple
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4.6

Once FSIC is 

released the applicant 

shall proceed to the 

the Health Unit for the 

release of the Medical 

Certificate then the 

applicant shall 

proceed to the Office 

of the City Treasurer 

for the payment of the 

computed fees, other 

charges and business 

taxes. When payment 

is done the applicant 

shall proced to the 

City Treasurer for the 

appoval of the 

Assessment Record., 

then proceed to the 

Business Permits and 

Licensing Unit

Validation of 

documents/requirem

ents including 

Official Receipts

5 minutes Purisima Sarah s. Joers

5

Unified Application 

Form, Health and 

Sanitary Permit, Fire 

Clearance, Proof of 

Business Registration, 

Cedula, or CCI,  Official 

Receipts and lease 

contract

NONE Simple

G2B

Page 357



Applicant will proced 

to the Business 

Permits and Licensing 

Unit bringing all the 

requiremens and the 

unified application 

form and official 

receipts, for validation 

of documents

15 minutes

Ernesto A. Gonzales, Jr. 

and Eduard Jasdon S. 

Joers

SERVICE: ISSUANCE OF MAYOR'S PERMIT FOR MOTORIZED TRICYCLES (NEW)

NOTE: ALL PAYMENTS OF ASSESSED DUES SHALL BE PAID AT THE CITY TREASURER'S OFFICE

Franchise is valid for three (3) years

WHO CAN AVAIL OF THE SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Secure Barangay 

Clearance where the 

operator resides, and

2 Police Clearance

5

Unified Application 

Form, Health and 

Sanitary Permit, Fire 

Clearance, Proof of 

Business Registration, 

Cedula, or CCI,  Official 

Receipts and lease 

contract

NONE Simple

All Motorized Tricycle Operators / Driver - Operators, and Juridical Entities, granted with Franchise by the 

Sangguniang Panglungsod

STEPS

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK

G2B

An instruction is given to the Motorized Tricycle Operator to proceed to the TRD to secure the Certificate of 

Franchise 
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3

Once these 

documents are 

acquired, applicant 

will proceed to: To the 

City Engineer's Office 

for vehicle inspection, 

then to TRD for 

Assessment then to 

City Treasure's Office 

for payment of dues, 

then go back to 

Engineering Office for 

approval of inspection 

then to Public Safety 

Office (PSO) for 

approval, then 

Business Permits and 

Licensing Unit

Receiving , 

checking, printing 

and recommend 

approval of Permit 

for New Motorized 

Tricycle

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK

4 20 minutes

1. Barangay Clearance 

where the operator 

resides                                                     

2. Police Clearance                            

3. Photocopy of OR/CR                                     

4. Vehicle Inspection 

Report duly 

accomplished by the 

Office of the City 

Engineer, and signed by 

its authorized 

signatories                        

5. Assessement Form                                  

6. Official Receipt                              

Shiela V. Balbin / Elsa E. 

Abaño / Mylene B. 

Nebres / Eduard Jason 

S. Joers
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1. Mayor's Permit for a 

Motorized Tricycl, new 

will be printed                                       

2. Countersigned as 

recommending 

approval,                                                      

3. Transmitted to the 

Office of the City 

Mayor for approval,                                      

4 Recording and dry 

sealing, then                                        

5. Release of the 

Permit

SERVICE: ISSUANCE OF MAYOR'S PERMIT FOR MOTORIZED TRICYCLES (RENEWAL)

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

 Client must be a 

grantee of a 

FRANCHISE by the 

Sangguniang 

Panglungsod

STEPS

20 minutes

1. Police Clearance                       

2. Barangay Clearance 

where the operator 

resides                                                   

3. Vehicle Inspection 

Report duly 

accomplished by the 

Office of the City 

Engineer, and signed by 

its authorized 

signatories                                    

4. Assessment Form                                 

5. Official Receip

Shiela V. Balbin / Elsa E. 

Abaño / Mylene B. 

Nebres / Eduard Jason 

S. Joers

Based on 

Ordinance No. 

017 - 2017

G2C                         

G2B
Simple

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK

4 20 minutes

1. Barangay Clearance 

where the operator 

resides                                                     

2. Police Clearance                            

3. Photocopy of OR/CR                                     

4. Vehicle Inspection 

Report duly 

accomplished by the 

Office of the City 

Engineer, and signed by 

its authorized 

signatories                        

5. Assessement Form                                  

6. Official Receipt                              

Shiela V. Balbin / Elsa E. 

Abaño / Mylene B. 

Nebres / Eduard Jason 

S. Joers
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2

Secure Barangay 

Clearance where the 

operator resides, and

3 Police Clearance

4

Once these 

documents are 

acquired, applicant 

will proceed to: To the 

City Engineer's Office 

for vehicle inspection, 

then to TRD for 

Assessemnt then to 

City Treasure's Office 

for payment of dues, 

then go back to 

Engineering Office for 

approval of inspection 

then to Public Safety 

Office (PSO) for 

approval, then 

Business Permits and 

Licensing Unit

20 minutes

1. Police Clearance                       

2. Barangay Clearance 

where the operator 

resides                                                   

3. Vehicle Inspection 

Report duly 

accomplished by the 

Office of the City 

Engineer, and signed by 

its authorized 

signatories                                    

4. Assessment Form                                 

5. Official Receip

Shiela V. Balbin / Elsa E. 

Abaño / Mylene B. 

Nebres / Eduard Jason 

S. Joers

Based on 

Ordinance No. 

017 - 2017

G2C                         

G2B
Simple

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK
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Receiving , 

checking, printing 

and recommend 

approval of Permit 

for the RenewaL OF 

Motorized Tricycle

1. Renewal of Mayor's 

Permit for a Motorized 

Tricycle,  will be 

printed                                     

2. Countersigned as 

recommending 

approval,                                    

3. Transmitted to the 

Office of the City 

Mayor for approval,                                               

4 Recording and dry 

sealing, the                                            

5. Release of the 

Permit

SERVICE: ISSUANCE OF MAYOR'S  PERMIT FOR MOTORIZED TRICYCLE (RENEWAL) WITH EXPIRED FRANCHISE

NOTE: ALL PAYMENTS OF ASSESSED DUES SHALL BE PAID AT THE CITY TREASURER'S OFFICE

HOW TO AVAIL OF THE SERVICE:

20 minutes

1. Police Clearance                       

2. Barangay Clearance 

where the operator 

resides                                                   

3. Vehicle Inspection 

Report duly 

accomplished by the 

Office of the City 

Engineer, and signed by 

its authorized 

signatories                                    

4. Assessment Form                                 

5. Official Receip

Shiela V. Balbin / Elsa E. 

Abaño / Mylene B. 

Nebres / Eduard Jason 

S. Joers

Based on 

Ordinance No. 

017 - 2017

G2C                         

G2B
Simple

5
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RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1. Police Clearance

2. Barangay Clearance 

where the operator 

resides                  
3. Vehicle Inspection 

Report duly 

accomplished by the 

Office of the City 

Engineer, and signed by 

its authorized 

signatories   OR/CR                               

 4. Official Receipt

SERVICE:

NOTE: ALL PAYMENTS OF ASSESSED DUES SHALL BE PAID AT THE CITY TREASURER'S OFFICE

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1. Police Clearance

2. Barangay Clearance 

where the operator 

resides                  

G2C                                                  

G2B

Simple

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK

STEPS

1 The same procedure 

and requirements as 

of Renewal, however, 

after the release of 

the Mayor's Permit, 

applicant will be 

advised to proceed to 

TRD to secure 

Franchise Certificate

20 minutes Shiela V. Balbin / Elsa E. 

Abaño / Mylene B. 

Nebres / Eduard Jason 

S. Joers

Based on 

Ordinance No. 

017 - 2017

G2C                                                  

G2B

Simple 2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK

ISSUANCE OF MAYOR'S PERMIT FOR MOTORIZED TRICYCLES (RENEWAL) WITH CHANGED UNIT

STEPS

1 The same procedure 

and requirements as 

of Renewal, however, 

the client has to 

secure the dropping 

Order from the TRD 

and requested to 

present the OR CR of 

the new unit

20 minutes Shiela V. Balbin / Elsa E. 

Abaño / Mylene B. 

Nebres / Eduard Jason 

S. Joers

Based on 

Ordinance No. 

017 - 2017
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3. Vehicle Inspection 

Report duly 

accomplished by the 

Office of the City 

Engineer, and signed by 

its authorized 

signatories   OR/CR                               
4. Dropping Order

5. Official Receipt

SERVICE:

NOTE: ALL PAYMENTS OF ASSESSED DUES SHALL BE PAID AT THE CITY TREASURER'S OFFICE

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1. Police Clearance
2. Barangay Clearance 

where the operator 

resides                  
3. Vehicle Inspection 

Report duly 

accomplished by the 

Office of the City 

Engineer, and signed by 

its authorized 

signatories   OR/CR                               
4. Dropping Order

G2C                                                  

G2B

Simple

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK

ISSUANCE OF MAYOR'S PERMIT FOR MOTORIZED TRICYCLES (RENEWAL), TRANSFER OF OWNERSHIP

STEPS

1 The same procedure 

and requirements as 

of Renewal, however, 

the client has to 

secure the dropping 

Order from the TRD

20 minutes Shiela V. Balbin / Elsa E. 

Abaño / Mylene B. 

Nebres / Eduard Jason 

S. Joers

Based on 

Ordinance No. 

017 - 2017

G2C                                                  

G2B

Simple

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK

1 The same procedure 

and requirements as 

of Renewal, however, 

the client has to 

secure the dropping 

Order from the TRD 

and requested to 

present the OR CR of 

the new unit

20 minutes Shiela V. Balbin / Elsa E. 

Abaño / Mylene B. 

Nebres / Eduard Jason 

S. Joers

Based on 

Ordinance No. 

017 - 2017
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5. Official Receipt

SERVICE: ISSUANCE OF MAYOR'S PERMIT FOR MOTORIZED TRICYCLES (SPECIAL ROUTE)

NOTE: ALL PAYMENTS OF ASSESSED DUES SHALL BE PAID AT THE CITY TREASURER'S OFFICE

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 Applicants are 

requested to proceed 

to the Office of the 

Transportation and 

Regulation Division to 

submit  their 

prescribed 

requirements, once all 

requirements are 

accomplshed, 

including the 

assessment of fees, 

applicant will proceed 

to the Office of the 

City Treasurer to pay 

then the  applicant will 

proceed to the 

Business Permits and 

Licensing Unit.

G2C                                            

G2B

Simple

1 The same procedure 

and requirements as 

of Renewal, however, 

the client has to 

secure the dropping 

Order from the TRD

20 minutes Shiela V. Balbin / Elsa E. 

Abaño / Mylene B. 

Nebres / Eduard Jason 

S. Joers

Based on 

Ordinance No. 

017 - 2017

G2C                                                  

G2B

Simple

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK

STEPS

Based on 

Ordinance

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK
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2

RECEIVES AND  

CHECk RELEASE 

OF THE MAYOR'S 

PERMIT FOR 

SEPCIAL ROUTE 

MOTORIZED 

TRICYCLE

20 minutes

Assessmentfrom the 

TRD and Official 

Receipt

Ernesto  A. Gonzales, Jr.   

Purisima Sarah S. Joers

1. Mayor's Permit for a 

Motorized Tricycle, 

Special Route will be 

printed                                     

2. Countersigned as 

recommending 

approval,                                                       

3. Transmitted to the 

Office of the City 

Mayor for approval,                                     

4. Permit will be 

returned to the BPLU 

for recording, dry-

sealiing and                          

5.  Release of the 

permit        

Shiela V. Balbin / Elsa E. 

Abaño / Mylene B. 

Nebres / Eduard Jason 

S. Joers

SERVICE:

NOTE: ALL PAYMENTS OF ASSESSED DUES SHALL BE PAID AT THE CITY TREASURER'S OFFICE

Based on 

Ordinance

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK

ISSUANCE OF MAYOR'S PERMIT FOR PEDALLED "PADYAK" TRICYCLES (NEW)

Page 366



WHO MAY AVAIL OF THE SERVICE: Client must be a grantee of a FRANCHISE by the Sangguniang Panglungsod

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Secure Barangay 

Clearance where the 

operator resides
2 Police Clearance

STEPS

G2C Simple
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3

Once these 

documents are 

acquired, applicant 

will proceed to: To the 

City Engineer's Office 

for vehicle inspection, 

then to TRD for 

Assessemnt then to 

City Treasure's Office 

for payment of dues, 

then go back to 

Engineering Office for 

approval of inspection 

then to Public Safety 

Office (PSO) for 

approval, then 

Business Permits and 

Licensing Unit. 

Printing of Mayor's 

Permit for pedalled 

"Padyak" Tricycle, as 

new and approval of 

the Permit.

G2C Simple
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Receiving, checking, 

printing, approval 

and release of the 

Mayor's Permit for 

New Pedalled 

"Padjak" Tricycle

1. Mayor's Permit for 

Pedalled "Padjak" 

Tricycl, new will be 

printed                                    

2. Countersigned as 

recommending 

approval,                                                     

3. Transmitted to the 

Office of the City 

Mayor for approval,                                   

4 Recording and dry 

sealing, then                                        

5. Release of the 

Permit

SERVICE:

NOTE: ALL PAYMENTS OF ASSESSED DUES SHALL BE PAID AT THE CITY TREASURER'S OFFICE

WHO CAN AVAIL OF THE SERVICE:

HOW TO AVAIL OF THE SERVICE:

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK

ISSUANCE OF MAYOR'S PERMIT FOR PEDALLED "PADYAK" 

All pedalled tricycle operators/driver - operators and juridical entities . Client must be a grantee of a FRANCHISE by 

the Sangguniang Panglungsod

G2C Simple

5 20 minutes

1. Barangay Clearance 

where the operator 

resides                                                                    

2. Official Receipt                                                                     

3. Assessment Form 

from TRD                                                           

4. Official Receipt                                     

5. Vehicle Inspection 

Report duly 

accomplished by the 

Office of the City 

Engineer, and signed by 

its authorized 

signatories

Ernesto A. Gonzales, Jr                          

Shiela V. Balbin                  

Elsa E. Abaño                               

Mylene B. Nebres                                         

Eduard Jason S. Joers                                     

Purisima Sarah S. Joers

NONE
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RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Secure Barangay 

Clearance where the 

operator resides

2 Police Clearance

3 Once these 

documents are 

acquired, applicant 

will proceed to: To the 

City Engineer's Office 

for vehicle inspection, 

then to TRD for 

Assessemnt then to 

City Treasure's Office 

for payment of dues, 

then go back to 

Engineering Office for 

approval of inspection 

then to Public Safety 

Office (PSO) for 

approval, then 

Business Permits and 

Licensing Unit.

20 minutes

STEPS

1. Police Clearance                                               

2. Barangay Clearance 

where the operator 

resides                                                                             

3. Vehicle Inspection 

Report duly 

accomplished by the 

Office of the City 

Engineer, and signed by 

its authorized 

signatories                                       

4. Assessment Form                               

5. Official Receipt

Ernesto A. Gonzales, Jr                          

Shiela V. Balbin                  

Elsa E. Abaño                               

Mylene B. Nebres                                         

Eduard Jason S. Joers                                     

Purisima Sarah S. Joers

Based on 

Ordinance No. 

017 - 2017

G2C                                                

G2B

Simple

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK
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NOTE: ALL PAYMENTS OF ASSESSED DUES SHALL BE PAID AT THE CITY TREASURER'S OFFICE

WHO CAN AVAIL OF THE SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1. Police Clearance

2. Barangay Clearance 

where the operator 

resides
3. Vehicle Inspection 

Report duly 

accomplished by the 

Office of the City 

Engineer, and signed by 

its authorized 

signatories and PSO                            
4. Assessment form 

from TRD 

5. Official Receipt

SERVICE:
ISSUANCE OF MAYOR'S PERMIT FOR PEDALLED "PADYAK" TRICYCLES WITH ARREARS, CHANGED UNIT, 

CHANGE PARADA, AND OWNERSHIP

All pedalled tricycle operator/driver - operators and Juridical Entities granted with franchise by the 

Sangguniang Panlungsod who wish to replace

STEPS

1 The same procedure 

and requirements as 

of Renewal, however, 

the client has to 

secure the 

documentary 

requirements required 

by the TRD and the 

assessment form then 

the client can proceed 

to the Permits and 

:Licensing Unit.

20 minutes Elsa E. Abaño                                                                    

Eduard Jason S. Joers

Based on 

Ordinance No. 

017 - 2017

G2C Simple

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAKPage 371



6. All other documents 

required and verified by 

the TRD

SERVICE:

NOTE: ALL PAYMENTS OF ASSESSED DUES SHALL BE PAID AT THE CITY TREASURER'S OFFICE

WHO CAN AVAIL OF THE SERVICE: PROFESSIONALS 

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 Applicant must secure 

barangay clearance 

where he/she resides 

and secure Police 

Clearance, and 

undergo medical 

certificate,when all 

these documents are 

secured he/she will 

proceed to the 

Business Permits and 

Licensing Unit                                             

1 The same procedure 

and requirements as 

of Renewal, however, 

the client has to 

secure the 

documentary 

requirements required 

by the TRD and the 

assessment form then 

the client can proceed 

to the Permits and 

:Licensing Unit.

20 minutes Elsa E. Abaño                                                                    

Eduard Jason S. Joers

Based on 

Ordinance No. 

017 - 2017

G2C Simple

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK

STEPS

20 minutes

1. Police Clearance                            

2. Medical Result 

(Yellow Card)                                       

3. Official Receipt

Shiela V. Balbin                  

Elsa E. Abaño                               

Mylene B. Nebres                                         

Eduard Jason S. Joers                                     

Purisima Sarah S. Joers

Based on 

Ordinance No. 

16, s. 1997

G2C Simple

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK

ISSUANCE OF MAYOR'S PERMIT FOR THE CALLING OR EXERCISE OF PROFESSION (FOR LOCAL 

EMPLOYMENT)
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RECEIVING, 

CHECKING 

PRINTING 

APPROVAL AND 

RELEASE, OF THE 

PERMIT          

20 minutes

1. Police Clearance                            

2. Medical Result 

(Yellow Card)                                       

3. Official Receipt

Shiela V. Balbin                  

Elsa E. Abaño                               

Mylene B. Nebres                                         

Eduard Jason S. Joers                                     

Purisima Sarah S. Joers

Based on 

Ordinance No. 

16, s. 1997

G2C Simple

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK

2
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Verification of 

requirements and 

secure order of 

payment, then he/she 

will proceed to the 

City Treasurer's Office 

for payment the gop 

back to Business 

Permits and  

Licensing Unit for the 

printing of the Mayor's 

Permit, once printed 

Licensing Officer will 

affix his 

countersignature, then 

the applicant will 

proceed to the 

Mayor's Office for the 

final approval by the 

City Mayor, then go 

back to the BPLU for 

dry recording, dry 

sealing and release

SERVICE:

20 minutes

1. Police Clearance                            

2. Medical Result 

(Yellow Card)                                       

3. Official Receipt

Shiela V. Balbin                  

Elsa E. Abaño                               

Mylene B. Nebres                                         

Eduard Jason S. Joers                                     

Purisima Sarah S. Joers

Based on 

Ordinance No. 

16, s. 1997

G2C Simple

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK

2

ISSUANCE OF MAYOR'S PERMIT FOR THE CALLING OF PROFESSION FOR GROs
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NOTE: ALL PAYMENTS OF ASSESSED DUES SHALL BE PAID AT THE CITY TREASURER'S OFFICE

WHO CAN AVAIL OF THE SERVICE: All GROs who will work within the territorial limits of Tabaco City with complete requirements.

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Applicant must secure 

first Barangay 

Clearance where she 

resides, then secure 

Police Clearance then 

undergo Medical 

Examination, then 

proceed to the Health 

Center for Health 

Card, then proceed to 

City Treasurer's Office 

to secure Cedula and 

payments due, then 

proceed to the BPLU

Printing and 

Approval of the 

Permit

STEPS

20 minutes

Medical Result, Health 

Card      Barangay 

Clearance Police 

Clearance  Cedula                  

Official Receipt of 

payments

Ernesto A. Gonzales, Jr                          

Shiela V. Balbin                  

Elsa E. Abaño                               

Mylene B. Nebres                                         

Eduard Jason S. Joers                                     

Purisima Sarah S. Joers

Based on 

Ordinance No. 

16, s. 1997 and 

PTR

G2C Simple

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK

2 Receiving and 

checking of  

equirements 

3
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Once the 

requirements are 

checked complete, 

Mayor's Permit for 

GRO will be printed 

and countersigned by 

the Licensing Officer 

and endorsed to the 

LCE for approval

Release of Permit

Once the permit is 

printed, the Lcensing 

Officer will affix his 

countersignature as 

recommending 

approval, then the 

permit will be 

transmitted to the 

Office of the City 

Mayor for final 

approval, once it is 

approved by the City 

Mayor, the permit will 

be recorded, dry 

sealed and will be 

released

20 minutes

Medical Result, Health 

Card      Barangay 

Clearance Police 

Clearance  Cedula                  

Official Receipt of 

payments

Ernesto A. Gonzales, Jr                          

Shiela V. Balbin                  

Elsa E. Abaño                               

Mylene B. Nebres                                         

Eduard Jason S. Joers                                     

Purisima Sarah S. Joers

Based on 

Ordinance No. 

16, s. 1997 and 

PTR

G2C Simple

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK

3

4

Shiela V. Balbin / Elsa E. 

Abaño / Mylene B. 

Nebres / Eduard Jason 

S. Joers
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SERVICE:

NOTE: ALL PAYMENTS OF ASSESSED DUES SHALL BE PAID AT THE CITY TREASURER'S OFFICE

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

ISSUANCE OF PERMIT TO USE LGU PREMISES (INCLUDING CITY TERRACE, PLAZA, KIOSK)

STEPS
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1

Requested to inquire 

from the Business 

Permits and Licensing 

Unit as to availability 

of the place on their 

desired event date 

and submit a letter of 

intent addressed to 

the Ceity Mayor to use 

public place and 

submit the same to 

the Public Safety 

Office for evaluation 

and recommendation, 

once recommended 

for approval,  submit 

the letter of intent to 

the Office of the City 

Mayor for final 

approval, then submit 

the letter to the 

Business Permits and 

Licensing Unit for 

confirmation and 

issuance of order of 

payment, once 

payment has been 

20 minutes

Ernesto A. Gonzales, Jr                          

Shiela V. Balbin                  

Elsa E. Abaño                               

Mylene B. Nebres                                         

Eduard Jason S. Joers                                     

Purisima Sarah S. Joers

Indivicuals and 

Juridical 

Entities who 

wish to use 

Government 

premises
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Printing of Mayor's 

Permit to use the 

City Plaza, Kiosk or 

City Terrace

APPROVAL OF THE 

PERMIT.   Once the 

permit is printed, the 

Licensing Officer will 

affix his 

countersignature as 

recommending 

approval, the 

applicant will proceed 

to the Office of the 

City Mayor for final 

approval, once 

approved the 

applicant will proceed 

to the Busainess 

Permits and Licensing 

Unit. The Permit will 

be recorded and dry-

sealed then it will be 

SERVICE:

NOTE: ALL PAYMENTS OF ASSESSED DUES SHALL BE PAID AT THE CITY TREASURER'S OFFICE

2

FOR USE OF PUBLIC PLACE IN THE MARKET AREA
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HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

G2C Simple

Any individual 

or juridical 

entity who wish 

to apply for 

special permit 

for promotion 

sale and 

advertisement 

of products 

within the 

vicinity of their 

business 

location

recommendation, 

once recommended 

for approval by the 

PSO, submit the letter 

of intent to the Office 

of the City Mayor for 

final approval, then 

Ernesto A. Gonzales, Jr      

Purisima Sarah S. Joers

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK

Once the permit is 

printed, the Licensing 

Officer will affix his 

countersignature as 

recommending 

approval, the 

applicant will proceed 

to the Office of the 

City Mayor for final 

APPROVAL OF THE 

PERMIT, once 

approved the 

applicant will proceed 

to the Busainess 

Permits and Licensing 

Unit.RELEASE OF 

THE PERMIT The 

Permit will be 

recorded and dry-

sealed then it will be 

released

Shiela V. Balbin / Elsa E. 

Abaño / Mylene B. 

Nebres / Eduard Jason 

S. Joers

STEPS

1

An applicant who wish 

to use public place at 

the market premises 

is requested to inquire 

from the Economic 

Enterprise 

Management Unit 

(EEMU), as to 

20 minutes

1. Approved letter of 

intent to use public place                                                

2. Official Receipt 

Purisima Sarah S. Joers      

Eduard Jason S. Joers

Php500.00 

inclusive for five 

(5) days (Based 

on Ordinance No. 

029-2017)
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SERVICE:

NOTE: ALL PAYMENTS OF ASSESSED DUES SHALL BE PAID AT THE CITY TREASURER'S OFFICE

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

G2C Simple

2nd Flr.  City 

Hall Building 

Annex, Tabaco 

City                          

8:00am to 

5:00pm                          

Mondays to 

Fridays                           

NO NOON 

BREAK

Once the permit is 

printed, the Licensing 

Officer will affix his 

countersignature as 

recommending 

approval, the 

applicant will proceed 

to the Office of the 

City Mayor for final 

APPROVAL OF THE 

PERMIT, once 

approved the 

applicant will proceed 

to the Busainess 

Permits and Licensing 

Unit.RELEASE OF 

THE PERMIT The 

Permit will be 

recorded and dry-

sealed then it will be 

released

Shiela V. Balbin / Elsa E. 

Abaño / Mylene B. 

Nebres / Eduard Jason 

S. Joers

1 20 minutes

1. Approved letter of 

intent to use public place                                                

2. Official Receipt 

Php500.00 

inclusive for five 

(5) days (Based 

on Ordinance No. 

029-2017)

ISSUANCE OF SPECIAL PERMIT FOR PROMOTION OF SALE AND ADVERTISEMENT OF PRODUCTS

STEPS
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1

Any applicant who 

wish to conduct 

promotion sale or 

advertisement of 

products within the 

vicinity of their 

business location shall  

submit a letter of 

intent addressed to 

and approved by the 

City Mayor, then 

applican shall proceed 

to the BPLU and 

furnish said letter and 

secure order of 

payment, then 

proceed to the City 

Treasurer's Office for  

payment, when 

payment has been 

made, applicant will 

proceed to the BPLU 

Purisima Sarah S. Joers      

Eduard Jason S. Joers

Any individual 

or juridical 

entity who wish 

to apply for 

special permit 

fot promotion 

sale and 

advertisement 

of products 

within the 

vicinity of their 

business 

location with 

complete 

requirements
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Printing of Mayor's 

Permit

Ernesto A. Gonzales, Jr      

Purisima Sarah S. Joers

2nd Flr. City 

Hall Building 

Annex, Tabaco 

City                      

Mondays                      

to                              

Fridays                            

8:00am                          

to                                        

5:00pm           

2
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Once the permit is 

printed, the Licensing 

Officer will affix his 

countersignature as 

recommending 

approval, the 

applicant will proceed 

to the Office of the 

City Mayor for FINAL 

APPROVAL OF THE 

PERMIT, once 

approved the 

applicant will go back 

to the Business 

Permits and Licensing 

Unit.                           

Release of the 

Permit .       The 

Permit will be 

recorded and dry-

sealed then it will be 

released

Shiela V. Balbin / Elsa E. 

Abaño / Mylene B. 

Nebres / Eduard Jason 

S. Joers

2nd Flr. City 

Hall Building 

Annex, Tabaco 

City                      

Mondays                      

to                              

Fridays                            

8:00am                          

to                                        

5:00pm                                          

NO NOON 

TIME BREAK

SERVICE:

NOTE: ALL PAYMENTS OF ASSESSED DUES SHALL BE PAID AT THE CITY TREASURER'S OFFICE

HOW TO AVAIL OF THE SERVICE:

2

ISSUANCE OF PERMIT AND CHAINSAW REGISTRATION
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RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

An applicant must 

secure regulatory 

ddocuments from the 

Department of 

Environment and 

Natural Resources for 

chainsaw registration. 

Once documents are 

secured, the applicant 

must secure barangay 

clearance where 

he/she resides, take 

picture of the 

chainsaw unit,then 

proceed to the 

Business Permits and 

Licensing Unit with all 

the documents then 

secure Ordfer of 

Payment for the 

registration. then 

proceed to the City 

Treaurer's Office for 

payment. Once 

payment has been 

made, the applicant 

will go back to the 

Purisima Sarah S. Joers             

Eduard Jason S. Joers

STEPS
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2

APPROVAL OF THE 

CHAINSAW 

REGISTRATION AND 

PERMIT. Once the 

registration of 

chainsaw has been 

printed, the Licensing 

Officer will sign it for 

approval, RELEASE 

OF THE PERMIT, it 

will be recorded and 

dry-sealed then will be 

released.

Ernesto A. Gonzales, Jr.

SERVICE: ISSUANCE OF 

NOTE: ALL PAYMENTS OF ASSESSED DUES SHALL BE PAID AT THE CITY TREASURER'S OFFICE

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKSSTEPS
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1

An informant/applicant 

must proceed to the 

Tabaco City Cemetery 

bringing with him/her 

the death certificate of 

the deceased to 

secure Order of 

payment, then the 

informant will proceed 

to the City Health Unit 

to secure burial 

permit, then proceed 

to the City 

"Treasurer's Office for 

payment. When 

payment has been 

paid the 

informant/applicant 

will proceed to the 

Business Permit and 

Licensing Unit. A copy 

of waiver will be 

issued to the 

informant for notary, 

once notarized, the 

informant will go back 

to BPLU for the 
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2

Once all requirements 

are completed 

including the notary of 

the waive burial permit 

will be printed and 

countersigned and 

released

SERVICE: ISSUANCE OF 

NOTE: ALL PAYMENTS OF ASSESSED DUES SHALL BE PAID AT THE CITY TREASURER'S OFFICE

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

PRINTING OF 

MAYOR'S 

CLEARANCE

RELEASE OF 

MAYOR'S 

CLEARANCE

1
An applicant for 

Mayor's Clearance 

20 minutes
Police Clearance and 

Official Receipt

Shiela V. Balbin             

Eduard Jason S. Joers       

Elsa E. Abaño              

Mylene B. Nebres        

Purisima Sarah S. Joers

Based on 

Ordinance No. 

16, s. 1997

G2C Simple

2nd Flr. City 

Hall Building 

Annex, Tabaco 

City                      

Mondays                      

to                              

Fridays                            

8:00am                          

to                                        

5:00pm                                          

NO NOON 

TIME BREAK

2

 then proceed to the 

Business Permits and Ernesto A. Gonzales, Jr. 

Purisima Sarah S. Joers

3

Once the Clearance is 

printed the Licensing 

Officer will affix his 

signature as 

recommending 

approval, then the 

client will proceed to 

the Office of the City 

Mayor for the final 

approval of his/her 

Mayor's Clearance, 

Once the clearance 

has been signed by 

the City Mayor, the 

client must bring back 

the clearance to the 

Business Permits and 

Licensing Unit where 

it will be recorded, dry-

sealed and it will be 

released

Shiela V. Balbin             

Eduard Jason S. Joers       

Elsa E. Abaño              

Mylene B. Nebres        

Purisima Sarah S. Joers

STEPS

Page 388



SERVICE:

NOTE: ALL PAYMENTS OF ASSESSED DUES SHALL BE PAID AT THE CITY TREASURER'S OFFICE

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

20 minutes
Police Clearance and 

Official Receipt

Based on 

Ordinance No. 

16, s. 1997

G2C Simple

2nd Flr. City 

Hall Building 

Annex, Tabaco 

City                      

Mondays                      

to                              

Fridays                            

8:00am                          

to                                        

5:00pm                                          

NO NOON 

TIME BREAK

3

Once the Clearance is 

printed the Licensing 

Officer will affix his 

signature as 

recommending 

approval, then the 

client will proceed to 

the Office of the City 

Mayor for the final 

approval of his/her 

Mayor's Clearance, 

Once the clearance 

has been signed by 

the City Mayor, the 

client must bring back 

the clearance to the 

Business Permits and 

Licensing Unit where 

it will be recorded, dry-

sealed and it will be 

released

Shiela V. Balbin             

Eduard Jason S. Joers       

Elsa E. Abaño              

Mylene B. Nebres        

Purisima Sarah S. Joers

ISSUANCE OF BUSINESS RELATED TO CERTIFICATION

STEPS

1 RECEVING AND 

ISSUANCE OF 

20 minutes

Letter-request 

addressed to the City 

Mayor thru the Licensing 

Officer requesting for a 

business certification for 

a purpose, Official 

Reciept and 

Documentary

Purisima Sarah S. Joers                                  

Ernesto Gonzales, Jr.

Php25.00 plus 

documentary 

stamps

G2B                                       

G2C                                     

G2G

Simple

2nd Flr. City 

Hall Building 

Annex, Tabaco 

City                      

Mondays                      

to                              

Fridays                            

8:00am                          

to                                        

5:00pm                                          

NO NOON 

TIME BREAK

Individual or juridical 

entitties requesting for 

any business related 

certification is required 

to submit to the 

Business Permit and 

Licensing Unit a 

request letter 

addrressed to the 

Licensing Officer, 

stating therein the 

purpose of the 

certification. It will be 

stamped received by 

a receiving staff at the 

NONE
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PRINTING AND 

APPROVAL OF THE 

CRTIFICATION

1

20 minutes

Letter-request 

addressed to the City 

Mayor thru the Licensing 

Officer requesting for a 

business certification for 

a purpose, Official 

Reciept and 

Documentary

Purisima Sarah S. Joers                                  

Ernesto Gonzales, Jr.

G2B                                       

G2C                                     

G2G

Simple

2nd Flr. City 

Hall Building 

Annex, Tabaco 

City                      

Mondays                      

to                              

Fridays                            

8:00am                          

to                                        

5:00pm                                          

NO NOON 

TIME BREAK

Individual or juridical 

entitties requesting for 

any business related 

certification is required 

to submit to the 

Business Permit and 

Licensing Unit a 

request letter 

addrressed to the 

Licensing Officer, 

stating therein the 

purpose of the 

certification. It will be 

stamped received by 

a receiving staff at the 

NONE

2

Then the applicant will 

proceed to the City 

Treasurer's Office for 

the payment, then BIR 

for a documentqary 

stamp. When 

payment and 

purchase of 

documentary stamp 

has been made, the 

applicant will proceed 

to the Business 

Permnits and 

Licensing Unit for the 

printing and approval 

of the certification 
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RELEASE OF THE 

CERTIFICATION

SERVICE:
ISSUANCE OF 

RESPONSES TO 
EX: LIST OF 

NOTE: ALL PAYMENTS OF ASSESSED DUES SHALL BE PAID AT THE CITY TREASURER'S OFFICE

20 minutes

Letter-request 

addressed to the City 

Mayor thru the Licensing 

Officer requesting for a 

business certification for 

a purpose, Official 

Reciept and 

Documentary

Purisima Sarah S. Joers                                  

Ernesto Gonzales, Jr.

G2B                                       

G2C                                     

G2G

Simple

2nd Flr. City 

Hall Building 

Annex, Tabaco 

City                      

Mondays                      

to                              

Fridays                            

8:00am                          

to                                        

5:00pm                                          

NO NOON 

TIME BREAK

NONE

2

Then the applicant will 

proceed to the City 

Treasurer's Office for 

the payment, then BIR 

for a documentqary 

stamp. When 

payment and 

purchase of 

documentary stamp 

has been made, the 

applicant will proceed 

to the Business 

Permnits and 

Licensing Unit for the 

printing and approval 

of the certification 

3

Once printed it will be 

signed for approval by 

the Licensing Officer, 

recorded, dry-sealed 

then it will be 

released.
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HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

RECEIVING OF 

LETTER-REQUEST 

1

1 - 2 days

Letter-request for a 

purpose duly 

approved by the 

Licensing Officer, OR 

for payment

Puisima Sarah S. Joers 

Eduard Jason S. Joers

Based on Ord. 

No 16, s. 1007
G2C 

Simple

Any individual 

or juridical 

entitiee,  

requesting for a 

List of business 

Registrants for 

a purpose

any individual or 

juridical entities who 

requests for a list of 

business registrants 

or establishments 

must furnish the 

Business Permits and 

Licensing Unit a letter-

request stipulating 

therein the information 

needed, including 

thier contact number, 

once received by the 

Unit an order of 

payment will be issued 

to the requesting 

party, then the 

applicant will proceed 

to the City Treasurer's 

Office for payment. 

When payment has 

been done the 

applicant will proceed 

to the licensing Unit 

for the printing of the 

list.

Students - free in 

soft copy
G2C 

Based on 

Ordinance No. 

16, s.1997

G2B

STEPS
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2nd Flr. City 

Hall Building 

Annex, Tabaco 

City                      

Mondays                      

to                              

Fridays                            

8:00am                          

to                                        

5:00pm   

RESEARCH, 

FNALIZATION, 

PRINTING

1

1 - 2 days

Letter-request for a 

purpose duly 

approved by the 

Licensing Officer, OR 

for payment

Puisima Sarah S. Joers 

Eduard Jason S. Joers
Simple

any individual or 

juridical entities who 

requests for a list of 

business registrants 

or establishments 

must furnish the 

Business Permits and 

Licensing Unit a letter-

request stipulating 

therein the information 

needed, including 

thier contact number, 

once received by the 

Unit an order of 

payment will be issued 

to the requesting 

party, then the 

applicant will proceed 

to the City Treasurer's 

Office for payment. 

When payment has 

been done the 

applicant will proceed 

to the licensing Unit 

for the printing of the 

list.

Based on 

Ordinance No. 

16, s.1997

G2B

2
Once all requirements 

are complied the 

BPLU staff will do the 

3

ISSUANCE OF 

ORDER OR 
once printed, the 

Licensing Officer will 

ISSUE AN ORDER 
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SERVICE:

EX: LIST OF 

NOTE: ALL PAYMENTS OF ASSESSED DUES SHALL BE PAID AT THE CITY TREASURER'S OFFICE

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

RECEIVING, 

APPROVING AND 

RECORDING F THE 

REQUEST

ISSUANCE OF RESPONSES TO QUERIES AND REQUEST

STEPS

1

1 - 3 days

Letter-request duly 

approved by the 

Licensing Officer, 

stipulaqting therein thw 

information neded 

Purisima Sarah s. Joers                        

Ernesto A. Gonzales, Jr.
NONE G2G Simple

Any 

government 

agency who 

requests for a 

list of business 

registrants or 

establishments 

must furnish the 

Business 

Permits and 

Licensing Unit a 

letter-request 

stipulating 

therein the 

information 

needed, 

including thier 

contact number

any government 

agency who requests 

for a list of business 

registrants or 

establishments must 

furnish the Business 

Permits and Licensing 

Unit a letter-request 

stipulating therein the 

information needed, 

including thier contact 

number, once 

received by the Unit 

and approved by the 

Licensing Officer, the 

list will be prepared

2 RESEARCHING, 

PREPARATION, 
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RELEASE OF THE 

LIST

24

SERVICE:
HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 - 3 days

Letter-request duly 

approved by the 

Licensing Officer, 

stipulaqting therein thw 

information neded 

Purisima Sarah s. Joers                        

Ernesto A. Gonzales, Jr.
NONE G2G Simple

2

Once approved, the 

BPLU staff will do the 

research, 

consolidation and 

crafting of the list 

requested , then it will 

be finalized and 

printed, once printed, 

the Licensing Officer 

will sign as approval 

of the list 

2nd Flr. City 

Hall Building 

Annex, Tabaco 

City                      

Mondays                      

to                              

Fridays                            

8:00am                          

to                                        

5:00pm                         

NO NOON 

TIME BREAK

3

 then It will be 

recorded and released 

either personally 

released, electronic, 

or via registered mail 

with retun card

 INFORMATION TECHNOLOGY UNIT (IT)

IT RECOMMENDATION

STEPS
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1
Present the GSO 

Certification

30 minutes - 1 

hour

GSO Certification to 

Purchase
Any staff of IT NONE G2G Simple

IT Unit Office     

Monday - 

Friday                             

8:00 am - 5:00 

pm

SERVICE:
HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1
Present requirements 

to IT staff

1 hour - 2 hours 

(Depending on 

the quantity of 

items)

1. GSO Certification to 

Purchase                                                         

2. IT Recommendation                                      

3. Purchase Request                                                

4. BAC 

Recommendation                                                      

5. BAC Award                                           

6. Purchase Order                                            

7. Delivery Receipt

Any staff of IT NONE G2G Simple

IT Unit Office     

Monday - 

Friday                             

8:00 am - 5:00 

pm

SERVICE:

IT Equipment

Internet Connection

Telephone Line

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

TECHNICAL INSPECTION

STEPS

REQUEST FOR REPAIR

STEPS
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1
Properly filled - up 

request form

Depends on the 

complexity of the 

process of repair

Present Form to IT staff Any staff of IT NONE G2G Simple

IT Unit Office     

Monday - 

Friday                             

8:00 am - 5:00 

pm

SERVICE: REQUEST FOR IT 

(PRESENTATIONS, TRAININGS/SEMINARS, MEETINGS ETC…)

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1
Properly filled - up 

request form

Depends on the 

schedule of the 

activities/events

Present Form to IT staff Any staff of IT NONE G2G Simple

IT Unit Office     

Monday - 

Friday                             

8:00 am - 5:00 

pm                                             

(Can be 

scheduled 

during 

weekends)

SERVICE: CCTV REVIEW

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

STEPS

STEPS
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1

Properly filled-up 

request form and duly 

approved by the 

authorized personnel

Depend on the 

time of the 

requested 

incident for 

review

Present form to IT staff Any staff of IT NONE
G2C                                              

G2G
Simple

IT Unit Office     

Monday - 

Friday                             

8:00 am - 5:00 

pm                                             

(Can be 

scheduled 

depending on 

the case)

25

SERVICE:
HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1
Receiving and 

recording

OFFICE OF THE CITY ADMINISTRATOR

1. Acts as the coordinator among the different departments and head of offices with regard to all management and administration related programs and projects.                                                                                                                                                                                                                                                                                                                                                                                                

2. Serves as primary conduit among City Government Offices in delivering effective basic services to City constituents.                                                                                                                                                             

3. Ensure that all City standard operation procedures, rules, regulations and policies are properly implemented and observed for the benefit of people of Tabaco City.

DOCUMENT REVIEW & ENDORSEMENT TO THE CITY ADMINISTRATOR (CA)

STEPS

2 - 5 minutes NONE Manuel Belen NONE G2C, G2B, G2G Simple

2nd Flr. City 

Hall Building 

Annex, Tabaco 

City                

8:00am to 

5:00pm         

Mondays                        

to                                

Fridays

VISION

                                                    The City Administrator's Office envisions to take the lead among other City Departments and/or Offices in the effective 

implementation of all approved City Plans and strategies with the primary aim of serving the people of Tabaco with the highest standards.

MISSION
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2

Review and make 

necessary 

corrections/adjustmen

ts before endorsing to 

CA

SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 Receiving and recording

2

Review and forward 

respective documents 

to the departments 

involved. Deliver and 

endorse all approved, 

reviewed, verified 

sorted-out and 

controlled various 

documents and 

correspondences

2 - 5 minutes NONE Manuel Belen NONE G2C, G2B, G2G Simple

2nd Flr. City 

Hall Building 

Annex, Tabaco 

City                

8:00am to 

5:00pm         

Mondays                        

to                                

Fridays

DISTRIBUTION OF DOCUMENTS CORRESPONDENCES

STEPS

As the need arises Applicable Documents Ma. Dandel Carbungco NONE G2C, G2B, G2G Simple

2nd Flr. City 

Hall Building 

Annex, Tabaco 

City                

8:00am to 

5:00pm         

Mondays                        

to                                

Fridays
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SERVICE: RESERVATIONS

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 Receiving and recording

2
Approval and 

signature of CA

SERVICE: SANGGUNIAN 
HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 Receiving and recording

2

For CA's review and 

approval for 

endorsement to SP

STEPS

5 - 10 minutes

Subject Documents                         

&                                                               

MOA

Donna Banda NONE G2C, G2B, G2G Simple

2nd Flr. City 

Hall Building 

Annex, Tabaco 

City                

8:00am to 

5:00pm         

Mondays                        

to                                

STEPS

3 - 5 minutes
Letter Request with 

contact details
Ma. Dandel Carbungco NONE

2nd Flr. City 

Hall Building 

Annex, Tabaco 

City                

8:00am to 

5:00pm         

Mondays                        

to                                

Fridays
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SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1
Receiving and 

recording

2 For Signature

SERVICE:
HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1
Receiving and 

recording

2
Approval and 

Signature

DOCUMENTS FOR SIGNATURE OF THE CITY MAYOR

STEPS

As the need to 

arises
Applicable Documents Roberlyn Parpan NONE G2C, G2B, G2G Simple

2nd Flr. City 

Hall Building 

Annex, Tabaco 

City                

8:00am to 

5:00pm         

Mondays                        

to                                

Fridays

TRAVEL AUTHORITY

STEPS

5 - 10 minutes Letter of Request Roberlyn Parpan NONE Simple

2nd Flr. City 

Hall Building 

Annex, Tabaco 

City                

8:00am to 

5:00pm         

Mondays                        

to                                

Fridays
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SERVICE: CHECKS

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1
Receiving and 

recording

2
Approval and 

Signature

SERVICE:
HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1
Receiving and 

recording

2

Review of the 

authenticity of all the 

attached required 

documents

NONE G2B, G2G Simple

2nd Flr. City 

Hall Building 

Annex, Tabaco 

City                

8:00am to 

5:00pm         

Mondays                        

to                                

Fridays

Letter of Request                                                    

Obligation Request                                 

Voucher

Cynthia Borromeo

STEPS

5 - 10 minutes

Duly signed vouchers & 

other pertinent 

attachments

Roberlyn Parpan NONE Simple

2nd Flr. City 

Hall Building 

Annex, Tabaco 

City                

8:00am to 

5:00pm         

Mondays                        

to                                

Fridays

FINANCIAL ASSISTANCE FOR NATIONAL AGENCIES & HOSPITALS

STEPS

3 - 5 minutes
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3
Approval and 

Signature

SERVICE:
HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 Preparation

2 Filing to the HRMO

3
Approval and 

Signature

SERVICE:
HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1
Receiving and 

recording

PURCHASE REQUEST

STEPS

3 - 5 minutes

Purchase Request 

signed by the 

requisitioner

NONE G2B, G2G Simple

2nd Flr. City 

Hall Building 

Annex, Tabaco 

City                

8:00am to 

5:00pm         

Mondays                        

to                                

Fridays

APPLICATION FOR LEAVE OF THE CA OFFICE STAFF

STEPS

3 - 5 minutes

Application for Leave

Cynthia Borromeo NONE G2C Simple

2nd Flr. City 

Hall Building 

Annex, Tabaco 

City                

8:00am to 

5:00pm         

Mondays                        

to                                

Fridays

Letter of Request                                                    

Obligation Request                                 

Voucher

Cynthia Borromeo

Roselyn Chia NONE G2C Simple

2nd Flr. City 

Hall Building 

Annex, Tabaco 

City                

8:00am to 

5:00pm         

Mondays                        

to                                

Fridays

3 - 5 minutes

Page 403



2
Approval and 

Signature

SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1

Review of the 

supporting paper to be 

used as basis for the 

required document

2
Draft EO, resolution, 

and minutes

3
Approval and 

Signature

SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

NONE Simple 2nd Flr. City 

Hall Building 

Annex, Tabaco 

City                

8:00am to 

5:00pm         

Mondays                        

to                                

Fridays

3 - 5 minutes

Purchase Request 

signed by the 

requisitioner

DTR & ACCOMPLISHMENT REPORTS OF JOB ORDER WORKERS

STEPS

Roselyn Chia NONE G2C Simple

2nd Flr. City 

Hall Building 

Annex, Tabaco 

City                

8:00am to 

5:00pm         

Mondays                        

to                                

Fridays

DRAFTING OF EXECUTIVE ORDERS, RESOLUTIONS & MINUTES OF THE MEETING

STEPS

As the need 

arises

Applicable documents Sydney Carbungco
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1
Receiving and 

recording

2
Approval and 

Signature

SERVICE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 Receiving and recording

2 Review of the 

documents attached

3 Approval and 

Signature

                                '26

SERVICE:

PROCESSING OF VOUCHERS & OTHER DOCUMENTS

STEPS

As the need 

arises

Applicable documents Henry Layon                                  

Mark Burce                           

Michael Realizan                                   

Jackielyn Belen

NONE G2C Simple 2nd Flr. City 

Hall Building 

Annex, Tabaco 

City                

8:00am to 

5:00pm         

Mondays to 

Fridays

As the need 

arises
Applicable documents

Julian Carullo                               

Sulpicio Reoperez III
NONE G2C Simple

2nd Flr. City 

Hall Building 

Annex, Tabaco 

City                

8:00am to 

5:00pm         

Mondays to 

Fridays

CITY ABATTOIR OFFICE

ARRIVAL AND ACCEPTANCE OF ANIMALS
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NOTE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 Check proper 

handling of animals / 

pertinent documents 

for large cattle

1 minute per client NONE Supervisor / Meat 

Inspector on Duty:                    

Jonel Arcos                                                   

Jose Ernesto Ros

NONE G2C Simple Daily 8:00 am - 

5:00 pm                      

City Abbattoir, 

San Carlos, 

Tabaco City

SERVICE:

NOTE: NO ACCEPTANCE OF ANIMALS BEYOND 7PM - ANIMALS ALLOWED TO REST 5 - 7 HOURS PRIOR TO SLAUGHTER

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 Check animals health 

for fitness to slaughter

30 - 40 minutes NONE Supervisor / Meat 

Inspector on Duty:                    

Jonathan Banzuela                                                   

Jose Ernesto Ros

NONE G2C Simple Daily 8:00 am - 

5:00 pm                      

City Abbattoir, 

San Carlos, 

Tabaco City

SERVICE:

STEPS

ANTE - MORTEM INSPECTION

STEPS

RECORDING OF ANIMALS IN THE LOGBOOK

NO ACCEPTANCE OF ANIMALS BEYOND 7PM - ANIMALS ALLOWED TO REST 5 - 7 HOURS PRIOR TO 

SLAUGHTER
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NOTE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 For record purposes 

and for issuance of 

permit to slaughter

1 - 2 minutes NONE Livestock Recorder:            

Ryan Cirujales                               

Aldwin Budy                        

Fernando Balingbing                             

Darwin Felomino

NONE G2C Simple Daily 8:00 am - 

5:00 pm                      

City Abbattoir, 

San Carlos, 

Tabaco City

SERVICE:

NOTE: NO ACCEPTANCE OF ANIMALS BEYOND 7PM - ANIMALS ALLOWED TO REST 5 - 7 HOURS PRIOR TO SLAUGHTER

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 To ensure that all 

animals to be 

slaughtered are in 

good condition

5 hours NONE Livestock Caretaker:                                          

Illuminado Bilolo                         

Vicente Bron

NONE G2C Simple Daily 8:00 am - 

5:00 pm                      

City Abbattoir, 

San Carlos, 

Tabaco City

SERVICE:

NOTE:

HOW TO AVAIL OF THE SERVICE:

STEPS

LIVESTOCK CARETAKING

STEPS

FURNACE OPERATION

NO ACCEPTANCE OF ANIMALS BEYOND 7PM - ANIMALS ALLOWED TO REST 5 - 7 HOURS PRIOR TO 

SLAUGHTER

NO ACCEPTANCE OF ANIMALS BEYOND 7PM - ANIMALS ALLOWED TO REST 5 - 7 HOURS PRIOR TO 

SLAUGHTER
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RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 To maintain the heat 

of furnace firing 

chamber

1 day NONE Furnacer: Mark Joseph 

Bron

NONE G2C Simple Daily 8:00 am - 

5:00 pm                      

City Abbattoir, 

San Carlos, 

Tabaco City

SERVICE:

NOTE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 Meat Inspector check 

permit to slaughter 

and check butchers 

for proper attire, 

personal 

hygiene/fitness to 

work

1 - 2 minutes per 

butcher

NONE Meat Inspector on Duty:                                 

Onesimo Juan Borjal                        

Henry Gascon                                             

Rodel Balingbing

NONE G2C Simple Daily 8:00 am - 

5:00 pm                      

City Abbattoir, 

San Carlos, 

Tabaco City

SERVICE:

STEPS

SLAUGHTERING OPERATION

STEPS

POST-MORTEM INSPECTION

NO ACCEPTANCE OF ANIMALS BEYOND 7PM - ANIMALS ALLOWED TO REST 5 - 7 HOURS PRIOR TO 

SLAUGHTER
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NOTE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 Butchers present 

meat carcass to Meat 

inspector on duty for 

proper inspection

2 Meat Inspector 

condemn 

carcass/organs found 

unfit for human 

consumption and 

communicable 

disease

SERVICE:

NOTE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

NONE G2C Simple Daily 8:00 am - 

5:00 pm                      

City Abbattoir, 

San Carlos, 

Tabaco City

BRANDING OF MEAT CARCASSES

STEPS

NO ACCEPTANCE OF ANIMALS BEYOND 7PM - ANIMALS ALLOWED TO REST 5 - 7 HOURS PRIOR TO 

SLAUGHTER

STEPS

5 - 15 minutes NONE Meat Inspector on Duty:                                 

Onesimo Juan Borjal                        

Henry Gascon                                             

Rodel Balingbing

NO ACCEPTANCE OF ANIMALS BEYOND 7PM - ANIMALS ALLOWED TO REST 5 - 7 HOURS PRIOR TO 

SLAUGHTER
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1 Inspected and pass fit 

for human 

consumption

15 - 20 seconds 

per carcass

NONE Meat Inspector on Duty:                                 

Onesimo Juan Borjal                        

Henry Gascon                                             

Rodel Balingbing

NONE G2C Simple Daily 8:00 am - 

5:00 pm                      

City Abbattoir, 

San Carlos, 

Tabaco City

SERVICE:

NOTE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 Issuance of Official 

Receipt to client

5 - 15 minutes NONE Collector:                               

Romeo Casin

NONE G2C Simple Daily 8:00 am - 

5:00 pm                      

City Abbattoir, 

San Carlos, 

Tabaco City

SERVICE:

NOTE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

PAYMENT OF FEES AND CHARGES

STEPS

NO ACCEPTANCE OF ANIMALS BEYOND 7PM - ANIMALS ALLOWED TO REST 5 - 7 HOURS PRIOR TO 

SLAUGHTER

NO ACCEPTANCE OF ANIMALS BEYOND 7PM - ANIMALS ALLOWED TO REST 5 - 7 HOURS PRIOR TO 

SLAUGHTER

ISSUANCE OF MIC/CS FORM

STEPS
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1 Meat Inspector on 

duty will issue Meat 

Inspection 

Certificate/Condemnat

ion Slip to Meat 

Handlers / Dealers

5 - 15 minutes NONE Meat Inspector on Duty:                                 

Onesimo Juan Borjal                        

Henry Gascon                                             

Rodel Balingbing

NONE G2C Simple Daily 8:00 am - 

5:00 pm                      

City Abbattoir, 

San Carlos, 

Tabaco City

SERVICE:

NOTE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 Ready for transport 

from slaughterhouse 

to Tabaco City Wet 

Market Meat Section

2 minutes per 

carcass

NONE Meat Haulers:                            

Dindo Bradecina                     

Francis Marco                                  

Joven Boter                                 

Florentino Biron                              

Mildred Bron

NONE G2C Simple Daily 8:00 am - 

5:00 pm                      

City Abbattoir, 

San Carlos, 

Tabaco City

SERVICE:

NOTE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

LOADING OF MEAT CARCASSES IN THE MEAT DELIVERY VAN

STEPS

DISPOSAL OF CONDEMNED CARCASS/MEAT PARTS

STEPS

NO ACCEPTANCE OF ANIMALS BEYOND 7PM - ANIMALS ALLOWED TO REST 5 - 7 HOURS PRIOR TO 

SLAUGHTER

NO ACCEPTANCE OF ANIMALS BEYOND 7PM - ANIMALS ALLOWED TO REST 5 - 7 HOURS PRIOR TO 

SLAUGHTER
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1 Meat Inspector 

disposes condemned 

carcasses or meat 

parts

15 - 30 minutes NONE Meat Inspector on Duty:                                 

Onesimo Juan Borjal                        

Henry Gascon                                             

Rodel Balingbing

NONE G2C Simple Daily 8:00 am - 

5:00 pm                      

City Abbattoir, 

San Carlos, 

Tabaco City

SERVICE:

NOTE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 To eliminate or 

remove bad odor and 

animal hydes in and 

out of slaughterhouse

4 - 5 hours daily NONE Maintenance:                     

Edgar Broncano                       

Severino Nespiros                                     

Medardo Bron                                   

William Soliveras                                  

Dolores Bermas

NONE G2C Simple Daily 8:00 am - 

5:00 pm                      

City Abbattoir, 

San Carlos, 

Tabaco City

CLEANING AND DIS-INFECTION

STEPS

NO ACCEPTANCE OF ANIMALS BEYOND 7PM - ANIMALS ALLOWED TO REST 5 - 7 HOURS PRIOR TO 

SLAUGHTER
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SERVICE:

NOTE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 To maintain 

cleanliness within 

Abattoir premises

6 - 1 day daily NONE Maintenance:                     

Edgar Broncano                       

Severino Nespiros                                     

Medardo Bron                                   

William Soliveras                                  

Dolores Bermas

NONE G2C Simple Daily 8:00 am - 

5:00 pm                      

City Abbattoir, 

San Carlos, 

Tabaco City

SERVICE:

NOTE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 To maintain quality of 

wastewater as per 

standard of EMV-

DENR

4 - 5 hours daily NONE Maintenance:                                  

Medardo Bron                                   

William Soliveras                                  

NONE G2C Simple Daily 8:00 am - 

5:00 pm                      

City Abbattoir, 

San Carlos, 

Tabaco City

CLEANING OF ABATTOIR PREMISES

STEPS

CLEANING OF WASTEWATER TREATMENT FACILITY

STEPS

NO ACCEPTANCE OF ANIMALS BEYOND 7PM - ANIMALS ALLOWED TO REST 5 - 7 HOURS PRIOR TO 

SLAUGHTER

NO ACCEPTANCE OF ANIMALS BEYOND 7PM - ANIMALS ALLOWED TO REST 5 - 7 HOURS PRIOR TO 

SLAUGHTER
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SERVICE:

NOTE:

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CA-TION
REMARKS

1 Submits  monthly 

reports to Bureau of 

Animal Industry and 

National Meat 

Inspection Service

2 days NONE Report Consolidator:                                  

Maribeth Burac                             

Marisol Balangat

NONE G2C Simple Daily 8:00 am - 

5:00 pm                      

City Abbattoir, 

San Carlos, 

Tabaco City

27

TO EFFECTIVELY DEVELOP AND IMPLEMENT PLANS AND STRATEGIES IN RELATION TO PROPER PROCUREMENT, MANAGEMENT OF RECORDS, 

CONSOLIDATION OF SLAUGHTERHOUSE PRODUCTION REPORTS

STEPS

CITY GENERAL SERVICES OFFICE

               VISION

NO ACCEPTANCE OF ANIMALS BEYOND 7PM - ANIMALS ALLOWED TO REST 5 - 7 HOURS PRIOR TO 

SLAUGHTER

                 MISSION

TO PROVIDE A PROMPT AND EFFICIENT GENERAL SERVICES TO VARIOUS OFFICES OF THE CITY GOVERNMENT OF TABACO AND TO ITS 

CONSTITUENTS.

AND DISPOSAL OF PROPERTIES OF THE CITY GOVERNMENT AND OTHER GENERAL SERVICES-RELATED 
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SERVICE:

WHO CAN AVAIL OF THE SERVICE: City Officials and employees

HOW TO AVAIL THE SERVICE

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CATION
REMARKS

Client will present the item/s

Copy of Purchase 

Order, 

2/F, GSO, 

Tabaco

for inspection

Delivery Receipt, 

Inspection City Hall Annex 

and Acceptance Building
Mondays to 

Fridays

Prepare ARE and 

Inventory Tag 

(stickers)

Except 

declared non-

working 

holidays.
8:00 AM-5:00 

PM

Release ARE with Inventory

Tag (Sticker) to Accountable

Officer

SERVICE: TRANSFER OF PROPERTY ACCOUNTABILITY

HOW TO AVAIL THE SERVICE

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CATION
REMARKSSTEPS

ISSUANCE OF ACKNOWLEDGMENT RECEIPT FOR EQUIPMENT

STEPS

1 10 minutes

Crisanta Bragais No fees G2G SIMPLE

2 20 minutes

3 5 minutes
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Client will present the item/s

2/F, GSO, 

Tabaco

for transfer City Hall Annex 

BuildingMondays to 

Fridays
Prepare new ARE and 

Inventory 

Tag (Sticker) Except 

declared non-

working 

holidays.8:00 AM-5:00 PM

Release ARE with Inventory

Tag (Sticker) to the new 

Accountable Officer

SERVICE: 

HOW TO AVAIL THE SERVICE

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CATION
REMARKS

1 Client will present the item/s10 minutes Copy of Old ARE

2/F, GSO, 

Tabaco

for relief of accountability Presence of item/s for waste City Hall Annex Building
Mondays to 

Fridays

5 minutes Crisanta Bragais

RELIEF OF ACCOUNTABILITY

STEPS

1 10 minutes

Copy of old ARE

Crisanta Bragais

No fees G2G SIMPLE
2 20 minutes Crisanta Bragais

3

Crisanta Bragais No fees G2G Simple

Page 416



2
Prepare Waste 

Material/s Report 20 minutes

and Inspection and 

Inventory

Except 

declared non-

working 

holidays.of Unserviceable 

Report of Property

8:00 AM-5:00 

PM

(IIURP) form

3

Release the IIURP 

and waste 5 minutes
material form to end-

user/

Accountable Officer

SERVICE: REPAIR AND MAINTENANCE OF HEAVY EQUIPMENT, MOTOR VEHICLES AND EQUIPMENTS

HOW TO AVAIL THE SERVICE

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CATION
REMARKS

1

Client will present the 

vehicle/s
10 minutes Present the vehicle/s or

Hanna Buebo

2/F, GSO, 

Tabaco
or equipment/s for 

repair

equipment/s for 

inspection City Hall Annex 

Building

2

Conduct and prepares 

Pre-Inspection 30 minutes Present the vehicle/s or Gerald Malagueṅo

Motorpool, 

TCCT 

STEPS

No fees G2G

Crisanta Bragais No fees G2G Simple

Page 417



report

equipment/s for 

inspection

Compound, 

Pawa

3 Prepares PR 5 minutes

Copy of pre-inspection 

report Hanna Buebo

2/F, GSO, 

Tabaco

City Hall Annex 

4

Conduct repair and 

maintenance works
1-15 days

Present the vehicle/s or 

equipment/s
Gerald Malagueṅo

5 Conduct post -inspection 30 minutes Present the vehicle/s or Gerald Malagueṅo

equipment/s 

6

Prepares Inspection 

and Acceptance

2/F, GSO, 

Tabaco
Report, OBR, DV, 

Waste Material/s 10 minutes
City Hall Annex 

report and other 

suppoting documents 

for payment

Motorpool, 

TCCT 

7

Release the unit to 

end-user 5 minutes Copy of post-inspection reportGerald Malagueṅo

No fees G2G
SIMPLE/    

COMPLEX

Motorpool, 

TCCT  

Compound, 

Pawa 

Copy of post-inspection 

report
Hanna Buebo

Compound, 

Pawa
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SERVICE: ISSUANCE OF FUEL/GAS SLIP INCLUDING PROCESSING FOR PAYMENT

HOW TO AVAIL THE SERVICE

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CATION
REMARKS

1
Client will present the 

approved Trip 2 minutes

Approved trip ticket or 

previous

2/F, GSO, 

Tabaco
Ticket-for motor 

vehicle

utilization report for 

heavy City Hall Annex 
for heavy 

equipment/equipment-

previous

equipment/other 

equipments Building

utilization report

Mondays to 

Fridays

2

Release fuel/gas slip 

to the designated 2 minutes

Approved trip ticket or 

previous

Except 

declared non-

working 

holidays.
driver of the vehicle or 

operator

utilization report for 

heavy 

8:00 AM-5:00 

PM
equipment/other 

equipments

3

Prepares PR, 

Utilization Report, PO, 10 minutes Summary of Billing

Hanna Buebo

OBR, DV, Waste 

Material/s Report, 
John Laurence Basco

STEPS

Roland Garcia

No fees G2G SIMPLE
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and other supporting 

documents for
Juan Miguel Brosas

payment Yoosh Loisaga

John Bennet Agustin

SERVICE: MOTOR VEHICLE REGISTRATION INCLUDING GSIS INSURANCE

HOW TO AVAIL THE SERVICE

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CATION
REMARKS

1

New Motor 

Vehicle/Heavy 

Equipment/Equipment
Client wil present the 

vehicle 20 minutes

PO, Delivery Receipt, 

Inspection John Bennet Agustin

& Acceptance Report of 

2

Conduct stencil, 

picture taking 20 minutes

PO, Delivery Receipt, 

Inspection John Bennet Agustin
& Acceptance Report of 

the unit Gerald Malagueṅo

3

Release report and for 

submission to 10 minutes John Bennet Agustin

GSIS

Old Motor Vehicle

No fees G2G SIMPLE

STEPS

For Motor Vehicles:

No fees G2G COMPLEX
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1

Client wil present the 

vehicle 20 minutes

Previous OR/CR and 

GSIS John Bennet Agustin

Motorpool, 

TCCT 

Insurance

Compound, 

Pawa

2

Conduct stencil, 

picture taking 20 minutes

Previous OR/CR and 

GSIS John Bennet Agustin

Insurance Gerald Malagueṅo

3

Release report and for 

submission to 1-7 days John Bennet Agustin
GSIS for billing 

computation

4

Processing of GSIS 

billing 2-7 days John Bennet Agustin

Hanna Buebo City Hall Annex 

Heavy Equipment:
Client wil present the 

unit for inspection 20 minutes

Previous GSIS 

Insurance John Bennet Agustin

Motorpool, 

TCCT 

Insurance

2 Conduct stencil, 

picture taking 30 minutes

Previous OR/CR and 

GSIS John Bennet Agustin

Insurance Gerald Malagueṅo

1

Compound, 

Pawa

No fees G2G COMPLEX

2/F, GSO, 

Tabaco
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3

Release report and for 

submission to 1-7 days John Bennet Agustin

2/F, GSO, 

Tabaco
GSIS for billing 

computation City Hall Annex 

4

Processing of GSIS 

billing 2-7 days John Bennet Agustin Building

Hanna Buebo

Mondays to 

Fridays

Property & Building 

Insurance:

1

Client wil present the 

assessed value 20 minutes

Building & Occupancy 

Permit for

Except 

declared non-

working of the 

property/Appointment Building

8:00 AM-5:00 

PM
Appointment of 

Personnel

2

Endorsement & 

submission to GSIS 1-7 days

billing computation

3

Processing of GSIS 

billing 2-7 days

John Bennet Agustin    

Hanna Buebo

SERVICE: PROCUREMENT OF OFFICE SUPPLIES-PROCUREMENT SERVICE -DBM

John Bennet Agustin

No fees G2G COMPLEX
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HOW TO AVAIL THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CATION
REMARKS

1

Client will present the 

draft Agency 10 minutes APR 

2/F, GSO, 

Tabaco

City Hall Annex 

2

Checking of APR if 

included in the PPMP 10 minutes APR Building

and availability in the 

PS-DBM
Mondays to 

Fridays

Processing of APR 

including the 

Except 

declared non-

working 

holidays.

3

supporting documents 

attached for 2-7 days Approved APR

8:00 AM-5:00 

PM

payment to PS-DBM

28

SERVICE: HEALTH OR SANITARY PERMIT

WHO MAY AVAIL OF THE SERVICE

Elora Jane Boncacas No fees G2G complex

CITY HEALTH OFFICE (CHO)

Applicants for Building Permit/Applicants for Business Permit

STEPS
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HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CATION
REMARKS

For Building Permit/    

Business Permit

* Name, age and 

address of applicant and 

establishment

2
CSI Issues checklist 

for compliance
10 minutes

* Picture                                             

* Receipt of Payment 

from the  Local Treasury

For Food 

* 1 1x1 latest ID

* Stool examination* Sputum 

examination/chest X-

* Hepa A Examination

* Rectal Swab

STEP

1

Client presents 

application to 

Sanitation Section

3 minutes Victor Bertiz

NONE G2C/G2B SIMPLE CHO 

BUILDING, 

TABACO CITY                       

8:00AM                

TO                    

5:00PM                

NO 

NOONTIME 

BREAK    

MONDAYS TO 

FRRDAYS

Leonor Berces                      

Pilipinas Borromeo            

Aurora Cabrera                   

Nicanor Berces                    

Purita Gonzales
3

CSI evaluates 

documents. If 

incomplete, advice 

clients to complete 

requirements and 

given checklist with 

notation on 

deficiencies and 

advise to come back 

upon compliance and 

5 minutes
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4

If requirements are 

properly complied 

with, CSI fills up 

health/sanitary permit 

forms and forwarded 

to Doctor on duty for 

signature upon 

evaluation

Case to case 

basis
Dr. Audwin C. Azada

5
CSI enters into record 

logbook
1 minutes

6

CSI schedules proper 

evaluation of 

establishment

3 minutes

OUTPATIENT DISEASE SERVICES (OPD)

WHO MAY AVAIL OF THE SERVICE General Public

Requirements

* Referral from referring unit

* UFC/Growth Monitoring Card for less than ive years old, and Home Based Mother's Record for pregnant women ( under five yrs. Old/pregnant patient).

* Philhealth Cards (for Philhealth Beneficiaries)

* Patient himself with OPD record
HOW TO AVAIL OF THE SERVICE

SERVICE

NONE G2C/G2B SIMPLE CHO 

BUILDING, 

TABACO CITY                       

8:00AM                

TO                    

5:00PM                

NO 

NOONTIME 

BREAK    

MONDAYS TO 

FRRDAYS

Leonor Berces                      

Pilipinas Borromeo            

Aurora Cabrera                   

Nicanor Berces                    

Purita Gonzales
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STEP
RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CATION
REMARKS

1
Patients presents 

referral to information
1 minutes

* Referral from referring 

unit

2
checking and 

recording of vital signs
10 minutes

* UFC/Growth 

Monitoring Card for less 

than five years old, and 

Home Based Mother's 

Record for pregnant 

women ( under five yrs. 

Old/pregnant patient).

3

The patient is being 

given with a number 

and is being sent to 

the waiting area and 

waits to be called 

information Education. 

Campaign (IEC) 

conducted

Case to case 

basis

* Philhealth Cards (for 

Philhealth Beneficiaries)

Job Orders on duty Dr. 

Josefina Bien

* Consultation                                   

P50.00

4

The patient will be 

evaluated by the 

nurse/midwife on duty

3-5 minutes
* Patient himself with 

OPD record

CHO personnel on duty
* Dental Fee                                        

P50.00

Bernadette Rodriguez 

Babette Frumence Burce 

Personnel assigned in 

control and information 

areas

Subject to client 

segmentation and 

as approved by 

the Sangguniang 

Panlungsod

G2C Simple

City Health 

Building, 

Tabaco City   

Mondays                           

to                                 

Fridays                             

8:00 am                              

to                                     

5:00pm                                 

NO NOON 

TIME BREAK 
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5

The patient will be 

referred to the 

doctor/dentist on duty 

when necessary or if 

for laboratory 

evaluation is referred 

to Med. Tech.

1-3 minutes Rowena R. Berango

* Laboratory Fee 

depends on 

needs that would 

be posted subject 

to changes.

6

Doctor/dentist 

examines patient and 

gives treatment

25
Doctor on duty  /   Dr. 

Josefina Bien

Philhealth 

Beneficiaries - 

FREE OF 

CHARGE

7

Patient proceed to 

dispensing for 

medicines and 

instruction

3-5 minutes personnel on duty

BURIAL PERMIT

WHO MAY AVAIL OF THE SERVICE: General Public
HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CATION
REMARKS

G2C Simple

City Health 

Building, 

Tabaco City   

Mondays                           

to                                 

Fridays                             

8:00 am                              

to                                     

5:00pm                                 

NO NOON 

TIME BREAK 

SERVICE:

STEP
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1 Present Death 

Certificate to 

Sanitation Section
1 minutes

* Note: Informant should 

have knowledge where 

(place of cemetery) and 

day of the interment 

prior to the issuance of 

*  Burial Permit    -                             

Php30.00

2 Filling-in of Burial 

Permit 2 minutes

* Death Certificate * Transfer 

Cadaver -                           

Php60.00

3 Pay Burial Permit at 

the City Treasurer's 

Office and present OR 

to City Cemetery 

Caretaker

* Payment receipt from 

treasury office Renato Boridor /         

Emma Martirez  /   

Cemetery caretaker

4 Proceed to Sanitation 

Section (CHO) for the 

entry of receipt 

number and place of 

cemetery

3 minutes

 *Transfer of cadaver (if 

for transfer out or in)

Victor Bertiz         /  

Nicanor Berces     /    

Leonor Berces       

Pilipinas 

29

SERVICE: CORE SERVICES

WHO MAY AVAIL OF THE SERVICE: General Public
HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CATION
REMARKS

Victor Bertiz /          

Nicanor Berces  /       

Leonor Berces   /    

Pilipinas Borromeo

G2C Simple CHO 

BUILDING, 

TABACO CITY                       

8:00AM                

TO                    

5:00PM                

NO 

NOONTIME 

BREAK    

MONDAYS TO 

FRIDAYS

PUBLIC EMPLOYMENT SERVICE OFFICE (PESO)

STEP
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1

Information 

dissemination and 

posting of job 

openings.

2-3 min. None

None

2

Referred to different 

local/overseas 

employment agencies

5 mins. Resume'

SERVICE: PROGRAMS IMPLEMENTATION

1. Special Program for Employment of Students (SPES)

2. Jobs Fair

3. PESO Employment Information System (PEIS)

4. DOLE Government Internship Program (GIP)

5. DOLE Integrated Livelihood and Emergency Employment Program (DILEEP)

WHO MAY AVAIL OF THE SERVICE: General Public
HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CATION
REMARKS

1 Registration of 

Students 2-3 mins.

¨School Certification 

¨Application Form                  

¨Affidavit Undertaking
2 Registration of 

Jobseekers 2 mins.

¨Resume                       

¨Supporting Documents

3

Filling-up of Skills 

Registry System Form 5 mins None

PESO STAFF None G2C

Simple

2nd Flr., City 

Hall Building 

Annex, Tabaco 

City                          

Mondays to 

Fridays              

8:00am to 

5:00pm              

NO NOON 

BREAK

PESO Staff G2C Simple

2nd Flr., City 

Hall Building 

Annex, Tabaco 

City                          

Mondays to 

Fridays              

8:00am to 

5:00pm              

STEP
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4

Evaluation of GIP 

Beneficiaries

10 mis.

¨Resume                                            

¨GIP Application Form                  

¨Birth Certificate                      

¨Transcript of Records             

/Diploma                                              

¨Community Tax 

Certificate

5

Implementation and 

Identification of 

TUPAD Beneficiaries 

under DILEEP 

Program of DOLE

1 week

¨Beneficiary Profile                               

¨Community Tax 

Certificate

Complex

30

SERVICE: AVAILMENT OF SKILLS TRAINING PROGRAMS

WHO MAY AVAIL OF THE SERVICE

HOW TO AVAIL OF THE SERVICE:

RESPONSE 

TIME
REQUIREMENTS

PERSON TO 

APPROACH

REQUIRED 

FEES

TYPE OF 

SERVICE

CLASSIFI

CATION
REMARKS

1
Radio Announcement 

for the opening course
10 mins.

2
Receives applicants 

and interview.
3 mins.

LIVELIHOOD AND SKILLS TRAINING CENTER

Applicants for Building Permit/Applicants for Business Permit

STEP

Birth CertificatePSA)/               

Marriage 

Certificate(PSA)/    

Barangay Clearance/                

High School/Colege 

Diploma/                                        

TOR/                                                 

4 pcs. passport size 

picture (white 

background w/ collar 

TESDA Standard 

Picuture/                                                                          

NCAE

CTEC Personnel None C2C Simple MARITIME 

BUILDING, 

QUINALE-

CABASAN, 

TABACO CITY                               

MONDAYS  to 

FRIDAYS                                        

8:00AM to 

5:00PM                        

NO NOON 

BREAK

PESO STAFF None G2C

Simple

2nd Flr., City 

Hall Building 

Annex, Tabaco 

City                          

Mondays to 

Fridays              

8:00am to 

5:00pm              

NO NOON 

BREAK
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3

Give the requirements 

needed for the 

training.

2 mins.

4

Registered to the 

Logbook for the 

course applied by the 

applicant

3 mins.

5

Preparation of 

Training Materials 

purchased.

5 mins.

6
Preparation of 

Purchase Order
3 mins.

Preparation of 

Voucher for the 

materials needed.

5 mins.

Orientation for the 

opening courses for 

the rules & 

regulations.

10 mins.

Preparation of 

honorarium of trainor.
10 mins.

7
Preparation of training 

certificate.
20 mins.

Preparation for the 

request for the 

assessment to the 

assessment center.

5 mins.

Birth CertificatePSA)/               

Marriage 

Certificate(PSA)/    

Barangay Clearance/                

High School/Colege 

Diploma/                                        

TOR/                                                 

4 pcs. passport size 

picture (white 

background w/ collar 

TESDA Standard 

Picuture/                                                                          

NCAE

CTEC Personnel None C2C Simple MARITIME 

BUILDING, 

QUINALE-

CABASAN, 

TABACO CITY                               

MONDAYS  to 

FRIDAYS                                        

8:00AM to 

5:00PM                        

NO NOON 

BREAK
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8

After assessment 

assessment 

exam/schedule for the 

graduation ceremony

10mins.

9

Coordinate with the 

company partners for 

possible employment 

opportunity.

30mins.

10
Releasing of Training 

Certificate.

11 Releasing of CARS

Releasing of 

Certificate of Training.

12

Endorsement of 

applicants who 

passed the exam, 

interview and medical 

to the company At 

Sta. Rosa, Laguna.

3 days

13

Monitoring to the 

boarding house and 

company.
3 days

CTEC Personnel None C2C Simple MARITIME 

BUILDING, 

QUINALE-

CABASAN, 

TABACO CITY                               

MONDAYS  to 

FRIDAYS                                        

8:00AM to 

5:00PM                        

NO NOON 

BREAK

6 mins.
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VII.

1. Send any suggestion, commenddation or complaint through E-mail, tabacomayorsoffice@gmail.com

3. Call the following Trunk Lines to connect your call in our LGU Offices, viz      732  - 7527

6. Complains will be endorsed to the Office of the City Mayor thru the City Administrator for evaluation and proper investigation.

7. After the investigation, the designated official, who will act as the head of the investigation, will submit the result to the City Mayor for his/her appropriate 

action.

8. For inquiries and follow-ups, client may contact at the above shown contact numbers.

FEEDBACK AND COMPLAINTS MECHANISM

The City Government of Tabaco welcomes any suggestions, commendations or complaints regarding the delivery of its frontline services through the following:                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           

2. Call the Communication Development Unit (CDU/Radio Room c/o Mr. Hugo G. Buen - Officer in-Charge) that is open for 24 hours at                                                          

4. Accomplish our Feedback Form available at the Public Assistance/Complaint Desk (PACD). Ask for the assistance of our Officer of the Day. Drop 
5. The Office of the Personnel Section shall open the Suggestion Box which will be done at the end of the day to ensure that any complaint lodge during the day 

will be acted upon on time.
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For clients' information of dissatisfaction, you may call:
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VIII. LIST OF OFFICES

riosabing@yahoo.com.ph

Tel. No. (052)-203-0257

4th Flr., City Hall Building Annex, Tabaco City &

Bgy. San Vicente, Tabaco City Extension Office

CP # 09099140331

Grounf Flr., Old City Hall Building, Tabaco City
vbbbarameda@gmail.com

CP # 09099801860

CITY TOURISM, CULTURE AND THE ARTS OFFICE

2nd floor,  Old City Hall Building, Tabaco City

tourismtabaco@yahoo.com

CP#09062233559/09202312019

CITY SOCIAL WELFARE AND DEVELOPMENT OFFICE  (CSWDO)

CSWDO Building 

Ruivivar St., Tayhi, Tabaco City

2nd Flr., City Hall Building Annex, tabaco City

OFFICE OF THE CITY TREASURER

OFFICE OF THE PERSONNEL SECTION

OFFICE OF THE CITY AGRICULTURE
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cswdmtabaco@gmail.com

OFFICE OF THE CITY ASSESSOR

2nf Flr., Old City Hall Building, Tabaco City

cassotabacocity@yahoo.com

CP#09453403182/09473134458

CITY ENVIRONMENT AND NATURAL RESOURCES OFFICE

2nd Flr., City Hall Building Annex, Tabaco City

tabacocenro@gmail.com

PUBLIC SAFETY OFFICE: TRAFFIC MANAGEMENT UNIT (PSO/TMU)

2nd Flr., Old City Hall Building, Tabaco City

FB-Public Safety Office LGU Tabaco City

CP#09306369237

BIDS AND AWARDS COMMITTEE (BAC)

2nd Flr., City Hall Building Annex, Tabaco City

bactabaco16@gmail.com

CP#09173097506/09303027370

OFFICE OF THE CITY CIVIL REGISTRAR

Ground Flr. Old City Hall Building , Tabaco City

ccrotabaco@gmail.com

CP#09301784332/09352813148
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OFFICE OF THE CITY ENGINEER

Ground Flr. City Hall Building Annex, Tabaco City

CP#09182293563

CITY PLANNING AND DEVELOPMENT COORDINATOR'S OFFICE

4th flr., City Hall Building Annex, Tabaco City

tabacocity_cpdo@yahoo.com

OFFICE OF THE CITY BUDGET OFFICER

2nd Flr. City Hall Building Annex, Tabaco City

sheactg@yahoo.com

CP#09273177571

COMMUNICATION DEVELOPMENT UNIT (CDU)

Ground Flr. City Hall Building Annex, Tabaco City

CP#09092245858 or Landline No. 732-7527

CITY DISASTER RISK REDUCTION MANAGEMENT OFFICE (CDRRMO)

Ground Flr. City Hall Building Annex, Tabaco City

cdrrmo_tabacocity@yahoo.com

CP#09092245858 or Landline No. 732-7527

ECONOMIC ENTERPRISES MANAGEMENT UNIT

EEMU Office

cdrrmo_tabacocity@yahoo.com
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Divino Rostro, Tabaco City

COMMUNITY BASED MONITORING SYSTEM (CBMS)

5th Flr. City Hall Building Annex, Tabaco City

OFFICE OF THE CITY ARCHITECT

4th Flr. City Hall Building Annex, Tabaco City

URBAN AND RURAL POOR AFFAIRS' OFFICE

4th Flr. City Hall Building Annex, Tabaco City

OFFICE OF THE SANGGUNIANG PANLUNGSOD

3rd Flr. City Hall Building Annex, Tabaco City

sptabacocity@gmail.com

CP#09778174604

CITY ACCOUNTING OFFICE

chriztinecamata@gmail.com

kent17kurt12@gmail.com

CP#09152096367/09338181213

3rd flr. City Mall Building, Tabaco City

Ground Flr. City Hall Building Annex, Tabaco City

TABACO CITY LIBRARY AND INFORMATION CENTER (OFFICE OF THE 
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BUSINESS PERMITS AND LICENSING UNIT

CP#09994588789

INFORMATION TECHNOLOGY UNIT (IT)

Tabaco City

tabacolgu.it@gmail.co

m

OFFICE OF THE CITY ADMINISTRATOR

2nd Flr., Old City Hall Building

Tabaco City

CITY ABATTOIR OFFICE

Slaughterhouse Building 

CITY GENERAL SERVICES OFFICE

CP#09504082117/09093767361

San Carlos, Tabaco City

2nd Flr. City Hall Building Annex, Tabaco City

4th Flr. City hall Building Annex

CP#09064418634/09778021680

tabacomayorsoffice@gmail.com

CP#09989515380-Smart

CP#09176509927-Globe
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CITY HEALTH OFFICE 

CHO Building

LIVELIHOOD AND SKILLS TRAINING CENTER

Maritine Building, Brgy. Quinale, Tbaco City

CP# 09205776852

livelihoodtabaco18@gmail.com

chutabaco.4511@gmail.com

CP #09481218396/09658866034

Ruivivar St., Tayhi, Tabaco City

2nd Flr., City Hall Building Annex, Tabaco City
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SECURING COMMUNITY TAX CERTIFICATE OR CEDULA
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ECONOMIC ENTERPRISE MANAGEMENT UNIT (EEMU/MARKET)
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COMMUNITY BASED MONITORING SYSTEM'S OFFICE (CBMSO)
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