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I. Mandate:  
 
The City Government of General Trias shall exercise the powers which are necessary, 
appropriate, or incidental for its efficient and effective governance, and those which 
are essential to the promotion of the general welfare, and efficient and effective 
provisions of the basic services and facilities. It shall also ensure and support, among 
other things, the preservation and enrichment of culture, promote health and safety, 
enhance the right of the people to a balanced ecology, encourage and support the 
development of appropriate and self-reliant scientific and technological capabilities, 
improve public morals, enhance economic prosperity and social justice, promote full 
employment among their residents, maintain peace and order, and preserve the 
comfort and convenience of their inhabitants. 
 

 

II. Vision:  
 
The center of sustainable economic development in the region where empowered 
and healthy citizenry live in an ecologically balanced environment with modern 
infrastructure and facilities, led by competent and service-driven public servants. 
 
 

III. Mission:  
 
We are committed to sustain growth and development through promotion of 
competitive industries and modern agriculture; maintain peace and order and provide 
accessible basic services and opportunities, and empower its constituents under a 
transparent and accountable governance. 
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LIST OF SERVICES 

 

Office of the City Mayor         14 
Request for Burial Assistance         15 
Request for Medical Assistance        17 
Request for Financial Assistance        19 
Request for Educational Assistance (SHS and College Graduate)   21  
Request for Civil Wedding Schedule       23 
Request for the Approval of Request Letters, Solicitations  
and Appointment          25 
            
Reservation for Audio Visual (AVR, 3rd Floor City all Bldg.)     26 
Reservation for the use of General Trias Convention Center 
and General Trias Sports Park        28 
Request for Certificate of Registration of Authority to 
Solemnize Marriage (CRASM)        31 
Request for SSS Certification (for Indigent Burial Assistance 
Recipients)           33  
Request for Endorsement Letter to PAGCOR      35 
Request for City Mayorôs Referral for IMUS Vocational 
and Technical School (IVTS)        36 
Tricycle Franchising / Mayorôs Permit       38 
 

Office of the City Security Services Division      40 
Reception            41 
Parking Assistance          42 
Request for Investigation and Police Assistance     43 
 

General Trias Medicare Hospital        44 

Out-Patient Services         45  

Laboratory Services          48 

Pharmacy Services          51 

In-Patient Services          52  

Philhealth Services          56 

Medico - Legal          59 

 

City Building Regulatory Division        63 

Issuance of Building Permit        64  

Issuance of Certificate of Occupancy       69 

Issuance of Wiring Permit         73 

Issuance of Certificate of Electrical Inspection (CEI)     75  
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LIST OF SERVICES 

 

City Traffic Management & Public Safety Section      78 

Releasing of Confiscated Driverôs License due to Violation    79  

Claiming of Impounded Motors        82 

Issuance of Courtesy Pass (TRUCKBAN)      84 

Providing Assistance to Motorcades / Parades and other Events   85 

 

City Disaster & Risk Reduction Management Division     86 

Technical Assistance to Conduct Trainings and Seminars 

On Disaster Risk Reduction and Management, including 

Basic Life Support with CPR, Standard First Aid, Vehicular 

Accident with Extrication, Earthquake Drill and Disaster  

Awareness and Preparedness        87  

Emergency Medical Services (25/7 Operation)      88 

Typhoon and/or other Calamity Assistance (24/7 Operation)    89 

Technical Assistance to Deploy Medics and/or Ambulance    90  

Issuance of Certification for Disaster & Calamity Victims    91 

 

Business Permit and Licensing Division       92 

Application for Business Permit (New)       93  

Application for Business Permit (Renewal)      121 

Application for Retirement of Business       165 

Application for Special Permit (Streamer, Motorcade, 

Promotional and other Activities)        186  

Application for Certification on Business Records     188 

Application for Certified True Copy of Documents     189 

Verification of Records         191 

Filing of Business Complaint        192 

 

City Public Market Development & Administration Division    194 

Issuance of Cash Ticket         195  

Meat Inspection          196 

Sealing and Inspection of Weighing Scale      197 

Reception / Issuance of Certification       198 

Accommodation of Promotion, Product Sampling & Advertisement   199 

Repairs and Maintenance         201 

Peace and Order          202 

 

Community Affairs Division         203 

Issuance of Peoples Law Enforcement Board (PLEB Clearance  

For Members of PNP / Prospective PNP)      204  

Attending to Complaints and Disputes       205 
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LIST OF SERVICES 

 

Attending to Patients in Need of Blood       207  

 

Local Economic Enterprise & Investment Promotion Section   208 

Availment of Memorial Lot Rights at Himlayang General Bayan  

General Trias          209  

DTI Business Name Registration Assistance      211 

Request for Product Label Layout and Tarpaulin Layout    212 

Request for Economic & Investment ï Related Information    213  

Registration for Local Tax Incentives       214  

 

Public Employment Services Division        217 

Employment Facilitation - Jobseekers       218  

Employment Facilitation ï Employers (Local and Overseas)    220 

OFW Help Desk          221 

Special Program for the Employment of Students (SPES)    222 

 

Internal Audit & Management Information Division     224 

Assurance Services          225  

Consulting Services          229 

Information Engagement Consulting Services      231 

Special Audit Services         233 

 

City Youth & Development Unit         235 

Scholarship Application (Lyceum of the Philippines University ï  

Cavite Campus)          236  

Evaluation & Issuance of Certificate of Scholarship Application   237 

Scholarship Renewal         238 

Issuance of Academic Excellence Certificate & Medals    239 

Review of Sangguniang Kabataan Comprehensive Barangay 

Youth Development Plan via Electronic Mail (CBYDP)     241 

Review of Sangguniang Kabataan Comprehensive Barangay 

Youth Development Plan (CBYDP)       243 

Review of Sangguniang Kabataan Annual Barangay 

Youth Investment Program (ABYIP)       245 

Review of Sangguninag Kabataan Annual Budget     246 

Review of Sangguniang Kabataan Resolution      247 

Submission of Katipunan ng Kabataan Assembly Report (KK)   248 

Review of Clean-up Drive / Environmental Report     249 

General Trias Computer Clubhouse Membership Application    250 
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LIST OF SERVICES 

 

General Trias Computer Clubhouse ï Computer Literacy 

Training and Workshop         252 

Music Room Training & Workshop       254 

Music Recording and Mixing        255 

Conduct of Youth Leadersô Summit       257 

Observance of Youth Week (Linggo ng Kabataan) / Little Youth 

Officials           258 

Conduct of Inter-Barangay and other Sports League / Tournament / 

Clinic            259 

Receipt of Proposed Sports Program / Activities for Approval    261 

Participation to the Local / National and International Invitational 

Sports Tournament / Competition        263 

 

City Cooperative Development Section       265 

Assistance in the Organization of Cooperative      266  

Assistance in the Registration of the Cooperative to the   

Cooperative Development Authority (CDA)      269 

Assistance to CDA ï Assigned Officer in the Organization of 

Cooperatives           271 

Assistance to CDA ï Assigned Officer in the Monitoring of 

Cooperatives           273 

Assistance to Cooperatives in Establishing Linkages with 

Government Agencies & Non-Government Organizations    275  

Serves as Secretariat to the City of General Trias  

Cooperative Development Council (General Trias CCDC)    276  

 

City Urban Poor Affairs Section         278 

Housing Assistance / Request / Inquires       279  

Attending to Urban Poor Concerns / Complaints and other 

Related Matters          281 

Land Disputes / Complaints        282 

      

City Public Library Services         284 

Research           285  

Library Card / ID Applications         287 

Replacement for Loss of Library Card       288 

Borrowing and Lending of Books        289 

Internet and Multimedia         290 
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LIST OF SERVICES 

  

Office of the City Administrator         291 

Mayorôs Occupational Permit        292  

Mayorôs Clearance           294 

Endorsement / Recommendation Letter       296 

Affidavit of Loss (Senior Citizen & PWD ID)      298 

Marriage Assistance / Solemnization       300 

 

Office of the City Tourism and Information       302 

Helpdesk           303  

Request for Public Posting         304  

Follow Up           306  

Complaints           308  

Tourist Assistance and Information        310 

Submission of Monthly Visitor Arrival Record (VAR) to Provincial)   311  

Organizing City Program Events & Activities      312 

Provision of Tokens for City Visitors During Events     314 

 

Office of the City Vice Mayor         315 

Incoming Documents, Correspondence, Request & Personal 

Queries           316  

Issuance of Endorsement / Recommendation Letter      318 

Financial and Medical Assistance        319 

 

Office of the Sangguniang Panlungsod       321 

Acceptance of Applications and Request (Written and on Line)   322  

Receiving of Complaints Concerning Administrative Cases 

And other Legislative Matters related to Functions      324 

 

Office of the City Treasurer         326 

Real Property Tax Assessment and Collection      327  

Business Tax Assessment and Collection       329 

Issuance of Community Tax Certificate       330 

Transfer Tax Assessment and Collection      332 

Amusement Tax on Admission Collection      333 

Collection of other Local Taxes, Regulatory Fees and 
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LIST OF SERVICES 

 

Service Charges          334 

Issuance of Real Property Tax Clearance      335 

Payment for Ordinance Violation Receipt      337 

Payment for Himlayang Bayan        338 

Disbursement of Salaries & Allowances       339 

Professional Tax Receipt         340 

Collection of Market Stall Rental & Electric Bill      341 

Claiming of Disbursement Checks       342 

 

Office of the City Assessor         343 

Issuance of Certified True / Xerox Copy of Tax Declaration, 

Other Certifications and Annotation of Mortgage     344  

Appraisal and Assessment of New Building & Machineries    347 

Transfer of ownership / Reclassification / Segregation / Consolidation -   

Revision / Correction of Tax Declaration        349 

Cancellation of Tax Declaration         354 

Annotation and Cancellation of Mortgage       356 

     

Office of the City Accountant         357 

Processing of Disbursement Voucher / Payroll and other  

Government Money Payment        358  

Preparation of Certificate of Tax Withheld       363 

Approval of Accountantôs Advice        364 

Pre ï Auditing & Recording of Collections & Deposits, Payrolls  

& Disbursement Vouchers         365 

Processing of Liquidation Reports of Crash Advances     366 

Facilitate Submission of Barangay Reports      368 

Preparation of City Financial Statements       373 

 

Office of the City Budget Officer        375 

Preparation of City Annual Budget       376  

Certify as to the Availability of Appropriation       378 

Review the Annual & Supplemental Budget of the Barangays    380 

     

Office of the City Engineer         382 

Infrastructure Projects         383  

Issuance of Permit to Use / Enter Gen. Trias Convention 

Cultural Center           386 

Authority to use / Entrance to use Facilities (Himlayang General 

Trias, Barangay Pasong Camachile)       388 
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LIST OF SERVICES 

 

Office of the City Planning & Development Coordinator    390 

Issuance of Locational Clearance (LC) / Zoning Clearance    391  

Issuance of Subdivision Permit         394 

Issuance of survey file and other maps       398 

Attending Researchers         400 

Issuance of Sports Park Permit / Authority to Use / Entrance to 

Use Facilities           403 

On ï Site Applicant (Walk ï In) ï Multiple Applicant     405 

Direct to Office ï Single Applicant        407 

Direct to Office ï Multiple Applicant       408 

Issuance of Free Admission & Free Usage of Sports Park 

& Facilities           409 

Issuance of Notice of Denial / Disapproval of Application    410 

  

Office of the City Health Officer         416 

Maternal Care ï Safe Motherhood & Family Planning     417  

Post ï Partum Care           420 

New Born Screening Test         422 

Family Planning Services         424 

Medical Consultation         426 

Issuance of Medical Certificate / Medico ï Legal Certificate    428 

Issuance of Sanitary Permit        429 

Issuance of Health Certificate        431 

Provision of the National TB Program       433 

Provision of the Leprosy Program        436 

Social Hygiene Clinic         438 

HIV Testing Services         440 

Laboratory Services for TB Patients       442 

Availing Animal Bite Services        445 

Adolescent Youth Health Development Program     447 

Availment of Oral Examination & Tooth Extraction     448 

Availment of Clinical Microscopy & Hematologic Examination    450 

Availment of Free Medication        452 

Availment of Non ï Communicable Disease Drugs     453 

Application for Water Potability Certificate      455 

Filing of Complaints regarding Sanitation Issues     456 

Application for Transfer Permit for the Deceased     458 

Application for Exhumation Permit / Open Interment / Open 

Transfer            460 

National Program for Immunization       462  
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LIST OF SERVICES 

 

Office of the City Civil Registrar        464 

Late Registration of Birth Born Certificate      465  

Late Registration of Birth Born Outside of General Trias, Cavite    467 

On Time Registration         469 

Issuance of Birth Certificate with Record       471 

Issuance & Registration of Marriage       472 

Delayed Registration of Marriage        473 

Issuance of Marriage License        476 

Issuance of Marriage Certificate        478 

Registration of Death Certificate (On Time)      479 

Late Registration of Death Certificate       481 

Issuance of Death Certificate        483 

Acknowledgement          484 

Affidavit to use Surname of Father (AUSF)      486 

Legitimation           488 

Issuance of Certified True Copy of Civil Registry Documents ï  

Local Copy (Birth, Marriage, Death)       490 

Petition for correction of clerical error in Birth      492 

Petition for change of First Name / Correction of Entry in Sex / Gender -    

Month & Date of Birth         495 

BREQS ï Batch Request of Civil Registry Documents     498 

 

Office of the City Agriculturist         500 

Assistance to Farmers & Fisherfolks in Availing Free Agricultural 

& Fishery Inputs from the National Government (Department of  

Agriculture & other Attached Agencies) & Local Government 

Unit            501  

Registration of Farmers & Fisherfolks on Registry System for 

Basic Sectors in Agriculture (RSBSA) as Agricultural Base Data 

Of OCA            503 

Livestock / Poultry & Tilapia Fingerling Dispersal Program     504 

Provision of Production Loan without interest thru Plant Now 

Plant Later Program          506 

Assistance to Farmers in Availing Free Crops & Livestock  

Insurance           507 

Technical Assistance on Crops, Livestocks and Fish Production - 

Management           509 

Strengthening / Maintenance of Farmers Associations,  

Federations, Councils & Agricultural Cooperative      510 

Seminar / Training services provided to Farmers Associations /  

Peoples Organization, Councils & Agricultural Cooperatives     512 
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LIST OF SERVICES 

 

Provision of Heavy ï Duty Tractor for land preparation at a  

Minimal cost as Assistance to Farmers        514 

Establish linkages to accredit / avail from National / Provincial  

Government regarding Agricultural Business Accreditation and  

other request on Agricultural Inputs, Planting Materials, Post ï  

Harvest facilities, Marketing and etc.        515 

Provision of different Techno Gabay Materials / brochures to 

Clients thru Farmers Information Technology Services (FITS) 

Center           517 

Screening / Validation of students taking up Agriculture and  

Related courses in availing Financial Assistance     518 

Promotion / Campaign for Organic Agricultural production  

Practices thru the use of Organic Fertilizer      519 

Surveillance & monitoring of pest & diseases of crops / livestock 

And its control measures         520 

Agribusiness and Marketing Assistance Services     522 

Collaborative Assistance in administering of anti-rabies  

Vaccine for dogs/cats and its recording       523 

 

Office of the City Social Welfare & Development Officer    525 

Assistance for PCSO, Hospital and other Institution     526  

Assistance to Individual in Crisis Situation (AICS) / Balik Probinsya    528 

Burial Assistance          531 

Emergency Shelter Assistance / Financial Assistance     533 

Medical Assistance          536 

Certificate of Indigency (for Medical, Public Attorneyôs Office -    

(PAO) and Hinlayan Heneral Trias)       538 

Person with Disability (PWD) I.D. Card       540 

Issuance of Solo Parent I.D.        543 

Philhealth Membership         546 

Pre-Marriage Counseling         550 

Temporary Shelter Assistance        553 

Skills Training Program         555 

Cash Incentives for Senior Citizens       560 

Issuance of Senior Citizen Identification Card      563 

Philhealth Membership (Senior Citizen)       567 

Release of Booklets of Medicine and Groceries      570 

Social Pension Program         571 

Business Management Seminar        574 

Micro ï Enterprise Development        576 

Certificate of Guardianship         579 
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LIST OF SERVICES 

 

Court Hearing Assistance         580 

Foster Care Service          582 

Legal Adoption for Voluntary Committed (Surrendered)  

Children R.A. 9523          592 

Legal Adoption for Abandoned, Neglected and Depended 

Children Mediation and Counseling        599 

Monitoring of the Functionality of Barangay Council for the  

Protection of Children          602 

Monitoring if the Functionality of Barangay Anti ï Violence 

Againts Women (VAW) Desk         604 

Psychological Evaluation         608 

 

Office of the City Environmental and Natural Resources Officer   610 

Issuance of No Objection Certificate for Tree Cutting Permit     611 

Issuance of Levelling / Desilting Permit        613 

Settlement of Environmental Complaint/s       615 

Environmental Clearances and Compliances of Commercial     

Establishments / Industries / Factories        618 

Receiving of Barangay Reports related to Environmental 

Management           620 

Annual Assessment of Barangays on the Implementation 

Of Environmental Management Programs      622 

 

Office of the City General Services Officer      623 

Transportation Services          624 

Public Cemetery          625 

Events / Activities / Outdoor Extension of Certain Offices    626 

Procurement           627 

Recording of Vehicle Repairs        629 

Recording of Facility Repairs and Maintenance      631 

Collection of Residual Waste        633 

Anti ï COVID19 Related Task        635 

Recording / Bookkeeping         637 

Reproduction of Information Paraphernalia      638 

 

Office of the City Human Resource Development and Management Officer 639 

Application for Leave          640 

Application for Leave (Abroad)        642 

Issuance of Certificate of Leave Credits       644 

Application for Monetization of Leave Credits      646 

Issuance of Service Record        649 
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Issuance of Certificate of Employment        651 

Issuance of Certificate and other Personal Records      653 

Receiving of Application for Employment       655 

Government Service Insurance System (GSIS)  

GSIS Loan Confirmation         659 

Certification of Loan Application (Pag-ibig Loan / DBP Salary Loan)   661 

 

Office of the City Veterinarian        663 

Rabies Vaccination           664 

Registration of Dogs         665 

Registration of Livestock         667 

Redeeming Impounded Dog/Cat        668 

Redeeming Impounded Livestock        670 

Auction of Unclaimed Impounded Livestock      672 

Adoption of Impounded Dog/Cat        674 

Deworming           676 

Immunization (5-in-1 Vaccine)        677 

Sterilization of Dogs and Cats        678 

Euthanasia Service          680 

Burial Service          682 

Travel Permit for Dogs and Cats        683 

 

Office of the City Information and Communication  

Technology Officer         685 

Application Video Conference / Online Webinar      686 

 

Feedback and Complaints        688 

List of Offices          691 
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1. REQUEST FOR BURIAL ASSISTANCE 

Burial assistance includes the provision of assistance to indigents and marginalized, and help 
them partially subsidize the burial cost of deceased family members. 

Office or Division Office of the City Mayor 

Classification: Simple 

Type of Transaction: G2C ï for government services whose client 
is the transacting public 

Who may avail: All Residents of the City of General Trias                                                                                              

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1) Personal Letter addressed to the Mayor (2 
copies) 

2) Certificate of Eligibility 
3) Social Case Study Report 
4) CTC of Death Certificate 
5) Original or CTC of Funeral Contract 
6) Original Brgy. Clearance of Claimant 
7) Original Brgy. Certificate of Indigency 

(Claimant) 
8) Voterôs ID or Voterôs Certificate (Claimant) 
9) Certification from Federation of the Senior 

Citizen ( if the deceased is a Senior 
Citizen) 

1) All persons who will avail 

2) CSWD ï 3rd floor, City Hall Bldg. 
3) CSWD ï 3rd floor, City Hall Bldg. 
4) City Civil Registrar ï 1st floor, City Hall 

Bldg. 
5) Funeral Services 
6) Barangay hall where the claimant resides 
7) Barangay hall where the claimant resides 
8) COMELEC ï 4th floor, City Hall Bldg. 
9) OSCA ï 4th floor, City Hall Bldg. 

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
personal letter 
and 
requirements 

1.1 Receive the 
letter/document
s, provide the 
control number, 
indicate the 
name, office, 
and designation 
and log the 
information and 
return the 
receiving copy 
to the client with 
the contact 
number of the 
office. 

 
 
 
 
 
 

None 

 
 
 
 
 
 

3 minutes 

Leticia Florentino 
Community 

Affairs Officer I 
 
 

Jeroel Santander 
Administrative 

Assistant I 

 

1.2 Check and 
Validate 
requirements 
submitted 

 
 

None 

 
 

5 minutes 

Leticia Florentino 
Community 

Affairs Officer I 
 

Jeroel Santander 
Administrative 

Assistant I 
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 1.3 Hand-Over 
the personal 
letter and 
requirements to 
the City Mayor 
for approval 

 
 

None 
**** 

 
Glecy Glorioso 
Administrative 

Aide III 
 
 

  
1.4 Submit all 
documents with 
approval by the 
City Mayor at 
the Budget 
Office, 
Accounting 
Office, and 
Treasurerôs 
Office for 
processing of 
funds 

 
 
 
 

None 

**** 

 
 
 
 

Glecy Glorioso 
Administrative 

Aide III 
 
 

 

1.5 Notify client 
of the release of 
burial 
assistance 

 
 

None 
**** 

Glecy Glorioso 
Administrative 

Aide III 
 

Jeroel Santander 
Administrative 

Assistant I 

 
 
 
 
2. Present the 
Receiving copy 
and ID 

2. Release 
burial 
assistance 
 
 

 
 
 
 

None 

 
 

**** 

Leticia Florentino 
Community 

Affairs Officer I 
 

Glecy Glorioso 
Administrative 

Aide III 
 

Jeroel Santander 
Administrative 

Assistant I 

End of Process:            Total                      None 
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2. REQUEST FOR MEDICAL ASSISTANCE 

Provide medical assistance to residents/patients seeking for consultation, rehabilitation, 
examination or otherwise confined in any government / private hospitals. 

Office or Division Office of the City Mayor 

Classification: Simple 

Type of Transaction: G2C ï for government services whose client 
is the transacting public 

Who may avail: All Residents of the City of General Trias                                                                                              

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1) Personal Letter addressed to the Mayor (2 
copies) 

2) Medical Abstract 
3) Doctorôs Prescription 
4) The request of Procedure / Doctorôs 

Protocol 
5) Hospital Bill 
6) Original Brgy. Clearance of Client 
7) Original Brgy. Certificate of Indigency 

(Client & Patient) 
8) Photocopy of Valid ID (Client) 
9) Voterôs ID or Voterôs Certificate (Claimant) 
10) Social Case Study Report 
11) Certificate of Eligibility 

1) All persons who will avail 
2- 5) Hospital where the patient is admitted 
6) Barangay where the client resides 
7)  Barangay where the client resides 
8) All persons who will avail 
9) COMELEC ï 4th floor, City Hall Bldg. 
10) CSWD ï 3rd floor, City Hall Bldg. 
11) CSWD ï 3rd floor, City Hall Bldg. 

 
 

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
personal letter 
and 
requirements 

1.1 Receive the 
letter/documents
, provide the 
control number, 
indicate the 
name, office, 
and designation 
and log the 
information and 
return the 
receiving copy 
to the client with 
the contact 
number of the 
office. 

 
 
 
 
 
 

None 

 
 
 
 
 
 

3 minutes 

 
 
 

Leticia Florentino 
Community 

Affairs Officer I 
 

Jeroel Santander 
Administrative 

Assistant I 
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1.2 Check and 
Validate 
requirements 
submitted 

 
 
 
 

None 

 
 
 
 

5 minutes 

Leticia Florentino 
Community 

Affairs Officer I 
 

Jeroel Santander 
Administrative 

Assistant I 
 
 

 1.3 Hand-Over 
the personal 
letter and 
requirements to 
the City Mayor 
for approval 

 
 

None 
**** 

 
Glecy Glorioso 
Administrative 

Aide III 
 
 

 1.4 Submit all 
documents with 
approval by the 
City Mayor at 
the Budget 
Office, 
Accounting 
Office, and 
Treasurerôs 
Office for 
processing of 
funds 

 
 
 
 
 

None 
**** 

 
 

Glecy Glorioso 
Administrative 

Aide III 
 
 

 

1.5 Notify client 
of the release of 
medical 
assistance 

 
 
 

None **** 

Glecy Glorioso 
Administrative 

Aide III 
 

Jeroel Santander 
Administrative 

Assistant I 

 
 
 
2. Present the 
Receiving copy 
and ID 

2. Release 
Medical 
Assistance 
 
 

 
 
 
 

None 

 
 
 
 

**** 

Leticia Florentino 
Community 

Affairs Officer I 
 

Glecy Glorioso 
Administrative 

Aide III 
 

Jeroel Santander 
Administrative 

Assistant I 

End of Process:           Total                      None 
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3. REQUEST FOR FINANCIAL ASSISTANCE 

Financial assistance is a benefit in the form of payments to help an individual or group with basic 
living expenses due to low wages and for duly registered in the city for the additional funding on 
their activities. 

Office or Division Office of the City Mayor 

Classification: Simple 

Type of Transaction: G2C ï for government services whose client 
is the transacting public 

Who may avail: All Residents of the City of General Trias                                                                                              

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1) Personal Letter addressed to the Mayor (2 
copies) 

2) Medical Abstract 
3) Doctorôs Prescription 
4) The request of Procedure / Doctorôs 

Protocol 
5) Hospital Bill 
6) Original Brgy. Clearance of Client 
7) Original Brgy. Certificate of Indigency 

(Client & Patient) 
8) Photocopy of Valid ID (Client) 
9) Voterôs ID or Voterôs Certificate (Claimant) 
10) Social Case Study Report 
11) Certificate of Eligibility 

1) All persons who will avail 
2- 5) Hospital where the patient is admitted 
6) Barangay where the client resides 
7)  Barangay where the client resides 
8) All persons who will avail 
9) COMELEC ï 4th floor, City Hall Bldg. 
10) CSWD ï 3rd floor, City Hall Bldg. 
11) CSWD ï 3rd floor, City Hall Bldg. 

 
 

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
personal letter 
and other 
requirements 

1.1 Receive the 
letter/documents
, provide the 
control number, 
indicate the 
name, office, 
and designation 
and log the 
information and 
return the 
receiving copy 
to the client with 
the contact 
number of the 
office. 

 
 
 
 
 
 
 

None 3 minutes 

 
 

Leticia Florentino 
Community 

Affairs Officer I 
 

Jeroel Santander 
Administrative 

Assistant I 
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1.2 Check and 
Validate 
requirements 
submitted 

 
 
 
 

None 5 minutes 

Leticia Florentino 
Community 

Affairs Officer I 
 

Jeroel Santander 
Administrative 

Assistant I 
 
 

 1.3 Hand-Over 
the personal 
letter and 
requirements to 
the City Mayor 
for approval 

 
 

None 
**** 

 
Glecy Glorioso 
Administrative 

Aide III 
 
 

 1.4 Submit all 
documents with 
approval by the 
City Mayor at 
the Budget 
Office, 
Accounting 
Office, and 
Treasurerôs 
Office for 
processing of 
funds 

 
 
 
 

None 

**** 

 
 
 

Glecy Glorioso 
Administrative 

Aide III 
 
 

 

1.5 Notify client 
of the release of 
financial 
assistance 

 
 

None 
**** 

Glecy Glorioso 
Administrative 

Aide III 
 

Jeroel Santander 
Administrative 

Assistant I 

 
 

2. Present the 
Receiving copy 
and ID 

2. Release of 
Financial 
Assistance 
 
 

 
 
 

None 

 
 

**** 

Leticia Florentino 
Community 

Affairs Officer I 
 

Glecy Glorioso 
Administrative 

Aide III 
 

Jeroel Santander 
Administrative 

Assistant I 

End of Process:            Total                      None 
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4. REQUEST FOR EDUCATIONAL ASSISTANCE (SENIOR HIGH SCHOOL 
AND COLLEGE STUDENT) 

College / Senior Highschool students who are qualified and bonafide residents of the city receive 
educational assistance from the City Government of General Trias to help them defray their 
school expenses. 

Office or Division Office of the City Mayor 

Classification: Simple 

Type of Transaction: G2C ï for government services whose client 
is the transacting public 

Who may avail: All Residents of the City of General Trias                                                                                              

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1) Personal Letter addressed to the Mayor (2 
Copies) 

2) Latest Registration form 
3) Latest Certificate of Grades 
4) Photocopy of School ID 
5) Barangay Indigency 
6) Barangay Clearance 

1) All person who will avail 
2) School where he/she enrolled 
3) School where he/she enrolled 
4) School where he/she enrolled 
5) Barangay where he/she resides 
6) Barangay where he/she resides 

 

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
personal letter 
and other 
requirements 

1.1 Receive the 
letter/documents
, provide the 
control number, 
indicate the 
name, office, 
and designation 
and log the 
information and 
return the 
receiving copy 
to the client with 
the contact 
number of the 
office. 

 
 
 
 
 
 
 

None 3 minutes 

 
 
 

Leticia Florentino 
Community 

Affairs Officer I 
 

Joelyn Magahis 
Bookbinder III 

 
1.2 Check and 
Validate 
requirements 
submitted 

 
 

None 5 minutes 

Leticia Florentino 
Community 

Affairs Officer I 
 

Joelyn Magahis 
Bookbinder III 
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 1.3 Hand-Over 
the personal 
letter and 
requirements to 
the City Mayor 
for approval 

 
 

None 
**** 

 
 

Joelyn Magahis 
Bookbinder III 

  
1.4 Submit all 
documents with 
approval by the 
City Mayor at 
the Budget 
Office, 
Accounting 
Office, and 
Treasurerôs 
Office for 
processing of 
funds 

 
 

None 

**** 

 
Joelyn Magahis 
Bookbinder III 

 

 1.5 Notify client 
for the release 
of educational 
assistance 

 
 

None 
**** 

 
Joelyn Magahis 
Bookbinder III 

 
 

2. Present the 
Receiving copy 
and ID 

2. Release 
Educational 
Assistance 
 
 

 
 
 

None 

 
 

**** 

Leticia Florentino 
Community 

Affairs Officer I 
 
 

Joelyn Magahis 
Bookbinder III 

End of Process:            Total                      None 
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5. REQUEST FOR A CIVIL WEDDING SCHEDULE 

Civil Wedding is a legal marriage ceremony presided over by an authorized official and the City 
Mayor is authorized to solemnized. Couples who want to get married shall secure a schedule 
for the date of their ceremony to be conducted at the Office of the City Mayor or within General 
Trias. 

Office or Division Office of the City Mayor 

Classification: Simple 

Type of Transaction: G2C ï for government services whose client 
is the transacting public 

Who may avail? General Public 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1) Request Letter addressed to the Mayor (2 
copies) 

2) Marriage License 

1) All person who will avail 
 

2) City Civil Registrarôs Office 

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
 
1. Submit 
personal letter 
and other 
necessary 
requirements 

1.1 Receive 
letter and other 
requirements, 
provide control 
number, 
indicate the 
name, office, 
and designation 
and log the 
information and 
return the 
receiving copy 
to the client with 
the contact 
number of the 
office.  

 
 
 
 
 

 
 

None 
3 minutes 

 
 

Jann Camile 
Cabrera 

Staff 
 
 

Dhelaine Gomez 
Staff 

 
 

Jena Evangelista 
Staff 

 

 1.2 Process the 
request with the 
approval of the 
City Mayor. 
 
The City Mayor 
will confirm the 
schedule 

 
 
 

None Up to 3 days 
Maximum 

Jann Camile 
Cabrera 

 
Dhelaine Gomez 

 
Jena Evangelista 
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1.3 Notify client 
of the approval 
of the request  

 
 

None 
 
 

2 minutes 

Jann Camile 
Cabrera 

 
Dhelaine Gomez 

 
Jena Evangelista 

2. Conduct of 
civil wedding 
ceremony 

2. The City 
Mayor will 
conduct the civil 
wedding 
ceremony 

 
None 

30 minutes 

 
Atty. Antonio A. 

Ferrer 
City Mayor 

 

End of Process:            Total                        None 
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6. REQUESTS FOR THE APPROVAL OF REQUEST LETTERS, 
SOLICITATIONS AND APPOINTMENT 

Approval of request letters, solicitations, and appointment will be received by the staff / 
employee and give an update if the request is granted and the releasing date as soon as 
possible. 

Office or Division Office of the City Mayor 

Classification: Simple 

Type of Transaction: G2C ï for government services whose client 
is the transacting public 

Who may avail? General Public 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1) Request Letter addressed to the Mayor (2 
copies) 

1) All person who will avail 
 

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
 
1. Submit 
personal letter 
and other 
necessary 
requirements 

1.1 Receive 
letter and other 
requirements, 
provide control 
number, 
indicate the 
name, office, 
and designation 
and log the 
information and 
return the 
receiving copy 
to the client with 
the contact 
number of the 
office.  

 
 
 
 
 

 
 

None 
3 minutes 

 
Jann Camile 

Cabrera 
Staff 

 
 

Dhelaine Gomez 
Staff 

 
 

Jena Evangelista 
Staff 

 

 
1.2 Process the 
request with the 
approval of the 
City Mayor 

 
 

None Up to 3 days 
Maximum 

Jann Camile 
Cabrera 

 
Dhelaine Gomez 

 
Jena Evangelista 

 1.3 Notify client 
of the 
Approval/disapp
roval of the 
request  

 
 

None 5 minutes 

Jann Camile 
Cabrera 

 
Dhelaine Gomez 

 
Jena Evangelista 

End of Process:            Total                      None 
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7. RESERVATION FOR AUDIO VISUAL ROOM (AVR, 3RD FLOOR, CITY 
HALL BLDG.) 

Audio-Visual Room is located at the 3rd Floor of the City Hall. Offices or any private institution 
may use the said function room provided that a permit must be secured, and schedule must be 
approved ahead. 

Office or Division Office of the City Mayor 

Classification: Simple 

Type of Transaction: G2C ï for government services whose client 
is the transacting public 
G2G ï for government services whose client 
is a government employee or another 
government agency 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1) Request Letter addressed to the City 
Mayor (2 copies) 

1) All person who will avail 

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
personal letter 
(2 copies) 

1.1 Receive the 
letter/document
s, provide the 
control number, 
indicate the 
name, office, 
and designation 
and log the 
information and 
return the 
receiving copy 
to the client with 
the contact 
number of the 
office. 

 
 
 
 
 
 
 

None 3 minutes 

Jann Camile 
Cabrera 

Staff 
 

Dhelaine Gomez 
Staff 

 
Jena Evangelista 

Staff 

 
1.2 Check the 
schedule for 
availability 

 
 

None 1 minute 

J.C. Cabrera 
 

D. Gomez 
 

J. Evangelista 

 1.3 Process the 
reservation of 
AVR with the 
approval by the 
City Mayor 

 
 

None 
Up to 3 days 

Maximum 

J.C. Cabrera 
 

D. Gomez 
 

J. Evangelista 
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 1.4 Note / Block 
the reservation 
schedule for 
AVR when 
approved 

 
 

None 
 
 

3 minutes 

J.C. Cabrera 
 

D. Gomez 
 

J. Evangelista 

 1.5 Notify client 
of the 
Approval/disapp
roval of the 
request  

 
None 

 
4 minutes 

J.C. Cabrera 
 

D. Gomez 
 

J. Evangelista 

 1.6 Notify and 
surrender a 
copy of 
reservation slip 
to the person in 
charge with the 
AVR  

None 5 minutes 
 

J.C. Cabrera 

End of Process:            Total                      None 
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8. RESERVATION FOR THE USE OF GENERAL TRIAS CONVENTION 
CENTER AND GENERAL TRIAS SPORTS PARK 

General Trias Cultural/Convention Center and General Trias Sports Park are located in 
Barangays Corregidor and San Juan I, respectively. The venues are open to both private and 
government entities. However, fees shall apply. Clients who want to use the function centers 
should need to secure a permit and a reservation must be secured first. 

Office or Division Office of the City Mayor 

Classification: Simple 

Type of Transaction: G2C ï for government services whose client 
is the transacting public 
G2G ï for government services whose client 
is a government employee or another 
government agency 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1) Request Letter addressed to the City 
Mayor (2 copies) 

2) Reservation Slip 

1) All person who will avail 
2) City Engineeringôs Office 

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present 
request letter for 
schedule 
availability 
 
(Engineering 
Office ï General 
Trias 
Convention 
Center) 
 
(CPDC Office ï 
General Trias 
Sports Park) 

 
 
 
 
Receive letter, 
check the 
schedule for 
availability, and 
give reservation 
slip. 

 
 

 

 

 

 

       None 
 

5 minutes 
 

 
 
 

Engineering 
Staff 

 
 
 

CPDC 
Staff 

 
 
2. Submit a 
personal letter 
with a 
reservation slip 

2.1 Receive 
letter and 
reservation slip, 
provide control 
number, 
indicate the 
name, office, 
and designation 
and log the 
information and 
return the 

 
 

 

 

 

None 
 

3 minutes  

Jann Camile 
Cabrera 

Staff 
 
 

Dhelaine Gomez 
Staff 

 
 

Jena Evangelista 
Staff 
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receiving copy 
to the client with 
the contact 
number of the 
office. 

 2.2 Process the 
reservation of 
General Trias 
Convention/Cult
ural Center / 
General Trias 
Sports Park with 
the approval by 
the City Mayor 

 
 

 

 

None 
Up to 3 days 

Maximum 

Jann Camille 
Cabrera 

 
Dhelaine Gomez 

 
Jena Evangelista 

 2.3 Notify client 
of the 
Approval/disapp
roval of the 
request 

 
 

None Up to 3 days 
maximum 

Jann Camille 
Cabrera 

 
Dhelaine Gomez 

 
Jena Evangelista 

3. Present the 
Approval letter 
to the office of 
the City 
Engineering (for 
General Trias 
Convention 
Center 
Schedule) or the 
CPDC Office 
(General Trias 
Sports Park 
Schedule 

3. Receive 
approved letter. 
To assess 
payment 
 
 

 
 
 
 

As per Mun. 
Ordinance No. 

2015-03 

 
5 minutes 

 
 
 

 
 
 

Engineering 
Staff 

 
 

CPDC 
Staff 

4. Proceed at 
Treasurerôs 
Office for 
payment and 
present 
assessment slip 
 
 
 
 
 
 
  

4. Receive 
assessment slip 
and 
 payment 

None 5 minutes 

 
 

Treasurerôs Office 
Staff 
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5. Proceed to 
the Engineering 
Office or CPDC 
office and 
present/ give 
the photocopy 
of the Official 
Receipt. 

5. Accept 
Photocopy of 
Official Receipt 
and block the 
schedule for the 
final recording 

          None  2 minutes 

 
 

Engineering 
Staff 

 
 

CPDC 
Staff 

End of Process:            Total                       None 
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9. REQUEST FOR CERTIFICATE OF REGISTRATION OF AUTHORITY TO 
SOLEMNIZE MARRIAGE (CRASM) 

Certificate of Registration of Authority to Solemnize Marriage (CRASM) is a certificate issued to 
a Solemnizing Officer (SO) certifying the registration of his authority to solemnize marriage after 
complying with the requirements. 

Office or Division Office of the City Mayor 

Classification: Simple 

Type of Transaction: G2C ï for government services whose client 
is the transacting public 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

3) Request Letter addressed to the Mayor (2 
copies) 

4) Complete address of the church 
5) Barangay Certificate of church existence 
6) Certificate of Appointment/Ordination 
7) SEC Certificate 
8) Recent pictures of the church 

 

2) All person who will avail 
3) All person who will avail 
4) Barangay where the client resides 
5) Authorized Institution 
6) Securities and Exchange Commission 
7) All person who will avail 

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
 
1. Submit 
personal letter 
and other 
required 
requirements 

1.1 Receive 
letter and other 
requirements, 
provide control 
number, 
indicate the 
name, office, 
and designation 
and log the 
information and 
return the 
receiving copy 
to the client with 
the contact 
number of the 
office.  
 
 
 
  

 
 

 

 

 

 

 

 

None 

3 minutes 

Jann Camile 
Cabrera 

Staff 
 
 

Dhelaine Gomez 
Staff 

 
 

Jena Evangelista 
Staff 

 



 

32 
 

 
1.2 Process the 
request with the 
approval of the 
City Mayor 

 
 

None Up to 3 days 
Maximum 

Jann Camile 
Cabrera 

 
Dhelaine Gomez 

 
Jena Evangelista 

 

1.3 Notify client 
of the Approval 
of the request  

 
 

None 3 minutes 

Jann Camile 
Cabrera 

 
Dhelaine Gomez 

 
Jena Evangelista 

End of Process:            Total                        None 
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10. REQUEST FOR SSS CERTIFICATION (FOR INDIGENT BURIAL 
ASSISTANCE RECIPIENTS) 

SSS grants funeral benefits to whoever paid for the burial expenses of the deceased member. 
The deceased employee, self-employed, voluntary, or an Overseas Filipino Worker (OFW) 
member must have at least one contribution payment to qualify. An employee subject to 
compulsory coverage but was not reported by his/her employer is also qualified to the grant of 
the funeral benefit. 

Death benefit can be a monthly pension that is given only to the primary beneficiaries of a 
deceased member who had paid 36 monthly contributions before the semester of death. A lump 
sum amount is granted to the primary beneficiaries of a deceased who had spent less than 36 
monthly dues before the semester of death. 

Office or Division Office of the City Mayor 

Classification: Simple 

Type of Transaction: G2C ï for government services whose client 
is the transacting public 

Who may avail? All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1) Request Letter addressed to the City 
Mayor (2 copies) 

2) Funeral Contract (Indigent Package) 
3) Death Certificate 

1) All person who will avail 
2) Funeral Services 
3) City Civil Registrarôs Office  

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
 
1. Submit 
personal letter 
and other 
necessary 
requirements 

1.1 Receive 
letter and other 
requirements, 
provide control 
number, 
indicate the 
name, office, 
and designation 
and log the 
information and 
return the 
receiving copy 
to the client with 
the contact 
number of the 
office.  

 
 
 
 
 
 

 
None 

3 minutes 

Jann Camile 
Cabrera 

Staff 
 
 

Dhelaine Gomez 
Staff 

 
 

Jena Evangelista 
Staff 
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1.2 Process the 
request with the 
approval of the 
City Mayor 

 
 

None Up to 3 days 
Maximum 

Jann Camile 
Cabrera 

 
Dhelaine Gomez 

 
Jena Evangelista 

 

1.3 Notify client 
of the Approval 
of the request  

 
 

None 3 minutes 

Jann Camile 
Cabrera 

 
Dhelaine Gomez 

 
Jena Evangelista 

End of Process:            Total                        None 
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11. REQUEST FOR ENDORSEMENT LETTER TO PAGCOR 

The office of the City Mayor extend assistance through endorsement letters to those 
individuals/family who are in dire need of medical help. 

Office or Division Office of the City Mayor 

Classification: Simple 

Type of Transaction: G2C ï for government services whose 
client is the transacting public 

Who may avail? All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1) Request Letter addressed to the City Mayor 
(2 copies) 

2) Medical Abstract 
3) Barangay Clearance 
4) Photocopy of Valid ID 

1. All person who will avail 
2. Hospital where the patient is 

admitted 
3. Barangay Office where the client 

resides 
4. All person who will avail 

CLIENT STEPS AGENCY ACTION 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
 
1. Submit 
personal letter 
and other 
necessary 
requirements 

1.1 Receive letter 
and other 
requirements, 
provide control 
number, indicate the 
name, office, and 
designation and log 
the information and 
return the receiving 
copy to the client 
with the contact 
number of the office. 
Check the 
availability of 
Ambulance to 
CDRRM/CHO 

 
 
 
 
 
 
 

None 
3 minutes 

 
Jann Camile 

Cabrera 
Staff 

 
 

Dhelaine Gomez 
Staff 

 
 

Jena Evangelista 
Staff 

 

 
1.2 Process the 
request with the 
approval of the City 
Mayor 

 
 

None Up to 3 days 
Maximum 

i 

 
1.3 Notify client of 
the 
Approval/disapproval 
of the request  

 
 

None ***** 

Jann Camile 
Cabrera 

 
Dhelaine Gomez 

 
Jena Evangelista 

End of Process:            Total                         None 
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12. REQUEST FOR CITY MAYORôS REFERRAL FOR IMUS VOCATIONAL 
AND TECHNICAL SCHOOL (IVTS) 

A Mayorôs referral letter is issued to qualified residents of General Trias who are interested to 
undergo training in Imus Vocational and Technical School (IVTS). 

Office or Division Office of the City Mayor 

Classification: Simple 

Type of Transaction: G2C ï for government services whose 
client is the transacting public 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1) Request Letter addressed to the City Mayor 
(2 copies) 

2) Barangay Clearance 
3) List of Training Programs 
4) Photocopy of Valid ID 

1) All person who will avail 
2) Barangay Office where the client resides 
3) Imus Vocational and Technical School 
4) All person who will avail 

CLIENT STEPS AGENCY ACTION 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
 
1. Submit 
personal letter 
and other 
required 
requirements 

1.1 Receive letter 
and other 
requirements, 
provide control 
number, indicate the 
name, office, and 
designation and log 
the information and 
return the receiving 
copy to the client 
with the contact 
number of the office. 
Check the 
availability of 
Ambulance to 
CDRRM/CHO 
 
 
 
  

 
 
 
 
 

 
 

None 

3 minutes 

 
Jann Camile 

Cabrera 
Staff 

 
 

Dhelaine Gomez 
Staff 

 
 

Jena Evangelista 
Staff 

 

 
1.2 Process the 
request with the 
approval of the City 
Mayor 

 
 

None 
Up to 3 days 

Maximum 

Jann Camile 
Cabrera 

 
Dhelaine Gomez 
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Jena Evangelista 

 
1.3 Notify client of 
the 
Approval/disapproval 
of the request  

 
 

None ***** 

Jann Camile 
Cabrera 

 
Dhelaine Gomez 

 
Jena Evangelista 

End of Process:  Total                         None 
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13. TRICYCLE FRANCHISING/MAYORôS PERMIT 

The Motorized Tricycle Operatorôs Permit is necessary document for one to be authorized to 
use and operate a motorized tricycle for any livelihood purposes. Whether for a local delivery or 
transportation business. MTOP has a validity of three (3) years and local application fees vary 
for different cities and towns here in the Philippines. 

Office or Division Office of the City Mayor 

Classification: Simple 

Type of Transaction: G2C ï for government services whose client 
is the transacting public 

Who may avail? All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1)    Photocopy of OR/CR 
2)    Original copy of the franchise 
3)    Certification from TODA 
4)    Latest copy of the operational permit 
5)    Community Tax Certificate 

1-5 All person who will avail 

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit all 
documents for 
assessment 

1.1 Receive all 
documents and 
assess. 

 
None 3 minutes 

Caryl Agustin 
Administrative 
Assistant IV 

 1.2 Validate the 
documents 

 
None 1 minute 

Glenda Gonzales 
Administrative 
Assistant IV 

 

1.3 Release of 
the Assessment 
form  

 
 
 

None 2 minutes 

Caryl Agustin 
Administrative 
Assistant IV 

 
Jayson Sarte 
Administrative 

Aide IV 

2. Proceed to 
PNP for Tricycle 
Inspection and 
submit the 
assessment 
form 

2. Inspect the 
documents and 
tricycle violation 
if ever. Process 
and release of 
Certification of 
Inspection 

 
 
 

None 7 minutes 

 
 
 

Assigned PNP 
officer 

3. Proceed to 
Mayorôs Office 
for Re-validate 

3. Re-Validate 
all documents 
and release the 
payment form 

 
None 

2 minutes 
Glenda Gonzales 

Administrative 
Assistant IV 

4. Proceed to 
Treasurerôs 
Office for 
payment 

4. Receive 
payment and 
release official 
Receipt  

 
None 

3 minutes 
 

Treasurerôs Office 
Staff 
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5. Submit 
Official Receipt 
to the Mayorôs 
Office 

5.1 Process / 
Typing and 
printing the 
Tricycle 
franchise 
documents 
(Sticker No. & 
Encoding) 

 
 
 
 

None 3 minutes 

Glenda Gonzales 
Administrative 
Assistant IV 

 
Jayson Sarte 
Administrative 

Aide IV 
 

Alona Evangelista 
Bookbinder I 

 

5.2 Release of 
Tricycle 
franchise 
documents and 
Sticker 

 
 
 
 

None 5 minutes 

Leonardo Delos 
Santos 

Administrative 
Aide II 

 
Ponciano 
Dumagat 

Administrative 
Aide I 

End of Process: Total                        None 
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Office of the City Security Services Divion 

(Office of the City Mayor) 

 
Frontline Services 
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1. RECEPTION  

The division receives visitors at the front desk by greeting, welcoming and directing them 
properly. Address visitorsô questions and needs, and providing an overall welcoming 
environment. 

Office or Division: City Security Services Division 

Classification: Simple 

Type of Transaction: Government to Citizen 

Who may avail: Constituent/ General Public 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Documents needed for the service 

transaction. 

Client 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Assistance 

from the front 

desk officer. 

1. Assist and 

ask the client 

needs 
None 1 minute 

Maximo Colorina / 

Michael Saliba 

2. Present the 

requirements 

needed for the 

transaction. 

2. Evaluate the 

requirements 

/documents 

presented. None 2 minutes 
Maximo Colorina / 

Michael Saliba 

End of Process:          Total None    3 Minutes 
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2. PARKING ASSISTANCE 

The division assists clients in parking their vehicle safely, and patrol the parking area regularly 
to ensure the safety of the clients and their vehicles. 

Office or Division: City Security Services Division 

Classification: Simple 

Type of Transaction: Government to Citizen 

Who may avail: Constituent/ General Public 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

  

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Assistance 

from the parking 

area. 

 

1. Assist the 

client in parking 

their vehicle. 

 
None 

 
3 minutes 

Christopher Parin 

 

End of Process:          Total                 None           3 Minutes 
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3. REQUEST FOR INVESTIGATION AND POLICE ASSISTANCE 

The division accepts requests to assist the conduct investigation on matters related to Pilferage, 
Abuse of Authority, Violation of the existing laws implementing Rules and Regulations and local 
ordinances committed by the City Government employees or a person in cahoots with the 
government employee/s. 

 

 

 

Office or Division: City Security Services Division 

Classification: Simple 

Type of Transaction: Government to Citizen, Government to 

Government 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter of complaint. 
2. Documentary and Material evidences 

if there is any. 
3. Personal appearance of complainant. 
4. Letter request for Police Assistance. 

Client 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submission of 

Letter of 

Complaint. 

                             

  

1. Received 

Letter of 

Complaint. 

 

None 

 
2 minutes 

Michael Saliba 

 

2.Interview with 

the 

Complainant. 

2. Assess the 

complaint and 

conduct initial 

investigation 

and refer to the 

PNP if 

necessary. 

None 20 minutes 
Gregorio G. 

Evangelista 

Chief Security 

3. Letter of 

endorsement 

address to the 

PNP to conduct 

full investigation. 

3. Approval of 

Letter of 

Endorsement. None 15 minutes 
Gregorio G. 

Evangelista 

Chief Security 

End of Process:          Total                 None         37 Minutes 
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General Trias Medicare Hospital 

(Office of the City Mayor) 

 
Frontline Services 
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4. OUT - PATIENT SERVICES 

An outpatient department is the part of a hospital designed for the treatment of outpatients, 
people with health problems who visit the hospital for diagnosis or treatment, but do not require 
a bed or to be admitted for overnight care. 

Office or Division:  
City of General Trias Medicare Hospital 

Classification:   

Type of Transaction:   

Who may avail: Everyone  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Hospital number CGTMH - OPD 

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Visit the triage 
area and write 
name in 
'Palistahan' 
provided. 
Patient and 
guardian are 
required to wear 
face mask and 
face shield. 
 
For pregnant 
patient that 
needs prenatal 
check-up, the 
schedule is 
every Tuesday, 
1-4pm. Write 
name in 
'Palistahan ng 
Buntis' provided. 
Bring latest 
ultrasound and 
laboratory. 
 
If patient is a 
child or toddler 
that needs a 
specialist, Pedia 
check-up 
schedule is 
every Thursday 

1.1 Ask the 
patient if s/he 
have an existing 
record in the 
hospital: 
 
 
 
 
 
 
If patient already 
have a record 
with us, ask for 
the hospital 
number or 
search the 
patientôs name 
in the Record 
Computer. 
Retrieved Index 
Record of 
patient. 
 
 
If patient have 
no record with 
us, ask patients 
information and 
record it in an 
index card. 

NONE 15 minutes 
OPD 

Nurse/Midwife/Cle
rk On-Duty 
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1-4pm. Write 
name in 
'Palistahan ng 
Pedia' provided. 
  

2. Wait to be 
called for the 
initial screening 
(chief 
complaints and 
vital signs 
recording). 
Please maintain 
social 
distancing. 

2.1 Record 
patient's vital 
sign and other 
necessary 
information in 
his/her index 
card. Fill out 
COVID-19 
checklist 
depending on 
the verbalized 
response of 
patient. 
 
If patient do not 
have symptoms 
related to 
COVID-19, 
asked to wait to 
be called. 
 
If patient have 
COVID-19 
symptoms, 
separate 
him/her to other 
patient, secure 
CIF form to be 
forwarded to our 
CHO for proper 
monitoring and 
swabbing. If the 
patient needs to 
be transferred to 
other COVID-19 
facility, ask for 
letter of 
transfer/referral 
from Doctor on-
duty and secure 
acceptance from 

NONE 15 minutes 
OPD 

Nurse/Midwife/Cle
rk On-Duty 
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transferred 
facility. 

3. Wait to be 
called.  

3.1 Call patient 
name. Examine 
the patient and 
give necessary 
medical 
attention and 
advised.  
 
Issue laboratory 
request if 
needed (follow 
laboratory 
process) 
 
Issue 
prescription if 
needed (follow 
pharmacy 
process) 

NONE 30 minutes Doctor On-Duty 

End of Process:        Total                None         60 Minutes 
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5. LABORATORY SERVICES 

The laboratory in a hospital runs tests on patients that pertain to the diagnosis, prevention and 
treatment of diseases. Laboratory services are free but are only available to those with request 
from CGTMH and CHO Physicians as well as from Barangay Health Centers.  

Office or Division:  
City of General Trias Medicare Hospital 

Classification:   

Type of Transaction:   

Who may avail:   

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Laboratory request 
CGTMH OPD, CHO and Barangay Health 

Center 

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Provide 
laboratory 
request signed 
by CGTMH or 
CHO Physician 

1.1 Get the 
laboratory 
request form 
and confirm 
details of 
patient.  
 
1.2 Record 
patientsô details 
in laboratory 
receiving 
logbook 

NONE 15 minutes 

Ollie Cueco/Raffy 
Lacorte 
Medical 

Technologist 

2. Hand over the 
collected sample 
to the medical 
technologist on-
duty not more 
than 1hour upon 
collection.  

 
 
2.1 For 
urinalysis, 
pregnancy test 
or fecalysis, 
advised patient 
to collect sample 
(pee or poop) on 
provided testing 
kit. 
 
2.2 For 
Complete Blood 
Count or 
Dengue 
NS1/Dengue 
Duo, advised 
patient on the 

NONE 10 minutes 

Ollie Cueco/Raffy 
Lacorte 
Medical 

Technologist 
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process and 
perform blood 
collection.  

3. Wait for the 
result 

3. Examine 
sample and 

provide result 
NONE 

3.1 Urinalysis - 
30minutes - 
1hour 
 
3.2 Fecalysis - 
30minutes - 
1hour 
 
3.3 Complete 
Blood Counting - 
1-2hours 
 
3.4 Pregnancy 
Test - 15-
30minutes 
 
3.5 Dengue Duo 
NS1 - 15minutes 

Ollie Cueco/Raffy 
Lacorte 
Medical 

Technologist 
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4. Receive 
result. Provide 
authorization 
letter if receiver 
is not the 
patient. 

4.1 MedTech to 
record result in 
the logbook and 
release result. 
 
If patient is 
waiting in the 
OPD Area, 
endorse result to 
the OPD Nurse 
on duty for 
Physician's 
further 
evaluation 
 
If patient is to 
return for the 
result, ask for 
the claim stub 
and 
authorization 
letter if patient 
will not be able 
to receive the 
result. 

NONE 15 minutes 

Ollie Cueco/Raffy 
Lacorte 
Medical 

Technologist 

End of Process:          Total                          None               2 Hours and 40 Minutes 
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6. PHARMACY SERVICES 

Distribute medicines based on clientôs/patientôs prescription.  

Office or Division:  City of General Trias Medicare Hospital 

Classification: Simple  

Type of Transaction:   

Who may avail: CGTMH Out and In Patient 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Prescription CGTMH OPD, CGTMH Inpatient 

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Request free 
medicine from 
CGTMH 
Pharmacy 

1.1 Get the 
patient's 
presciption 
issued by our 
doctor and 
check 
availability of 
medicines 
 
1.2 If medicine 
is available, 
hand it to 
patient. Jot 
down the name 
of patient, name 
of medicine and 
quantity in the 
inventory paper. 
 
1.3 Double 
check issued 
medicine and 
advise patient to 
buy the 
remaining 
prescription 
outside 

NONE 10 Minutes 
Eden Nocon 
Pharmacist 

End of Process:          Total                          None               10 Minutes 
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7. IN-PATIENT SERVICES 

In-Patient care is a medical treatment administered to a patient whose condition requires 
treatment in a hospital wherein the patient formally admitted to the facility by a doctor.  

Office or Division:  City of General Trias Medicare Hospital 

Classification:   

Type of Transaction:   

Who may avail: Everyone 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Admission Order CGTMH Emergency Room 

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Patient to 
submit 
admission order 
from CGTMH 
Physician.  

1.1 ER Nurse to 
notify Ward 
Nurse of new 
admission.  
 
1.2 Secure 
negative rapid 
antigen test of 
patient and 
guardian (one 
guardian per 
patient only) 
 
1.3 Log in 
General 
Admission 
Logbook. 
Secure other 
needed patientôs 
data. 
 
1.4 Secure 
consent for 
admission and 
management 
 
1.5 NOD 
Prepares room 
and bed 
assignment and 
prepare supplies 
needed 
 

NONE (All fees 
covered by 
Philhealth) 

50 minutes 

ER Nurse/Ward 
Nurse/Institutional 
Worker/Medical 
Technologist 
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1.6 Nurse 
directs and bring 
the patient to the 
designated ward 

2. Follow 
doctors order 

2.1 Perform 
daily routine 
patient care. 
Follows clinical 
pathway 
procedure 
religiously for 
certain 
diseases. 
Oversees 
patient medical 
care.  

NONE  Physician, Nurse 



 

54 
 

3. Secure 
discharge 
clearance and 
sign provided 
philhealth forms. 
Submit 
accomplished 
clearance to the 
guard on duty. 
 
Secure 
clearance from: 
a. Pharmacy 
b. Laboratory 
c. 
Billing/Cashier/P
hilhealth 
d. Laundry 

3.1 Examines 
and evaluates 
patient. 
Indicates "May 
Go Home" order 
in patient chart.  
 
If the patient 
requests 
discharge 
against medical 
advice (DAMA), 
the NOD refers 
the request to 
Attending 
Physician.  
 
3.2 Prepare 
discharge order, 
write discharge 
instructions and 
prescription for 
take home 
medicines. 
Review chart for 
completeness. 
Gives discharge 
instructions and 
health education 
to 
patients/informs 
date of follow-up 
schedule. 
 
3.3 Prepare 
billing of patient 
and secure 
signatures.  
 
3.4 Prepare 
clearance 
certificate and 
advised patient 
to secure 
clearance on 
needed 
departments.  

NONE 2 and half hour 
Physician, Nurse, 
Philhealth/Billing 

Clerk, Guard 
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3.5 Issue 
discharge slip 2 
copies  
Å Patients copy 
Å Nurse Station 
copy 
 
3.6 Receive 
discharge slip, 
check if all 
equipment/items 
previously 
issued to 
patients have 
been return. 
Give final 
instruction, 
regarding home 
care, medication 
and check-up 
schedule. 
Discharge 
patient at the 
ward 

End of Process:          Total                  None       Upon admission: 50 Minutes; 

upon discharge: 2 Hours 
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8. PHILHEALTH SERVICES 

Under the Philippine Universal Health Law, every Filipino is entitled to be a member and enjoy 
the benefit of Philhealth. Membership to Philhealth secure that patient have no outstanding 
balance from the hospital.  

Office or Division:  
City of General Trias Medicare Hospital 

Classification:   

Type of Transaction:   

Who may avail: CGTMH In-Patient  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Philhealth Member and Patient Data Form Philhealth Clerk 

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Upon advised 
for admission, 
patient needs to 
fill out the 
'Philhealth 
Member and 
Patient Data 
Form' provided.  
 
If patient is a 
non-member 
adult, patient 
need to provide 
the following 
ASAP: 
a. Birth 
Certificate 
b. Valid ID 
c. Authorization 
Letter (provided 
by the philhealth 
clerk) 
d. Filled-out 
PMRF form 
e. IF patient is 
unable to pay 
the philhealth 
contribution, 
secure 
'Certificate of 
Indigency' from 

1.1 Secure 
'Philhealth 
Member and 
Patient Data 
Form'. Check 
patient's 
eligibility.  
 
If patient is 
already a 
member or a 
dependent, 
provide eligibilty 
copy to Ward 
Nurse. 
 
If patient is not a 
member/depend
ent, secure the 
requirements 
and send 
request for 
registration 
and/or addition 
dependent to 
philhealth. Reply 
from philhealth 
is 1-3days upon 
submission of 
request.  

NONE 15 minutes 

Ward Nurse On-
Duty, Philhealth 

Clerk Mark 
Felesario or 

Beverly 
Barrientos 
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Barangay and 
MSWDO. 
 
If patient is a 
child of a non-
member patient, 
secure above 
documents and 
bring the child 
birth certificate 
as additional 
requirement. 
 
If patient is for 
memberôs 
addition 
dependent, 
secure the 
following: 
a. Birth 
Certificate of 
child (aged 21 
and below) 
b. Authorization 
Letter (provided 
by philhealth 
clerk) 
c. Filled-out 
PMRF form 
 
If patient is a 
legal 
husband/wife of 
a member, 
secure the 
following 
requirements: 
a. Birth 
Certificate of 
patient 
b. Valid ID of 
member and 
patient 
c. Authorization 
Letter (provided 
by the philhealth 
clerk) 
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d. Filled-out 
PMRF form 
e. Marriage 
Certificate 

2. Wait for 
update from 
philhealth clerk. 
Upon discharge, 
signed 
documents from 
the philhealth 
clerk or follow 
advised. 

2.1 Encode 
patient 
information in 
iHomis upon 
attending 
physician 
advised to 
discharge.  
 
In an instance 
that the patient 
is a non-
member and 
reply from 
philhealth got 
delayed despite 
follow ups, 
advised patient 
to signed 
documents on 
his/her follow up 
check-up. 

NONE 2 hours 

Philhealth Clerk 
Mark Felesario or 

Beverly 
Barrientos 

End of Process:          Total                         None              Upon admission: 15 Minutes 

  Upon discharge: 2 hours 
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9. MEDICO-LEGAL 

Medico legal documents is for legal case purpose and can serve as evidence in court.  

Office or Division:  City of General Trias Medicare Hospital 

Classification:   

Type of Transaction:   

Who may avail:   

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Police Request PNP or Barangay where patient is residing 

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present self 
at the 
emergency 
area. 

1.1 Ask the 
patient if s/he 
have an 
existing record 
in the hospital: 
 
If the patient is 
for an 
emergency, 
secure 
information 
from his/her 
companion 
 
If patient 
already have a 
record with us, 
ask for the 
hospital number 
or search 
patient name in 
the Record 
Computer. 
Retrieved Index 
Record of 
patient. 
 
If patient have 
no record with 
us, ask patients 
information and 
record it in an 
index card. 
 

P800.00 to be paid 
at City Hall 

Cashier or Indigent 
Certificate from 

MSWDO/Baranga
y 

30 minutes 
OPD 

Nurse/Clerk, 
Physician 
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1.2 Physician to 
give patient 
proper medical 
attention and 
advise 
 
1.3 After the 
procedure 
and/or 
examination, 
inform patient 
regarding 
documents to 
secure  (provide 
checklist). 
Advised when 
to come back 
depending on 
the physicianôs 
schedule.  
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2. Patient to 
come back on 
agreed date 
and time. Write 
name and 
Hospital 
number in the 
'Palistahan' and 
wait to be 
called. Bring 
proper 
documents 
such as:  
a. Police Report 
b. Valid ID 
c. Payment 
Receipt or 
Certificate of 
Indigency 
d. If patient is a 
minor, bring a 
copy of birth 
certificate and 
ID of guardian 
e. Authorization 
Letter and ID of 
both patient and 
receiver if 
patient will not 
be able to get 
his/her medico-
legal 
f. Other 
documents 
requested by 
the physician 
such as: X-Ray, 
CT Scan, 
Ultrasound etc. 

2.1 OPD Clerk 
to retrieved 
index card of 
patient. Call 
patient and get 
the necessary 
documents. 
 
2.2 OPD Clerk 
to endorse 
record and 
documents to 
Admin Staff. 
 
2.3 Admin Staff 
to encode 
details of 
incident and 
secure 
signature of the 
attending 
physician.  

NONE 1 hour 

OPD 
Nurse/Clerk, 
Admin Staff: 
Barrientos/ 
Felesario/Moral 



 

62 
 

3. Receive 
medico-legal, 
inform the staff 
if there is a 
need for an 
additional 
examination. 

3.1 Photocopy 
the documents 
provided. 
Secure 
signature and 
received date 
from the 
patient. Return 
documents to 
patients and 
provide two 
original sealed 
copy. Advised 
patient to 
provide one 
original copy to 
the Police 
Station and 
photocopy for 
Barangay and 
MSWD if 
needed. 
 
If patient still 
needs 
additional 
medical 
examination, 
admin staff to 
endorse record 
to OPD Clerk. 
(Follow OPD 
Process step 3) 

NONE 5 minutes 
Barrientos/ 

Felesario/Moral 
Admin Staff 

End of Process:          Total                          None             1 Hour and 35 Minutes 
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City Building Regulatory Division 

(Office of the City Mayor) 

 
Frontline Services 
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1. ISSUANCE OF BUILDING PERMIT 

A Building Permit is a document issued by the Building Official to an applicant to proceed with 
the construction, installation, addition, renovation, demolition or other work activity of a specific 
project/building/structure or portions thereof. It is intended to ensure that the project plans are 
compliant with the National Building Code of the Philippines and its Implementing Rules and 
Regulations. 

Office or Division: City Building and Regulatory Division 

Classification: Simple 

Type of Transaction: G2C ï Government to Citizen 

Who may avail: All 

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

1. Proof of Ownership (Title, Tax Declaration) 
2. Lot Plan (duly prepared, signed and sealed by a 

duly licensed Geodetic Engineer) 
3. Proposed plans (duly signed and sealed by 

licensed engineer and owner) 
4. Zoning Clearance 

 
5. Permit application forms (completely and legibly 

filled out, signed and sealed by 
Engineer/Architect and Owner) 

6. Cost Estimates and Bill of Materials 
7. Specifications 
8. Structural Design and Computation 
9. Seismic Analysis 
10. Barangay Clearance (Permit to Construct) 
11. Permit to Construct 

 
12. Clearance from DPWH (if along National Road) 
13. Clearance from PEO (if along Provincial Road) 
14. Construction Safety Health Program 

 
15. Fire Safety Permit (to be secured upon 

endorsement of the Building Official) 
16. Electrical Design Analysis (for commercial 

application, duly signed and sealed by a 
licensed Professional Electrical Engineer) 

17. DENR Certificate (for industrial application, or 
any environmentally affecting structure) 
 

Applicant 
Applicant 
 
Applicant 
 
Office of the City Planning and 
Development Council 
Applicant 
 
 
Applicant 
Applicant 
Applicant 
Applicant 
Barangay Hall 
Homeowner President or Developer 
Department of Public Works and 
Highways 
Provincial Engineerôs Office 
Department of Labor and 
Employment 
Local Fire Station 
 
Applicant 
 
 
Department of Environment and 
National Resources 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Secure Online 
Appointment via 
website 
(www.generaltria
s.gov.ph/brd) 
 

1.1 Confirmation 
of filled out form 
 
1.2 Manual 
scheduling of 
appointment 

 
 

None  

 
1 minute 

 
 

10 minutes 

 
Mr. Edmund N. 

Olaveria Jr. 
(Job Order 
Employee) 

 

2. Secure 
application form 

a. Issue forms 
and list of 
requirements 

 
None 

 
2 minutes 

Engr. Ramon G. 
Custodio  

(Engineer II) 
 

Aldrich Philip D. 
Ortiz 

(Admin Aide I)  
 

Engr. Ivan A. 
Valencia 

(Engineer I) 
 

Laarni M. 
Valdehueza 

(Bookbinder I),  
 
 

3. Submit 
application forms 
and other 
requirements 

3.1 Receive and 
review of 
documents 
submitted for 
records 
 
 
 
 
 
 
 
 
 
 
 
3.2 Inspection of 
Construction site 

 
 
 

None 

 
 
 

20 minutes 
 
 
 
 
 
 
 
 
 
 
 
 
 

30 minutes 

Engr. Ramon G. 
Custodio 

(Engineer II) 
 

 Aldrich Philip D. 
Ortiz 

(Admin Aide I)  
 

Engr. Ivan A. 
Valencia 

(Engineer I) 
 

Laarni M. 
Valdehueza 

(Bookbinder I),  
 

Engr. Ivan A. 
Valencia 

(Engineer I) 
 

Kenneth C. 
Sallutan 

(Job Order 
Employee) 
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4. Claim 
endorsement for 
Local Fire 
Marshal 

4. Evaluate, 
prepare 
endorsement 
and release 
documents (1 set 
of 
plan, 
specifications and 
bill of 
materials 
a. Residential 
   *Simple 
   *Complex 
b. Commercial 
   *Simple 
   *Complex 
c. Industrial 
   *Simple 
   *Complex 
d. Institutional & 
others 
   *Simple 
   *Complex 

 
 
 
 
 
 
 
 
 
 
 
 

None 

 
 
 
 
 
 
 
 
 

30 minutes 
50 minutes 

 
30 minutes 
50 minutes 

 
45 minutes 
60 minutes 

 
 

45 minutes 
60 minutes 

 
 
 
 
 
 
 
 
 
 

Engr. Norman C. 
Bugtong 

(Building Official) 
 

Engr. Ramon G. 
Custodio 

(Engineer II) 
 

5. Submit 
endorsement to 
Local Fire 
Marshal 

5. ssue fire safety 
permit 

To be computed 
by Local Fire 
Marshal 

 
 

10 minutes Local Fire Marshal 

6. Submit 
approved Fire 
Safety Permit 

6. Assessment of 
Fees 
a. PD 1096 
(National Bldg. 
Code of the 
Phils.) 
 
b. Contractor's 
Business Tax 
(1991 Local Gov't 
Code) Schedules 
of Taxes on 
Contractors & 
other 
 
c. Independent 

Contractors 
 

Amt. of Tax 
 

P 27.50 
 
 
 
 
 
 

61.60 
 
 
 
 
 
 

104.00 
 

 
 
 
 
 
 
 
 

15 minutes 

 
 
 
 
 
 
 
 

Engr. Ramon G. 
Custodio 

(Engineer II) 
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i. Less than 
5,000.00 
 
ii. 5,000 or more 
but not less than 
10,000 
 
iii. 10,000 or 
more but not less 
than 15,000 
 
iv. 15,000 or 
more but not less 
than 20,000 
 
v. 20,000 or more 
but not less than 
30,000 
 
vi. 30,000 or 
more but not less 
than 40,000 

 
vii. 40,000 or 
more but not less 
than 50,000 
 
viii. 50,000 or 
more but not less 
than 75,000 
ix. 75,000 or 
more but not less 
than 100,000 
 
x. 100,000 or 
more but not less 
than 150,000 
 
xi. 150,000 or 
more but not less 
than 200,000 
 
xii.200,000 or 
more but not less 
than 250,000 
 

 
 

165.00 
 

 
275.00 

 
 
 

385.00 
 
 
 

550.00 
 
 
 

880.00 
 
 
 
 

1,320.00 
 
 

1,980.00 
 
 
 
 

2,640.00 
 
 
 
 
 

3,630.00 
 
 
 

4,620.00 
 
 
 

6,160.00 
 
 



 

68 
 

xiii.250,000 or 
more but not less 
than 300,000 
 
xiv.300,000 or 
more but not less 
than 400,000 
 
xv. 400,000 or 
more but not 
less than 500,000 
 
xvi. 500,000 or 
more but not less 
than 750,000 
 
xvii. 750,000 or 
more but not less 
than 1,000,000 
 
xviii. 1,000,000 or 
more but not less 
than 2,000,000 
 
xix. 2,000,000 or 
more 

 
 

8,250.00 
 
 
 

9,250.00 
 
 
 

10,250.00 
 
 
 

11,500.00 
 
 
 
 

at a rate not 
exceeding 

fifty percent 
(50%) of 

one percent (1%) 

7. Payment of 
fees 

7. Receive 
payment and 
issue official 
receipt 

See Assessment  
 

5 minutes 

Cashier 
Treasurerôs Office 

8. Submit official 
receipt to 
Engineering 
Office 

8. Approve 
building permit 

 
 

None 

 
 

10 minutes 

Engr. Norman C. 
Bugtong 

(Building Official) 

9. Claiming of 
approved building 
permit 
 

9. Release 
approved building 
permit 

 
 

None 

 
 

5 minutes 

Engr. Ramon G. 
Custodio 

(Engineer II) 

End of Process:      Total Based on Tax Order of Payment     2 Hours and 25 Minutes 
(Approx. Time) 
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2. ISSUANCE OF CERTIFICATE OF OCCUPANCY 

A certificate of occupancy is a document issued by the Building Official certifying a building's 
compliance with all standards and codes, and indicating it to be in a condition suitable for 
occupancy. 

Office or Division: City Building and Regulatory Division 

Classification: Simple 

Type of Transaction: G2C ï Government to Citizen 

Who may avail: All 

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

1. As-Built Plans (signed and sealed by a 
duly licensed engineer) 

2. Updated Photo copy of Engineer's 
license & PTR 

3. Notarized contract agreement between 
Owner & contractor or Affidavit of 
undertaking 

4. Logbook (construction activities) 
5. Photos/Pictures (front, right, left and rear 

view of the structure) 
6. Clearance from DPWH (District Office) if 

along National Road 
7. Environmental Compliance Certificate to 

secured from DENR (in case of industrial 
or any environmentally affecting 
structure) 

8. Certificate of Completion of Civil, 
Sanitary, Electrical and Mechanical 
Works (signed and sealed by a duly 
licensed engineer) 

9. Fire Safety Certificate of Final Inspection 
(to be secured from Chief of Local Fire 
Service upon endorsement of the 
Building Official) 

 
 
 
 
 
 
 
 
 
 
  

Applicant 
 
Applicant 
Applicant 
 
Applicant 
 
 
Department of Public Works and Highways 
Department of Environment and National 
Resources  
Applicant 
 
 
Local Fire Station 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Secure Online 
Appointment via 
website 
(www.generaltri
as.gov.ph/brd) 
 

1.1 Confirmation 
of filled out form 
 
1.2 Manual 
scheduling of 
appointment 

 
 
 

None 

1 minute 
 

 
10 minutes 

 
 
 
 
 
 
 

Mr. Edmund N. 
Olaveria Jr. 
(Job Order 
Employee) 

 

2. Secure 
Application form 
 

2. Issue forms 
and list of 
requirements 

None 2 minutes Mr. Edmund N. 
Olaveria Jr. 
(Job Order 
Employee) 

 
 

3. Submit 
application form 
and other 
requirements 

3.1Receive and 
review 
documents for 
records 
 
 
 
 
 
 
 
 
 
3.2 Inspection of 
site 
a. Residential 
b. Commercial 
c. Industrial 
 
d. Institutional & 
others 

None 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

None 

10 minutes 
 
 
 
 
 
 
 
 
 
 
 
 
 

2 hours 
3 hours 

4 hours & 30 
mins 

3 hours & 30 
mins 

Engr. Ramon G. 
Custodio 

(Engineer II) 
 

Laarni M. 
Valdehueza 

(Bookbinder I) 
 

Aldrich Philip D. 
Ortiz 

(Admin Aide I) 
 
 

Engr. Ivan 
Valencia 

(Engineer I) 
 

Engr. Gemini P. 
Mancilla 

(Engineer III) 
 

Engr. Armando  
M. Porto 

(Proj. 
Development 

Officer I) 
 
Engr. Eden Grace 

C. Montoya 
(Proj. Evaluation 

Officer I) 
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Mark Anthony 

Mugol 
(Admin Aide III) 

 
Kenneth Sallutan 

(Job Order 
Employee) 

4. Claim 
endorsement for 
Local Fire 
Marshal 

4. Evaluate, 
prepare 
endorsement 
and release 
forms for 
signature 
of Fire Marshal 

 
 
 

None 

 
 
 

10 minutes 

Engr. Ramon G. 
Custodio 

(Engineer II) 
 

Engr. Norman C. 
Bugtong 

(Building Official) 
 

5. Submit 
endorsement to 
Local Fire 
Marshal 

5. Issue Fire 
Safety Permit 

To be computed 
by the Local Fire 

Marshall 

 
5 minutes 

 
Local Fire 
Marshall 

6. Submit 
approved Fire 
Safety Permit 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Assessment 
of fees and 
issuance 
of payment 
order 

Assessment will 
be 

based on the 
schedule 

of fees and 
other charges in 

the Nat'l. 
Building Code of 

the 
Philippines and 

its 
Implementing 

Rules 
and Regulations 

 
 
 
 
 
 
 
 

15 minutes 

 
 
 
 
 
 
 
 

Engr. Ramon G. 
Custodio 

(Engineer II) 
 
 

7. Payment of 
fees 

7. Receive 
payment and 
issue official 
receipt 

  
5 minutes 

 
Cashier 

8. Submit official 
receipt to 
Engineering 
Office 

8. Approve 
Occupancy 
Permit 

 
None 

 
5 minutes 

Engr. Norman C. 
Bugtong 

(Building Official) 
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Engr. Ramon G. 
Custodio 

(Engineer II) 
 
 

10. Claim the 
approved 
Occupancy 
Permit 

10. Release the 
approved 
Occupancy 
Permit 

None 3 minutes Engr. Ramon G. 
Custodio 

(Engineer II) 
 
 

End of Process:      Total Based on Tax Order of Payment     5 Hours and 6 Minutes 

(Approx. Time) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

73 
 

3. ISSUANCE OF WIRING PERMIT 

An Electrical Wiring Permit is a requirement for installing, replacing, removing, connecting, 
disconnecting or repairing electrical works.  

Office or Division: City Building and Regulatory Division 

Classification: Simple 

Type of Transaction: G2C ï Government to Citizen 

Who may avail: All 

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

1. Yellow Card from Meralco 
 

2. Proof of Ownership 
 

3. Valid ID 
 

4. Approved Building Permit and 
Occupancy Permit 

Meralco 
 
Applicant 
 
 
Applicant 
 
Office of the Building Official 
 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Secure Online 
Appointment via 
website 
(www.generaltri
as.gov.ph/brd) 
 

1.1 Confirmation 
of filled out form 
 
1.2 Manual 
scheduling of 
appointment 

 
 

None 

 
1 minute 

 
 

10 minutes 

 
 

Mr. Edmund N. 
Olaveria Jr. 
(Job Order 
Employee) 

2. Submit 
application 
forms and other 
requirements 

2.1 Receive and 
review 
documents for 
records 
 
2.2 Evaluate 
Documents 
 
 
2.3 Assessment 
of Fees 
 
d. Permanent 

Connection 
Residential 
Commercial

/Industrial 
e. Temporary 

Connection 

None 
 
 
 
 

None 
 
 
 
 
 
 
 

 
P 55.00 
165.00 

 
165.00 

5 minutes 
 
 
 
 

5 minutes 
 
 
 

3 minutes 

Engr. Armando M. 
Porto 
(Proj. 

Development 
Officer I) 

 
Engr. Eden Grace 

C. Montoya 
(Proj. Evaluation 

Officer I) 
 

Mr. Gabriel A. 
Simpelo 
(Utility I) 

 
Mr. Mark Anthony 

B. Mugol 
(Admin. Aide III) 

 
Mr. Edmund N. 

Olaveria Jr. 
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(Job Order 
Employee) 

3. Payment of 
Fees 

3. Receive 
payment and 
issue official 
receipt 

See 
Assessment 
Table 

 
2 minutes 

Cashier 
Windows 3 and/or 

4 

4. Submit official 
receipt  

4. Approve 
Wiring Permit 

None 15 minutes Engr. Norman C. 
Bugtong 

(Building Official) 
 

Engr. Armando M. 
Porto 
(Proj. 

Development 
Officer I) 

 
Engr. Eden Grace 

C. Montoya 
(Proj. Evaluation 

Officer I) 

5. Claim the 
approved Wiring 
Permit 

5. Release the 
approved Wiring 
Permit 

None 5 minutes Engr. Armando M. 
Porto 
(Proj. 

Development 
Officer I) 

 
Engr. Eden Grace 

C. Montoya 
(Proj. Evaluation 

Officer I) 
 

Mr. Gabriel A. 
Simpelo 
(Utility I) 

 
Mr. Mark Anthony 

B. Mugol 
(Admin. Aide III) 

 
Mr. Edmund N. 

Olaveria Jr. 
(Job Order 
Employee) 

End of Process:      Total Based on Tax Order of Payment     37 Minutes (Approx. 

Time) 
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4. ISSUANCE OF CERTIFICATE OF ELECTRICAL INSPECTION (CEI) 

A Certificate of Electrical Completion marks the completion of the project where the electrical 
inspector had inspected and approved the proper installation of electrical system compliant to 
the Philippine Electrical Code. 

Office or Division: City Building and Regulatory Division 

Classification: Simple 

Type of Transaction: G2C ï Government to Citizen 

Who may avail: All 

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

1. Yellow Card from Meralco 
 

2. Proof of Ownership 
 

3. Valid ID 
 

4. Approved Building Permit and 
Occupancy Permit 

Meralco 
 
Applicant 
 
Applicant 
 
Office of the Building Official 
 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Secure Online 
Appointment via 
website 
(www.generaltri
as.gov.ph/brd) 
 

1.1 Confirmation 
of filled out form 
 
 
1.2 Manual 
scheduling of 
appointment 
 
 

 
 
 

None 

1 minute 
 

 
 

10 minutes 

Mr. Edmund N. 
Olaveria  

Jr. 
(Job Order 
Employee) 
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2. Submit 
application 
forms and other 
requirements 

2.1 Receive and 
review 
documents for 
records 
 
2.2 Evaluate 
Documents 
 
 
2.3 Site 
Inspection 
a. Residential 
b. Commercial 
c. Industrial 
d. Institutional & 
others 
 
 
 
 
 
 
 
 
 
2.4 Assessment 
of Fees 
 

a. Residential 
Convenience 
Outlet 
Lighting Outlet 
Switch 
Breaker 
 

b. Commercial 
Convenience 
Outlet 
Lighting Outlet 
Switch 
Breaker 

None 
 
 
 
 

None 
 
 

 
 

None 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(per unit ) 
P 22.00 

 
22.00 
22.00 
55.00 

 
(per unit) 
P 55.00 

 
55.00 
55.00 

110.00 
 

5 minutes 
 
 
 
 

10 minutes 
 

 
 
 

2 hours 
3 hours 
4 hours 
3 hours 

 
 
 
 
 
 
 
 
 
 
 

10 minutes 
 
 
 
 
 

25 minutes 

Engr. Armando M. 
Porto 
(Proj. 

Development 
Officer I) 

 
Engr. Eden Grace 

C. Montoya 
(Proj. Evaluation 

Officer I) 
 

Mr. Gabriel A. 
Simpelo 
(Utility I) 

 
Mr. Mark Anthony 

B. Mugol 
(Admin. Aide III) 
Mr. Edmund N. 

Olaveria Jr. 
(Job Order 
Employee) 

 
 
 
 
 
 

Engr. Armando M. 
Porto 
(Proj. 

Development 
Officer I) 

 
Engr. Eden Grace 

C. Montoya 
(Proj. Evaluation 

Officer I) 

3. Payment of 
Fees 

3. Receive 
payment and 
issue official 
receipt 

See 
Assessment 
Table 

2 minutes Cashier 
Windows 3 and/or 

4 
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4. Submit official 
receipt  

4. Approve 
Wiring Permit 

None 15 minutes Engr. Norman C. 
Bugtong 

(Building Official) 
 

Engr. Armando M. 
Porto 
(Proj. 

Development 
Officer I) 

 
Engr. Eden Grace 

C. Montoya 
(Proj. Evaluation 

Officer I) 

5. Claim the 
approved Wiring 
Permit 

5. Release the 
approved Wiring 
Permit 

None 5 minutes Engr. Armando M. 
Porto 
(Proj. 

Development 
Officer I) 

 
Engr. Eden Grace 

C. Montoya 
(Proj. Evaluation 

Officer I) 
 

Mr. Gabriel A. 
Simpelo 
(Utility I) 

 
Mr. Mark Anthony 

B. Mugol 
(Admin. Aide III) 

 
Mr. Edmund N. 

Olaveria Jr. 
(Job Order 
Employee) 

End of Process:    Total Based on Tax Order of Payment   5 Hours and 23 Minutes 

(Approx. Time) 
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City Traffic Management and Public Safety Section 

(Office of the City Mayor) 

 
Frontline Services 
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1. RELEASING OF CONFISCATED DRIVERôS LICENSE DUE TO VIOLATION 

Traffic Management Office returns the violators confiscated driverôs license once the procedure 
has been done or fine has been paid.  

Office or Division Traffic Management Office 

Classification Complex  

Type of Transaction G2C- Government to Citizen  

Who may Avail All  

CHECKLIST REQUIREMENTS WHERE TO SECURE 

General Trias City Ordinance Violation Slip Given by the Traffic Enforcer/ Traffic 

Personnel In-Charge  

CLIENT STEPS 
AGENCY 

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Go to Traffic 

Management 

Office. 

 

 

 

2.Present the 

City Ordinance 

Violation Slip. 

 

 

 

 

3. Go to 

Treasurerôs 

Office to pay 

 

 

 

 

 

4. After paying, 

head back to 

Traffic 

Management 

Office with the 

official receipt 

from the 

Treasurerôs 

Office 

TMO will advice 

the person who 

has violation slip  

to go to the 

Treasurerôs  

 

Office to pay for 

amount violated 

in the ticket 

issued by the 

traffic personnel. 

 

 

TMO will then 

release the 

confiscated 

driverôs license 

once paid by the 

violator. 

Depends on the 

Violation 

committed by 

the person. 

 

 

P250.00- Driving 

without license 

 

 

 

 

 

P150-Failure to 

surrender to 

show driver 

license 

 

 

 

 

P1500-Driving 

while under the 

influence of 

liquor or drugs 

 

P500/200- 

Expired driver 

license 

 

-More or less 

than 20 minutes 

upon presenting 

the violation slip 

to the 

Treasurerôs 

Office 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Traffic 

Management 

Office and 

Treasurerôs Office 
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5. Sign in the 

Client Log Book 

upon the 

release of the 

driverôs license.  

 

 

P500-Operation 

of MV with 

suspended 

revoked 

certificate 

registration 

 

P150-MV plate 

not firmly 

attached and 

visible 

 

P450/200-

License plate 

different form 

body number 

 

P150-Improper/ 

defective horn or 

signaling device 

 

P150-Use of 

unauthorized/im

provised plates 

 

P150-

Unauthorized 

use of bell/siren 

or authorized 

whistle 

 

 

P1000/500-Out 

of line/colorum 

operation 

 

P300-Insolent/ 

arrogant drivers 

 

P500-Refussal 

to convey 

passenger/trip 

cutting 
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P350/300- 

Overcharging 

and without fare 

matrix 

 

P500- 

Overloading 

 

P1500/1000- 

Fake OR/CR 

plates tag or 

sticker 

 

P200- Illegal 

Parking 

 

P300- Reckless 

Driving 

 

P200- Driving in 

slipper 

 

P500- Driving a 

motorcycle 

without proper 

use of helmet 

and including 

back ride 

passenger 

 

 

 

 

 

 

 

 

End of Process:          Total                                    20 Minutes 
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2. CLAIMING OF IMPOUNDED MOTORS 

Traffic Management Office releases the impounded motor and its key to the violators once the 
procedure has been done or fine has been settled. 

Office or Division Traffic Management Office 

Classification Complex 

Type of Transaction G2C- Government to Citizen  

Who may Avail All  

CHECKLIST REQUIREMENTS WHERE TO SECURE 

General Trias City Ordinance Violation Slip Given by the Traffic Enforcer/ Traffic 

Personnel In-Charge 

CLIENT STEPS 
AGENCY 

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Go to Traffic 

Management 

Office. 

 

 

2.Present the 

City Ordinance 

Violation Slip. 

 

 

3. Present 

OR/CR and 

other documents 

if necessary. 

 

 

4. Go to 

Treasurerôs 

Office to pay 

 

 

5. After paying, 

head back to 

Traffic 

Management 

Office with the 

official receipt 

from the 

Treasurerôs 

Office. 

TMO will advice 

the person who 

has violation slip  

to go to the 

Treasurerôs 

Office to pay for 

amount violated 

in the ticket 

issued by the 

traffic personnel. 

 

 

 

 

 

 

TMO will then 

release the 

confiscated 

motor once paid 

by the violator.  

Impounded 

Motor = P900 

 

Less than 15 

minutes upon 

presenting the 

violation slip to 

the Treasurerôs 

Office 

Traffic 

Management 

Office and 

Treasurerôs Office 
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6. Sign in the 

Client Log Book 

upon the 

release of the 

driverôs license.  

 

 

Traffic 

Management 

Office and 

Treasurerôs Office 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

End of Process:          Total                                    15 Minutes 



 

84 
 

3. ISSUANCE OF COURTESY PASS (TRUCKBAN) 

Traffic Management Office gives exemption card for 6-wheeler and up vehicles once the 
procedure has been done.  

Office or Division Traffic Management Office 

Classification Complex 

Type of Transaction G2C- Government to Citizen  

Who may Avail All  

CHECKLIST REQUIREMENTS WHERE TO SECURE 

-Photocopy of OR/CR 

-Request letter  

Own request letter.  

CLIENT STEPS 
AGENCY 

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Go to Traffic 

Management 

Office  

2. Bring 

Photocopy of 

OR/CR 

2. Submit 

request letter at 

Mayorôs Office   

1. Advice the 

client to go to 

the Mayorôs 

Office to submit 

a request. None 

No specific time. 

 

It is until 

approved by the 

Mayor 

Traffic 

Management 

Office and 

Mayorôs Office 

End of Process:          Total                 None                - 
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4. PROVIDING ASSISTANCE TO MOTORCADES/PARADES AND OTHER 
EVENTS 

An assistance given by the TMO for motorcades, parades, school events, group events held 
within the vicinity of General Trias City.  

Office or Division Traffic Management Office 

Classification Complex 

Type of Transaction G2C- Government to Citizen  

Who may Avail All  

  

CHECKLIST REQUIREMENTS WHERE TO SECURE 

Request Letter to be submitted to the 

Mayorôs Office  

Own request letter.  

CLIENT STEPS 
AGENCY 

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Go to Traffic 

Management 

Office. 

2. Submit 

request letter at 

Mayorôs Office   

1. Advice the 

client to go to 

the Mayorôs 

Office to submit 

a request 

 

 

None 

No specific time. 

 

It is until 

approved by the 

mayor 

Traffic 

Management 

Office and 

Mayorôs Office 

End of Process:          Total                 None                - 
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City Disaster and Risk Reduction Management 

Division 

(Office of the City Mayor) 

 
Frontline Services 
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1. TECHNICAL ASSISTANCE TO CONDUCT TRAININGS AND SEMINARS ON 
DISASTER RISK REDUCTION AND MANAGEMENT, INCLUDING BASIC LIFE 
SUPPORT WITH CPR, STANDARD FIRST AID, VEHICULAR ACCIDENT WITH 
EXTRICATION, EARTHQUAKE DRILL AND DISASTER AWARENESS AND 
PREPAREDNESS 

Provision of Technical Assistance to Conduct Trainings and Seminars on Disaster Risk 
Reduction and Management including Basic Life Support with CPR, Standard First Aid, 
Vehicular Accident with Extrication, Earthquake and Disaster Awareness and Preparedness. 

Office or Division CDRRMO 

Classification Simple 

Type of Transaction: Government to Client  

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request Letter Requesting Party 

CLIENT STEPS AGENCY ACTION 

FEES 

TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Call the 
CDRRM Office 
Hotline ï 
4097303 or 
proceed to 
CDRRM 
Operation 
Center directly 

 

1. Respond to the call and 

alert the 

responder/operation unit for 

the equipment and/or 

Emergency Responders to 

be dispatched 

None 1 to 2 days 
Administrative and 

Training Unit 

2. Wait for the 

approval of the 

trainings and/or 

seminar 

requested 

2. Inform and acknowledge 

the requesting party the 

states of their request None 1 to 2 days 
Administrative and 

Training Unit 

3. Attend 

training and/or 

seminar as 

requested 

3. Conduct training and/or 

seminar as requested 
None 1 to 2 days 

Administrative and 

Training Unit 

End of Process:            Total                          None        1 ï 2 Days  
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2. EMERGENCY MEDICAL SERVICES (24/7 OPERATION) 

Emergency Medical Services Provided (24/7 Operation) 

Office or Division CDRRMO 

Classification Simple 

Type of Transaction: Government to Client  

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Report of the incident Requesting Party 

CLIENT STEPS 
AGENCY 

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Call the 
CDRRM Office 
Hotline ï 
4097303 or 
proceed to 
CDRRM 
Operation 
Center directly 
 

1. Respond to 

the call and alert 

the 

responder/opera

tion unit for the 

equipment 

and/or 

Emergency 

Responders to 

be dispatched 

None 3 to 5 minutes 
Operations & 

Warnings 

2. Wait for the 

Emergency 

Responders 

Team to arrive 

at scene 

2. Emergency 

Responders 

Team proceed 

to the scene 

None 
5 to10 minutes 

upon receipt of 

call 

Operations & 

Warnings 

End of Process:        Total                None              8 ï 10 Minutes 
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3. Typhoon and / or other Calamity Assistance (24/7 Operation) 

Typhoon and / or other Calamity Assistance (24/7 Operation) 

Office or Division CDRRMO 

Classification Simple 

Type of Transaction: Government to Client  

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Report / State of the Location Requesting Party 

CLIENT STEPS 
AGENCY 

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Request for 
disaster 
response by 
calling the 
CDRRM Office 
Hotline 4097303 
Or Proceed to 
CDRRM Office 
directly 
 

1.1 Receive 

request/call from 

client and alert 

Operationôs Unit 

for the 

equipment and 

Rescue 

Personnel to be 

dispatched 

None 3 to 5 minutes 
Operations & 

Warnings 

 

1.2 Dispatch 

available rescue 

personnel 

and/or 

equipment to the 

scene 

None 2 minutes 
Operations & 

Warnings 

2. Wait for the 

rescue 

personnel to 

arrive at the 

scene 

2. Proceed to 

the scene 

None 
5 to10 minutes 

upon dispatch 

Operations & 

Warnings 

End of Process:        Total                None              10 ï 15 Minutes 

 

 

 

 

 

 



 

90 
 

4. TECHNICAL ASSISTANCE TO DEPLOY MEDICS AND / OR AMBULANCE 

Provision of Technical Assistance to Deploy Medics nad / or Ambulance to Events that requires 
the service thereof. 

Office or Division CDRRMO 

Classification Simple 

Type of Transaction: Government to Client  

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request Letter Requesting Party 

CLIENT STEPS 
AGENCY 

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submit letter 
of request to the 
Office of the 
Mayor for 
evaluation 

 

1. Receive letter 

of request and 

approval from 

Office of the City 

Mayor 

None 1 to 2 days 
Operations & 

Warnings 

2. Wait for the 

approval of the 

letter request 

2. Inform and 

acknowledge 

the requesting 

party the status 

of their request 

None 1 to 2 days 
Operations & 

Warnings 

End of Process:        Total                None                 1 ï 2 Days 
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5. ISSUANCE OF CERTIFICATION FOR DISASTER AND CALAMITY VICTIMS 

Provision Issuance of Certification for Disaster and Calamity Victims. 

Office or Division CDRRMO 

Classification Simple 

Type of Transaction: Government to Client  

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

¶ Brgy. Certification on Length of Stay 

¶ Approved letter of request from the City 
Mayorôs Office 

¶ Voterôs ID 

¶ Proof of Damage from CSWDO (Pictures 
and Data) 

Requesting Party 

CLIENT STEPS 
AGENCY 

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submit 
needed 
requirements 
 

1. Receive and 

verify 

requirements 

None 1 to 2 hours 
Operations & 

Warnings 

2. Claim the 

Certification 

2. Release the 

certification 
None 2 to 5 minutes 

Operations & 

Warnings 

End of Process:        Total                None                 2 Hours and 5 Minutes 
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Business Permit and Licensing Division 

(Office of the City Mayor) 

 
Frontline Services 
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1. APPLICATION FOR BUSINESS PERMIT (NEW) 

Business permit is a document that must be secured first before business can legally operate 
in the city. The said permit assures that the business complies with the local regulations and 
other law in terms of safety, security, health and sanitation. Payments may be made annually, 
semi-annually or quarterly. Application for business permit shall be filled on or before the start 
of business. 

Office or Division: Business Permit and Licensing Office 

Classification: Simple 

Type of Transaction: G2C ï Government to Citizen 

Who may avail: All 

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

1. Duly Accomplished Application Form 

(Quadruplicate) 

 

2. Proof of Business Name Registration 

(i.e. DTI / SEC / CDA registration) 

 

3. Barangay Business Clearance 

 

4. Occupancy Permit 

 

5. Basis for computing taxes, fees, and 

charges (e.g. Business Capitalization) 

 

6. Contract of Lease (if Lessee) 

 

PRE-REGISTRATION REQUIREMENTS 

PRIOR TO APPLYING FOR BUSINESS 

PERMIT: 

 

1.) Building / Construction Permit 

2.) Sanitary Permit 

3.) Fire Safety Inspection Certificate 

4.) And Other Local and 

National Requirements 

 

POST REGISTRATION REQUIREMENTS 

(NATIONAL AND LOCAL GOVERNMENT 

AGENCIES): 

1. Junkshop (New) ï Barangay Resolution 

2. Public Market Stall (New/Renew) ï Tax 

Clearance 

Business Permit and Licensing Office 

Negosyo Center (4th Floor City Hall) or 

Department of Trade and Industry / 

Securities and Exchange Commission / 

Cooperative Development Authority 

Office of the Building Official 

 

Applicant 

 

 

Applicant 

 

 

 

 

Office of the Building Official 

City Health Office 

Bureau of Fire Protection 

 

 

 

 

 

 

Office of the Sangguniang Barangay 

City Treasurerôs Office 

Department of Education 

 

Technological Education and Skills 

Development Authority 
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3. Private School (New and Renew) ï 

Authority to Operate / Government 

Recognition 

4. Training School (TESDA related courses) 

(New) ï Registration Certificate 

5. Assessment Center (TESDA related 

courses) (New) ï Accreditation Certificate 

6. Repair Shop (Electronics, Electrical, 

Aircon/Refrigerator, Office Machine, Data 

Processing Equipment, Medical/Dental) 

(New) ï Accreditation Certificate 

7. General/Specialty and Engineering 

Contractor (New) ï Contractor's License 

8. Drug Store/Pharmacy (New) ï License to 

Operate 

9. Bank (New) ï Certificate of Authority 

10. Pawnshop (New) ï Certificate of 

Authority 

11. Money Service Business (Remittance, 

Money Changing and/or Foreign Exchange 

Dealing) (New) ï Certificate of Registration 

12. Local Manpower/Recruitment Agency 

(New) ï Certification 

13. Manning and Crewing Services (New) ï 

Permit to Operate 

14. Pest Control Services (New) ï Pest 

Control License 

15. Business related to Optical Media (New) 

ï License 

16. Security Agency (New) ï Permit to 

Operate 

17. Transportation Services and Rent-A-Car 

(New) ï Certification 

18. Guns and Ammunitions (New) ï License 

to Operate 

19. Messengerial and Courier Services 

(New) ï Clearance 

20. Telecommunication (New) ï Clearance 

21. All Business Establishments except Sari-

Sari Store and Malls (New/Renew) ï 

Business signage indicating name of 

business, complete address, nature of 

business and/or contact number (Per 

Provincial Ordinance No. 209) 

Technological Education and Skills 

Development Authority 

Department of Trade and Industry 

 

 

Philippines Contractors Accreditation Board 

Food and Drugs Administration 

 

Bangko Sentral ng Pilipinas 

Bangko Sentral ng Pilipinas 

Bangko Sentral ng Pilipinas 

 

 

Department of Labor and Employment 

Philippine Overseas Employment Agency 

Fertilizer and Pesticide Authority 

 

Optical Media Board 

 

Philippine National Police 

Land Transportation Franchising Regulatory 

Board 

Firearms and Explosive Units (PNP) 

Department of Transportation 

 

National Telecommunications Commission 

Applicant 

 

 

 

Applicant 

 

 

 

 

 

 

 

 

 

City Treasurerôs Office and/or its deputized 

agency 
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22. Bank, Mall, Gasoline Station, 

Supermarket, Pawnshop, Money Changer, 

Lending Investor and/or Any Other Financial 

Institution, 24-hour Convenience Store, 

Private School, Fast Food Restaurant, Quick 

Service Restaurant with an area of above 50 

square meters, Car Dealership, and Other 

Business Establishment with a daily average 

gross sales of P50,000 (New/Renew) ï 

Installation of CCTV system (Per Municipal 

Ordinance 09-01 and Municipal Ordinance 

13-09) 

23. Gasoline Station (New/Renew) ï Fuel 

Dispenser Calibration (Per Municipal 

Ordinance No. 15-05 and DOE DC 2017-11-

0011) 

24. Business Establishments using Weighing 

Scale (New/Renew) ï Weighing Scale 

Calibration (Per Municipal Ordinance No. 15-

05) 

25. Financial Establishments (New/Renew) ï 

Posting of Security Guard (Per City 

Ordinance 17-07) 

26. Carwash (New) ï Installation of Industrial 

Standard Septic Tank (Per Provincial 

Ordinance No. 129) 

27. Swimming Pool, Subdivision Pool, 

Resort, Water Park, Wading Pool and all 

other similar structures and accommodations 

(New/Renew) ï Certified Lifeguard and 

Lifeguarding Equipments (Per Provincial 

Ordinance No. 197) 

28. Professional Services (Practice of 

Profession) (New/Renewal) ï Professional 

Tax Receipt (Per DILG Opinion No. 59 S. 

2018) 

29. Grains Business ï License (New) 

30. Commercial Mixed Feed/Feed Ingredient 

Manufacturer, Non-Commercial Mixed-Feed 

Manufacturer, Importer/Indentor/Exporter, 

Supplier/Dealer, 

Distributor/Repacker/Retailer of Feeds, 

Animal Boarding Facility, Aviary, Canine 

Facility/K9 Provider, Cattery, Kennel, Animal 

City Treasurerôs Office and/or its deputized 

agency  

 

Applicant 

 

 

Applicant 

 

 

Applicant 

 

 

 

 

Treasurerôs Office of the City/Municipality 

within Cavite 

 

National Food Authority 

Bureau of Animal Industry 

 

 

 

 

 

 

 

 

 

 

 

 

 

Applicant / City Environment and Natural 

Resources Office / D.E.N.R. 

Department of Tourism 

 

Insurance Commission 

 

Philippine Amusement and Gaming 

Corporation 
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Shelter, Pet Shop, Crocodile Farm, 

Grooming Facility, Hog Farm, Poultry Farm, 

Cattle/Goat Farm, Monkey Farm, Ostrich 

Farm, Animal Pound, Laboratory Animal, 

Racetrack/Equestrian Establishment, 

Slaughterhouse/Poultry Dressing Plant, 

Stock Farm/Stockyard/Stud Farm/Coral, 

Veterinary Clinic/Hospital, Wildlife Rescue, 

Zoo and others (New/Renewal) ï Certificate 

(Per R.A. No. 8485, R.A. 10631) 

31. Environment Related Business ï 

Equipment / Clearance / Permit 

32. Primary Tourism Enterprises 

(New/Renew) ïAccreditation Certificate (Per 

DILG MC 2019-17) 

33. Insurance Business (New) ï Certificate 

of Authority 

34. Entertainment/Amusement/Gaming 

Business (New) ï License/Certification 

CLIENT STEPS AGENCY 

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. File the Duly 

Accomplished 

Application 

Form for New 

Business Permit 

with complete 

requirements 

1.1 Receive and 

review the 

application and 

requirements. 

 

1.2a Prepare 

Tax Order of 

Payment / 

Integrated LGU 

Permit. 

 

1.2b Issue Reply 

Form to Client (if  

incomplete 

requirements) 

None 45 Minutes Business Permit 

and Licensing 

Office 

 Staff 

2. Pay taxes, 

fees and 

charges at the 

cashier of City 

Treasurerôs 

Office 

2. Receive 

payment, issue 

official receipt 

and community 

tax certificate 

2.1. Business 

Tax 

In the case of a 

newly started 

business under 

this Section, the 

tax shall be one 

twentieth of one 

20 Minutes City Treasurerôs 

Office Staff 

 

Bureau of Fire 

Protection Staff 
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percent (l/20 of 

1%) of the 

capital 

investment.  In 

the succeeding 

calendar year, 

regardless of 

when the 

business started 

to operate, the 

tax shall be 

based on the 

gross receipts 

for the 

preceding 

calendar year or 

any fraction 

thereof, as 

provided in the 

pertinent 

schedules in this 

Article. 

 

2.2. Mayorôs 

Permit Fee 

Heavy Industries 

Tannery 

Php12,000.00 

Chemical 

Manufacturing 

12,000.00 

Electronics 

12,000.00 

Plastic/Vinyl 

Manufacturing 

12,000.00 

Aluminum 

Fabrication 

12,000.00 

Bulb 

Manufacturing 

12,000.00 

Rubber/Dye/Pai

nt 
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12,000.00 

Food 

Processing 

12,000.00 

Food 

Manufacturing 

12,000.00 

 

Medium 

Industries 

Bottle 

Processing 

9,000.00 

Concrete 

Products 

9,000.00 

Gas/Chemical/ 

Refilling Plant 

9,000.00 

Paper Products 

9,000.00 

Refinery 

9,000.00 

Metal 

Fabrication 

9,000.00 

 

Institutional 

Establishments 

Dental/Optical/ 

Veterinary/Other 

Clinics 

1,440.00 

Hospitals 

3,600.00 

Lying-In Clinics 

1,800.00 

Private Schools 

(non-stock & 

non-profit) 

- Less than 100 

enrollees 

2,200.00 
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- 100 to 499 

enrollees 

3,000.00 

- 500 or more 

enrollees 

3,600.00 

Private Schools 

(taxable) 

- Less than 100 

enrollees 

1,200.00 

- 100 to 499 

enrollees 

1,800.00 

- 500 or more 

enrollees 

2,200.00 

 

Public Market 

Stalls 

Wet 

Section/Tiles 

1,440.00 

Grocery: Dry 

goods & others 

- Small (5-6 

sq.m.) 

1,200.00 

- Medium (7-11 

sq.m.) 

1,320.00 

- Big (12-12.5 

sq.m.) 

1,440.00 

 

Rentals 

Apartments/Boa

rding Houses 

- 8 rooms below 

1,200.00 

- 8 rooms above 

1,800.00 

Car Rentals 

1,800.00 
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Commercial 

Spaces 

- Below 50 sq.m. 

1,440.00 

- Above 50 

sq.m. 

3,600.00 

Real Estate 

Lessor/Realty 

1,800.00 

Video CD/Tape 

Rentals, 

Chairs/Tables 

Rentals 

1,200.00 

Computer 

Center, Internet 

Café and Similar 

Activities 

- Less than 10 

computers 

1,440.00 

- 10 computers 

above 

1,800.00 

 

Food Industries 

Canteens, 

Eateries, Food 

Stands, 

Bakeries, 

Catering 

Services 

- Less than 8 

sq.m. 

600.00 

- Above 8 sq.m. 

1,200.00 

Restaurants 

- Less than 50 

sq.m. 

1,800.00 

- Above 50 

sq.m. 
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3,600.00 

Canteen 

Concessionaires 

2,400.00 

Food 

Manufacturing 

(small scale) 

1,800.00 

Other food and 

catering related 

establishments 

1,200.00 

 

Banks and 

Other Financial 

Institutions 

Bank 

6,000.00 

Money Shops, 

Insurance 

Agencies 

2,400.00 

Pawnshop, 

Lending 

Investor, 

Investment 

Company 

2,400.00 

Payment Center 

1,440.00 

 

Agricultural 

Agri-

supply/Poultry 

Feeds/Veterinar

y Supply/Flower 

Shop 

1,200.00 

Poultry 

Farms/Piggery/F

ish Pen 

1,800.00 

Rice Mill 

1,200.00 
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Other farming 

and agricultural 

related 

establishments 

1,800 

 

Contractor 

Consultancy and 

other similar 

offices 

1,200.00 

Advertising 

Shop/Sign/ 

Artworks 

1,200.00 

Beauty Parlor, 

Barber Shop, 

Massage/Fitnes

s Center 

1,200.00 

Brokerage 

1,800.00 

Electronics/Gar

ments and other 

sub-contractor 

- Below 50 sq.m. 

1,800.00 

- Above 50 

sq.m. 

3,600.00 

Mechanical, 

Electrical, 

Electronic 

Repair Shop, 

Plumbing, Smith 

1,440.00 

Funeral 

Services 

2,400.00 

Furniture 

Shop/Woodwork

s 

1,440.00 
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General 

Engineering/ 

General Building 

1,800.00 

Heavy 

Equipment 

Contractor 

2,400.00 

Machine Shop, 

Vulcanizing, 

Welding Car 

Care Services 

1,200.00 

Manpower/Secu

rity Agency, 

General 

Services 

1,440.00 

Parking Lot 

1,800.00 

Photo Studio, 

Printing Press 

and Tarpaulin 

Shops 

1,200.00 

Private 

Cemetery/Memo

rial Park 

6,000.00 

Privately-Owned 

Market 

6,000.00 

Subdivision 

Operators/Devel

opers, Real 

Estate 

Developers 

12,000.00 

Scrapper 

2,400.00 

Tailoring, Dress 

Shop, Shoe 

Repair Shop, 
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Upholstery, 

Laundry 

1,200.00 

Vehicle 

Construction 

1,440.00 

Vehicle Repair 

Shop/Services 

1,440.00 

Warehousing/Fo

rwarding 

Establishment 

2,400.00 

Other Contractor 

not Classified 

1,200.00 

Small 

Contractors 

600.00 

 

Amusement 

Places 

Billiard Hall 

1,200.00 

Disco House, 

Beer House, 

Videoke Bar, 

Night Clubs 

1,800.00 

Firing Range 

1,800.00 

Golf Courses 

6,000.00 

Movie Houses 

3,600.00 

Resort, 

Swimming Pool 

1,800.00 

Lottery/Bingo 

Hall 

2,400.00 

Cockpit Arena 

6,000.00 
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Other 

amusement 

places 

2,400.00 

 

Services 

Cable TV 

Services 

1,800.00 

Gasoline Station 

3,600.00 

Hotels/Motels 

6,000.00 

Internet Service 

Provider 

1,800.00 

Telecommunicat

ions, Tower, Cell 

Site 

6,000.00 

Telephone 

Service 

2,400.00 

Water 

System/District 

6,000.00 

Others 

1,440.00 

 

Trading/Retail/W

holesale 

Appliance 

Center 

- Below 40 sq.m. 

1,800.00 

- Above 40 

sq.m. 

3,600.00 

Auto/Motorcycle 

Parts 

1,800.00 

Beer/Softdrinks 

Dealer 

1,440.00 
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Cell Phone 

Center 

1,200.00 

Department 

Store 

(Retails/Lessor) 

6,000.00 

Drug 

Store/Pharmacy 

- Below 40 sq.m. 

1,200.00 

- Above 40 

sq.m. 

2,400.00 

Electronic/Electri

cal Store 

1,200.00 

Furniture 

Retailing 

1,800.00 

General 

Merchandise, 

Grocery, Sari-

Sari Store 

- below 5 sq.m. 

300.00 

- 5-9 sq.m. 

600.00 

- above10 sq.m. 

1,200.00 

Gift 

Shop/RTW/Sho

es/Bags/ 

Garments 

1,200.00 

Jewelry/Watch 

Retailing 

1,200.00 

Pet Shops and 

Accessories 

1,200.00 

Supermarket 

6,000.00 

Wine Store 
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1,440.00 

Water Refilling 

Station 

1,800.00 

Junk Shop 

1,440.00 

Ceramics/Bathro

om Fixtures 

1,800.00 

Glass, 

Aluminum, Iron 

Works 

1,800.00 

Hardware, 

Construction 

Supplies 

1,800.00 

Hollow Blocks 

Maker 

1,800.00 

Marble 

Works/Baluster 

and the like 

1,200.00 

Ready Mixed 

Concrete 

1,500.00 

Other 

Retail/Dealer/Su

pply 

- Below 40 sq.m. 

1,200.00 

- Above 40 

sq.m. 

2,400.00 

Cooperative 

600.00 

Association/Club 

600.00 

Peddler 

Php360.00 

 

2.3. Garbage 

Fee 
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A. 

Manufacturers, 

millers, 

assemblers, 

processors and 

similar 

businesses: (a) 

Not more than 

100 sq.m. 

Php600.00 (b) 

More than 100 

sq.m. 

Php600.00+ 

1.50/sq.m. in 

excess of 100 

sq.m. 

 

B. Hotels, 

apartments, 

motels, and 

lodging houses: 

(a) Not more 

than 100 sq.m. 

Php400.00 

(b) More than 

100 sq.m. 

Php400.00+ 

1.50/sq.m. in 

excess of 100 

sq.m. 

 

C. Restaurants, 

day and night 

clubs, cafes, 

and eateries: 

(a) Not more 

than 100 sq.m. 

Php400.00 

(b) More than 

100 sq.m. 

Php400.00 + 

1.50/sq.m. in 

excess of 100 

sq.m. 
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D. Hospitals, 

clinics, 

laboratories and 

similar 

businesses 

excluding 

hazardous 

medical waste: 

(a) Not more 

than 100 sq.m. 

Php400.00 

(b) More than 

100 sq.m. 

Php400.00+1.50

/sq.m. in excess 

of 100 sq.m. 

 

E. Movie houses 

and retailers: 

(a) Not more 

than 100 sq.m. 

Php600.00 

(b) More than 

100 sq.m. 

Php600.00+ 

1.50/sq.m. in 

excess of 100 

sq.m. 

 

F. Other 

business not 

mentioned 

above: 

(a) Not more 

than 100 sq.m. 

Php400.00 

(b) More than 

100 sq.m. 

Php400.00+ 

1.50/sq.m. in 

excess of 100 

sq.m. 
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2.4. Sanitary 

Inspection Fee 

(a) For house for 

rent 

Php50.00 

(b) For each 

business, 

industrial, or 

agricultural 

establishment 

With an area of 

25 sq.m. or 

more but less 

than 50 sq.m. 

50.00 

With an area of 

50 sq.m. or 

more but less 

than 100 sq.m. 

60.00 

With an area of 

100 sq.m. or 

more but less 

than 200 sq.m. 

150.00 

With an area of 

200 sq.m. or 

more but less 

than 500 sq.m. 

200.00 

With an area of 

500 sq.m. or 

more but less 

than 1,000.00 

sq.m. 

250.00 

With an area of 

1,000 sq.m. or 

more 

Php400.00 

 

2.5. Business 

Plate/Sticker 
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Sari-sari Store 

200.00 

Other Business 

500.00 

 

2.6. 

Environmental 

Protection/Inspe

ction Fee 

 

Heavy Industries 

(a) Tannery 

Php9,000.00 

(b) Chemical 

Manufacturing 

9,000.00 

(c) Electronics 

6,000.00 

(d) Plastic/Vinyl 

Manufacturing 

6,000.00 

(e)Aluminum 

Fabrication 

4,800.00 

(f)Bulb 

Manufacturing 

4,800.00 

(g) 

Rubber/Dye/Pai

nt 

4,200.00 

(h) Food 

Processing 

6,000.00 

(i) Other heavy 

industry 

establishments 

3,600.00 

 

Medium 

Industries 

(a) LPG Refilling 

Plant 

3,600.00 
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(b) Ceramics, 

Bathroom 

Fixtures 

3,600.00 

(c) Hatchery 

3,600.00 

(d) Batching 

3,000.00 

(e) Refinery 

2,000.00 

(f)Food 

Processing 

2,000.00 

(g) Printing 

2,000.00 

(h) Paper 

Products 

1,200.00 

(i) Concrete 

Products 

1,200.00 

(j) Other 

light/medium 

industry 

establishments 

1,200.00 

 

Light Industries 

(a) Agro-

Industrial 

1,200.00 

(b) Furniture 

Making 

1,200.00 

(c) Garments 

and Other 

Fabric Based 

Products 

1,200.00 

(d) 

Hats/Bags/Shoe

s/Belts/ Wigs 

(with Dyeing) 

1,200.00 



 

113 
 

(e) 

Hats/Bags/Shoe

s/Belts/ Wigs 

(without Dyeing) 

840.00 

(f) Assembly 

Drilling 

840.00 

(g) 

Storage/Wareho

use/ 

Haulage/Trading 

600.00 

(h) Corrugated 

Cartons 

600.00 

(i) Lessor 

600.00 

(j) Packaging 

600.00 

 

Food Industries 

(a) Bakery 

360.00 

(b) Restaurant 

360.00 

(c) Canteen 

120.00 

(d) Carinderia 

120.00 

(e) Fruit Stall 

120.00 

(f) Other food 

related 

establishments 

120.00 

 

Trading/Mercha

ndising 

(a) Market Stall 

(1) Wet Goods 

240.00 

(2) Dry Goods 

240.00 
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(b) Grocery/Sari-

Sari Store 

120.00 

(c) LPG, Pet 

Shop, Drug 

Store/Flower 

Shop and 

Garden/Nursery 

240.00 

(d) Appliance 

Center, 

Electronic Store, 

Auto Supply, 

General 

Merchandise, 

Electrical 

Supply, Gift 

Shop, 

Shoes/Bags, 

Garments Store, 

Agricultural/Vete

rinary Supply 

600.00 

(e) Hardware, 

Construction 

Supply, Raw 

Material Supply, 

Furniture, Paint 

Center, Glass & 

Aluminum 

600.00 

(f) Other 

trading/merchan

dising 

establishments 

600.00 

 

Small-Scale 

Industries 

(a) Jeepney 

Body Builders 

360.00 
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(b) Hollow 

Blocks/ 

Furnitures 

360.00 

(c) 

Garments/Shoe

s/Bags 

360.00 

(d) Charcoal 

Manufacturing 

360.00 

(e) Other similar 

establishments 

360.00 

 

Amusement 

Places 

(a) Disco, Beer 

Garden, Folk 

House, Cocktail 

Lounge, 

Dancing Hall 

600.00 

(b) Billiard Hall, 

Bingo House, 

Bowling, Fitness 

Center 

360.00 

(c) Race Track, 

Sports Coliseum 

600.00 

(d) Other 

amusement 

places 

600.00 

 

Institutional 

Establishments 

(a) Hospitals 

600.00 

(b) Lying-in 

Clinics 

360.00 
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(c) Clinics and 

Laboratories 

360.00 

(d) Private 

Schools 

600.00 

(e) Banks, 

Pawnshops, 

Money 

Changers, 

Lending 

Investors 

360.00 

(f) Other similar 

establishments 

600.00 

 

Services 

(a)Repair 

Shop/Vulcanizin

g 

240.00 

(b) Beauty 

Parlor, Barber 

Shop 

240.00 

(c) Rentals 

(Video, 

Computer) 

240.00 

(d)Transportatio

n Terminals 

240.00 

(e) Water 

Refilling 

240.00 

(f) 

Telecommunicat

ions 

1,200.00 

(g)Funeral 

Services 

2,400.00 

(h)Water District 
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4,800.00 

(i) Dwelling 

(1) Apartment 

for rent (per 

door) 

120.00 

(2) Boarding 

Houses/Dormito

ries (per bed) 

120.00 

(3) Hotels, 

Motels, Inn 

2,400.00 

(j) Printing 

Establishments 

320.00 

(k)Other service 

establishments 

600.00 

 

Agricultural 

(a) Poultry 

Farms, Piggery, 

Cattle Raising 

1,800.00 

(b) Fish Pen 

1,200.00 

(c) Rice Mill 

360.00 

(d) Other 

establishments 

related to 

agriculture and 

farming 

600.00 

 

Slaughterhouse 

1,200.00 

Junkshop 

1,800.00 

Gasoline 

Service and 

Filling Station 

including LPG 
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3,600.00 

Golf Course 

6,000.00 

Golf Club, 

Tennis Club and 

Gun Club 

600.00 

Other 

Recreational 

Facilities 

1,200.00 

All other 

businesses not 

specifically 

enumerated 

Php1,200.00 

 

2.7. Fire Safety 

Inspection Fee 

15% of 

Regulatory Fees 

with a minimum 

fee of P500.00 

 

2.8. Fee for 

Sealing and 

Licensing of 

Weights and 

Measures 

(a) For sealing 

linear metric 

measures: 

Not over one (1) 

meter 

Php132.00/unit 

Over one (1) 

meter 

264.00/unit 

(b) For sealing 

metric measures 

of capacity: 

Not over ten 

(10) liters 

100.00/unit 
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Over ten (10) 

liters 

132.00/unit 

(c) For sealing 

metric 

instruments of 

weights: 

With capacity of 

not more than 

30 kg. 

66.00/unit 

With capacity of 

more than 30 

kg. But not more 

than 300 kg. 

132.00/unit 

With capacity of 

more than 300 

kg. but not more 

than 3000 kg 

264.00/unit 

With capacity of 

more than 3000 

kg 

660.00/unit 

(d) For each and 

every retesting 

and resealing of 

weights and 

measures 

instruments 

including 

gasoline pumps 

outside the 

office upon 

request of the 

owner or 

operator, the 

following 

additional 

service charge 

for each 

instrument shall 

be collected: 
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Weights and 

Measure 

instruments 

20.00/unit 

Gasoline Pump 

Php132.00/nozzl

e 

3.1 Sign 

receiving copy 

of BPLO and 

BFP 

 

3.2 Claim 

Integrated LGU 

Permit, Official 

Receipts, Fire 

Safety 

Inspection 

Certificate and 

Business Plate 

at the BPLO 

3.1 Give 

receiving copy 

and log book to 

client for signing 

 

3.2 Release 

Official 

Receipts, 

Integrated LGU 

Permit, Fire 

Safety 

Inspection 

Certificate and 

Business 

Plate 

None 15 Minutes Business Permit 

and Licensing 

Office Staff 

End of Process:        Total Based on Tax Order of Payments    1 Hour and 20 Minutes 
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2. APPLICATION FOR BUSINESS PERMIT (RENEWAL) 

All business permits in the city expire on December 31 of each year. The application for renewal 
of business permit and payment of its taxes without penalty is until the 20th of January, or until 
the date as may be extended by the city government. Failure to renew the permit and pay its 
corresponding taxes are subject to penalties. Business that are operating without valid licenses 
or renewed permits are illegal.  

Office or Division: Business Permit and Licensing Office 

Classification: Simple 

Type of Transaction: G2B ï Government to Business 

Who may avail: Business Owners 

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

1. Duly Accomplished Application Form 

(Quadruplicate) 

2. Barangay Business 

Clearance                                                                     

3. Basis for computing taxes, fees, and 

charges (e.g. Certification of Gross Sales, 

BIR Income Tax Returns, Certification of No 

Operation) 

 

PRE-REGISTRATION REQUIREMENTS 

PRIOR TO APPLYING FOR BUSINESS 

PERMIT: 

 

1.) Sanitary Permit 

2.) Fire Safety Inspection Certificate 

3.) And Other Local and National 

Requirements 

 

POST REGISTRATION REQUIREMENTS 

(NATIONAL AND LOCAL GOVERNMENT 

AGENCIES): 

1. Public Market Stall (New/Renew) ï Tax 

Clearance 

2. Private School (New and Renew) ï 

Authority to Operate / Government 

Recognition 

3. Bank (Renewal) ï Notarized Joint 

Statement of Annual Income 

4. All Business Establishments except Sari-

Sari Store and Malls (New/Renew) ï 

Business signage indicating name of 

business, complete address, nature of 

Business Permit and Licensing Office 

 

Business Permit and Licensing Office 

Applicant 

 

 

 

 

 

 

 

 

City Health Office 

Bureau of Fire Protection 

 

 

 

 

 

 

City Treasurerôs Office 

 

Department of Education 

 

 

Applicant 

 

Applicant 
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business and/or contact number (Per 

Provincial Ordinance No. 209) 

5. Bank, Mall, Gasoline Station, 

Supermarket, Pawnshop, Money Changer, 

Lending Investor and/or Any Other Financial 

Institution, 24-hour Convenience Store, 

Private School, Fast Food Restaurant, Quick 

Service Restaurant with an area of above 50 

square meters, Car Dealership, and Other 

Business Establishment with a daily average 

gross sales of P50,000 (New/Renew) ï 

Installation of CCTV system (Per Municipal 

Ordinance 09-01 and Municipal Ordinance 

13-09) 

6. Gasoline Station (New/Renew) ï Fuel 

Dispenser Calibration (Per Municipal 

Ordinance No. 15-05 and DOE DC 2017-11-

0011) 

7. Business Establishments using Weighing 

Scale (New/Renew) ï Weighing Scale 

Calibration (Per Municipal Ordinance No. 15-

05) 

8. Financial Establishments (New/Renew) ï 

Posting of Security Guard (Per City 

Ordinance 17-07) 

9. Swimming Pool, Subdivision Pool, Resort, 

Water Park, Wading Pool and all other 

similar structures and accommodations 

(New/Renew) ï Certified Lifeguard and 

Lifeguarding Equipments (Per Provincial 

Ordinance No. 197) 

10. Professional Services (Practice of 

Profession) (New/Renewal) ï Professional 

Tax Receipt 

11. Primary Tourism Enterprises 

(New/Renew) ïAccreditation Certificate (Per 

DILG MC 2019-17) 

 

 

 

 

 

 

 

Applicant 

 

 

 

 

 

 

 

 

 

 

 

 

City Treasurerôs Office and/or its deputized 

agency 

 

 

City Treasurerôs Office and/or its deputized 

agency 

 

 

Applicant 

 

 

Applicant 

 

 

 

 

 

 

Treasurerôs Office of the City/Municipality 

within Cavite 

 

Department of Tourism 
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CLIENT STEPS AGENCY 

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. File the Duly 

Accomplished 

Application 

Form for 

Renewal of 

Business Permit 

with complete 

requirements 

1.1 Receive and 

review the 

application and 

requirements. 

 

1.2a Prepare 

Tax Order of 

Payment / 

Integrated LGU 

Permit 

 

1.2b Issue Reply 

Form to Client (if  

incomplete 

requirements) 

None 25 Minutes Business Permit 

and Licensing 

Office Staff 

2. Pay taxes, 

fees and 

charges at the 

cashier of City 

Treasurerôs 

Office 

2. Receive 

payment and 

issue official 

receipts and 

community tax 

certificate 

2.1 (a) On 

manufacturers, 

assemblers, re-

packers, 

processors, 

brewers, 

distillers, 

rectifiers and 

compounders of 

liquors, distilled 

spirits and wines 

or 

manufacturers 

of any article of 

commerce of 

whatever kind or 

nature.  In 

accordance with 

the following 

schedule: 

 

Amount of 

Gross 

Sales/Receipts 

for the 

Preceding 

20 Minutes City Treasurerôs 

Office Staff 

 

Bureau of Fire 

Protection Staff 
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Calendar Year 

in the amount of: 

Tax per Annum

                                                               

Less than 

10,000.00 

P199.50  

10,000.00 or 

more but less 

than 15,000.00 

266.00 

15,000.00 or 

more but less 

than 20,000.00 

365.00 

20,000.00 or 

more but less 

than 30,000.00 

532.00 

30,000.00 or 

more but less 

than 40,000.00 

798.50  

40,000.00 or 

more but less 

than 50,000.00 

998.00 

50,000.00 or 

more but less 

than 75,000.00 

1,595.00 

75,000.00 or 

more but less 

than 100,000.00 

1,996.50 

100,000.00 or 

more  but less 

than 150,000.00 

2,662.00 

150,000.00 or 

more  but less 

than 200,000.00 

3,327.50 
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200,000.00 or 

more but less 

than 300,000.00 

4,658.50 

300,000.00 or 

more but less 

than 500,000.00 

6,655.00 

500,000.00 or 

more but less 

than 750,000.00 

9,680.00 

750,000.00 or 

more but less 

than 

1,000,000.00 

12,100.00 

1,000,000.00 or 

more but less 

than 

2,000,000.00 

16,527.50 

2,000,000.00 or 

more but less 

than 

3,000,000.00 

19,965.00 

3,000,000.00 or 

more but less 

than 

4,000,000.00 

23,958.00 

4,000,000.00 or 

more but less 

than 

5,000,000.00 

27,951.00 

5,000,000.00 or 

more but less 

than 

6,500,000.00 

29,491.00 

6,500,000. 

At a rate not 
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exceeding 

Forty Five 

Percent (45%) 

of One Percent 

(1%) 

  The preceding 

rates shall apply 

only to amount 

of domestic 

sales of 

manufacturers, 

assemblers, re-

packers, 

processors, 

brewers, 

distillers, 

rectifiers and 

compounders of 

liquors, distilled 

spirits, and 

wines or 

manufacturers 

of any article of 

commerce of 

whatever kind or 

nature other 

than those 

enumerated 

under 

Paragraph (c) of 

this Section. 

 

(b) On 

wholesalers, 

distributors or 

dealers in any 

article of 

commerce of 

whatever kind or 

nature in 

accordance with 

the following 

schedules: 
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Gross Sales/ 

Receipts for the 

Preceding 

Calendar Year 

in the amount of: 

 

Amount of Tax 

per Annum: 

 

Less than 

1,000.00 

P21.50 

1,000.00 or 

more but less 

than 2,000.00 

34.00 

2,000.00 or 

more but less 

than 3,000.00 

60.50 

3,000.00 or 
more but less 
than 4,000.00 
87.00 
4,000.00 or 

more but less 

than 5,000.00 

121.00 

5,000.00 or 

more but less 

than 6,000.00 

146.00 

6,000.00 or 

more but less 

than 7,000.00 

173.00 

7,000.00 or 

more but less 

than 8,000.00 

199.50 

8,000.00 or 

more but less 

than 10,000.00 

226.00 
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10,000.00 or 

more but less 

than 15,000.00 

266.00 

15,000.00 or 

more but less 

than 20,000.00 

332.50 

20,000.00 or 

more but less 

than 30,000.00 

399.00 

30,000.00 or 

more but less 

than 40,000.00 

532.00 

40,000.00 or 

more but less 

than 50,000.00 

798.50 

50,000.00 or 

more but less 

than 75,000.00 

1,198.00 

75,000.00 or 

more but less 

than 100,000.00 

1,597.00 

100,000. 00 or 

more but less 

than 150,000.00 

2,262.50 

150,000.00 or 

more but less 

than 200,000.00 

2,928.00 

200,000.00 or 

more but less 

than 300,000.00 

3,993.00 

300,000.00 or 

more but less 

than 500,000.00 

5,372.00 
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500,000.00 or 

more but less 

than 750,000.00 

7,986.00 

750,000.00 or 

more but less 

than 

1,000,000.00 

10,648.00 

1,000,000.00 or 

more but less 

than 

2,000,000.00 

12,100.00 

2,000,000.00 or 

more 

At a rate not 

exceeding sixty 

percent (60%) of 

one percent 

(1%) 

 

The businesses 

enumerated in 

Paragraph (a) 

above shall no 

longer be 

subject to the 

tax on 

wholesalers, 

distributors or 

dealers herein 

provided for. 

 

(c) On 

exporters and 

on 

manufacturers, 

millers, 

producers, 

wholesalers, 

distributors, 

dealers or 

retailers of 
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essential 

commodities 

enumerated 

hereunder at a 

rate not 

exceeding one 

half (1/2) of the 

rates prescribed 

under 

Subsections (a), 

(b) and (d) of 

this Article; 

(1) Rice and 

corn; 

(2) Wheat or 

cassava flour, 

meat, dairy 

products locally 

manufactured, 

processed or 

preserved food, 

sugar, salt and 

agricultural 

marine and 

fresh water 

products, 

whether in their 

original state or 

not; 

(3) Cooking 

oil and cooking 

gas; 

(4) Laundry 

soap, detergents 

and medicine; 

(5) Agricultural 

implements, 

equipment and 

post-harvest 

facilities, 

fertilizers, 

pesticides, 

insecticides, 

herbicides and 
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other farm 

inputs; 

(6) Poultry 

feeds and other 

animal feeds; 

(7) School 

supplies; and 

(8) Cement 

 

For purposes of 

this provision, 

the term 

exporters shall 

refer to those 

who are 

principally 

engaged in the 

business of 

exporting goods 

and 

merchandise, as 

well as 

manufacturers 

and producers 

whose goods or 

products are 

both sold 

domestically and 

abroad. The 

amount of 

export sales 

shall be 

excluded from 

the total sales 

and shall be 

subject to the 

rates not 

exceeding one 

half (1/2) of the 

rates prescribed 

under 

Paragraphs (a), 

(b) and (d) of 

this Article. 
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(d) On 

retailers. 

Gross Sales/ 

Receipts for the 

Preceding Year: 

Rate of Tax Per 

Annum 

 

400,000.00 or 

less 

2.2% 

More than 

400,000.00 

1.1% 

 

The rate of two 

and 1/5 percent 

(2.2%) per 

annum shall be 

imposed on 

sales not 

exceeding Four 

Hundred 

Thousand 

Pesos (P 

400,000.00) 

while the rate of 

one and 1/10 

percent (1.1%) 

per annum shall 

be imposed on 

sales in excess 

of the first Four 

Hundred 

Thousand 

Pesos 

(P400,000.00). 

 

However, 

barangays shall 

have the 

exclusive power 

to levy taxes on 
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stores whose 

gross sales or 

receipts of the 

preceding 

calendar year 

does not exceed 

Thirty Thousand 

Pesos (P 

30,000.00) 

subject to 

existing laws 

and regulations. 

 

(e) On 

contractors and 

other 

independent 

contractors in 

accordance with 

the following 

schedule (Real 

Estate, Cable, 

Hotel/Motel) 

Paragraph (h): 

 

Gross 

Sales/Receipts 

for the 

Preceding 

Calendar Year 

in the Amount 

of: 

 

Amount of Tax 

Per Annum 

 

Less than 

5,000.00 

P33.00 

5,000.00 or 

more but less 

than 10,000.00 

74.00 
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10,000.00 or 

more but less 

than 15,000.00 

126.50 

15,000.00 or 

more but less 

than 20,000.00 

199.50 

20,000.00 or 

more but less 

than 30,000.00 

332.50 

30,000.00 or 

more but less 

than 40,000.00 

465.50 

40,000.00 or 

more but less 

than 50,000.00 

665.50 

50,000.00 or 

more but less 

than 75,000.00 

1,064.50 

75,000.00 or 

more but less 

than 100,000.00 

1,597.00 

100,000.00 or 

more but less 

than 150,000.00 

2,395.50 

150,000.00 or 

more but less 

than 200,000.00 

3,194.00 

200,000.00 or 

more but less 

than 250,000.00 

4,392.00 

250,000.00 or 

more but less 

than 300,000.00 

5,590.00 
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300,000.00 or 

more but less 

than 400,000.00 

7,453.50 

400,000.00 or 

more but less 

than 500,000.00 

9,982.50 

500,000.00 or 

more but less 

than 750,000.00 

11,192.50 

750,000.00 or 

more but less 

than 

1,000,000.00 

12,402.50 

1,000,000.00 or 

more but less 

than 

2,000,000.00 

13,915.00 

2,000,000.00 or 

more 

At a rate not 

exceeding sixty 

percent (60%) of 

one percent 

(1%) 

 

Provided, that in 

no case shall 

the tax on gross 

sales of 

P2,000,000.00 

or more be less 

than P13,915.00 

 

(f) On banks and 

other financial 

institutions at 

the rate of sixty 

percent (60%) of 

one percent 
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(1%) of the 

gross receipts of 

the preceding 

calendar year 

derived from 

interest, 

commissions 

and discounts 

from lending 

activities, 

income from 

financial leasing, 

dividends, 

rentals on 

property and 

profit from 

exchange or 

sale of property 

and insurance 

premium.  All 

other income 

and receipts not 

herein 

enumerated 

shall be 

excluded in the 

computation of 

the tax. 

 

(g) On peddlers 

engaged in the 

sale of any 

merchandise or 

article of 

commerce at the 

rate of Fifty Five 

Pesos (P55.00) 

per peddler 

annually. 

 

Delivery trucks, 

vans or vehicles 

used by 

manufacturers, 
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producers, 

wholesalers, 

dealers or 

retailers taxable 

by the province 

under Section 

141 of R.A. 

7160 shall be 

exempt from the 

peddler's tax 

herein imposed. 

 

The tax herein 

imposed shall 

be payable 

within the first 

twenty (20) days 

of January.  An 

individual who 

will start to 

peddle 

merchandise or 

articles of 

commerce after 

January 20 shall 

pay the full 

amount of the 

tax before 

engaging in 

such activity. 

 

(h) There is 

hereby imposed 

the following 

graduated taxes 

on the 

businesses not 

otherwise 

specified on the 

preceding 

paragraph at the 

rate of: 
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Gross Sales/ 

Receipts for the 

Preceding Year: 

 

Amount of Tax 

per Annum 

 

400,000.00 or 

less 

2.2% 

More than 

400,000.00 

1.1% 

 

1. Cafes, 

cafeterias, ice 

cream and other 

refreshment 

parlors, 

restaurants, 

soda fountain 

bards, 

carinderias or 

food caterers. 

2. Amusement 

places including 

places wherein 

customers 

thereof actively 

participate 

without making 

bets or wagers 

including but not 

limited to night 

clubs or day 

clubs, cocktail 

lounges, 

cabarets or 

dance halls, 

karaoke bars, 

skating rinks, 

bath houses, 

swimming pools, 

exclusive clubs 
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such as country 

and sports clubs 

including golf 

courses, resorts 

and other similar 

places, billiard 

and pool tables, 

bowling alleys, 

circuses, 

carnivals, merry-

go-rounds, roller 

coasters, ferries 

wheels, swings, 

shooting 

galleries and 

other similar 

contrivances, 

theaters and 

cinema houses, 

boxing stadium, 

race tracks, 

cockpits and 

other similar 

establishments. 

3. Commission 

agents. 

4. Lessors, 

dealers, brokers 

of real estate. 

5. On boarding 

houses, pension 

houses, motels, 

apartments and 

condominiums. 

6. Subdivision 

owners. 

7. Privately 

owned markets. 

8. Hospitals, 

medical clinics, 

dental clinics, 

therapeutic 

clinics, medical 

laboratories, 
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dental 

laboratories and 

cockpit 

operators (to 

include placid 

and cockpit 

rentals). 

9. Operators of 

Cable Network 

System. 

10. Operators of 

computer 

services 

establishment. 

11. All other 

similar activities 

consisting 

essentially of the 

sales of services 

for a fee. 

 

The rate of two 

percent and two 

tenth (2.2%) per 

annum shall be 

imposed on 

sales not 

exceeding Four 

Hundred 

Thousand 

Pesos (P 

400,000.00) 

while the rate of 

one percent and 

one tenth (1.1%) 

per annum shall 

be imposed on 

sales in excess 

of the first Four 

Hundred 

Thousand 

Pesos (P 

400,000.00). 
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(i). On operators 

of public utility 

vehicles and/or 

privately owned 

buses serving 

the factory 

maintaining 

booking office, 

terminal or 

waiting station 

for the purpose 

of carrying 

passengers from 

this municipality 

under a 

certificate of 

public 

convenience 

and necessity or 

similar 

franchises: 

Air-conditioned 

buses 

5,000 per unit 

Buses without 

air-conditioning 

4,000 per unit 

Mini buses 

3,000 per unit 

Taxis/Fierras/ 

Tamaraws 

2,000 per unit 

Jeepneys 

1,000 per unit 

 

2.2. Mayorôs 

Permit Fee 

Heavy Industries 

Tannery 

Php12,000.00 

Chemical 

Manufacturing 

12,000.00 

Electronics 
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12,000.00 

Plastic/Vinyl 

Manufacturing 

12,000.00 

Aluminum 

Fabrication 

12,000.00 

Bulb 

Manufacturing 

12,000.00 

Rubber/Dye/Pai

nt 

12,000.00 

Food 

Processing 

12,000.00 

Food 

Manufacturing 

12,000.00 

 

Medium 

Industries 

Bottle 

Processing 

9,000.00 

Concrete 

Products 

9,000.00 

Gas/Chemical/R

efilling Plant 

9,000.00 

Paper Products 

9,000.00 

Refinery 

9,000.00 

Metal 

Fabrication 

9,000.00 

 

Institutional 

Establishments 

Dental/Optical/V

eterinary/Other 

Clinics 
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1,440.00 

Hospitals 

3,600.00 

Lying-In Clinics 

1,800.00 

Private Schools 

(non-stock & 

non-profit) 

- Less than 100 

enrollees 

2,200.00 

- 100 to 499 

enrollees 

3,000.00 

- 500 or more 

enrollees 

3,600.00 

Private Schools 

(taxable) 

- Less than 100 

enrollees 

1,200.00 

- 100 to 499 

enrollees 

1,800.00 

- 500 or more 

enrollees 

2,200.00 

 

Public Market 

Stalls 

Wet 

Section/Tiles 

1,440.00 

Grocery: Dry 

goods & others 

- Small (5-6 

sq.m.) 

1,200.00 

- Medium (7-11 

sq.m.) 

1,320.00 

- Big (12-12.5 

sq.m.) 
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1,440.00 

 

Rentals 

Apartments/Boa

rding Houses 

- 8 rooms below 

1,200.00 

- 8 rooms above 

1,800.00 

Car Rentals 

1,800.00 

Commercial 

Spaces 

- Below 50 sq.m. 

1,440.00 

- Above 50 

sq.m. 

3,600.00 

Real Estate 

Lessor/Realty 

1,800.00 

Video CD/Tape 

Rentals, 

Chairs/Tables 

Rentals 

1,200.00 

Computer 

Center, Internet 

Café and Similar 

Activities 

- Less than 10 

computers 

1,440.00 

- 10 computers 

above 

1,800.00 

 

Food Industries 

Canteens, 

Eateries, Food 

Stands, 

Bakeries, 

Catering 

Services 
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- Less than 8 

sq.m. 

600.00 

- Above 8 sq.m. 

1,200.00 

Restaurants 

- Less than 50 

sq.m. 

1,800.00 

- Above 50 

sq.m. 

3,600.00 

Canteen 

Concessionaires 

2,400.00 

Food 

Manufacturing 

(small scale) 

1,800.00 

Other food and 

catering related 

establishments 

1,200.00 

 

Banks and 

Other Financial 

Institutions 

Bank 

6,000.00 

Money Shops, 

Insurance 

Agencies 

2,400.00 

Pawnshop, 

Lending 

Investor, 

Investment 

Company 

2,400.00 

Payment Center 

1,440.00 

 

Agricultural 
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Agri-

supply/Poultry 

Feeds/Veterinar

y Supply/Flower 

Shop 

1,200.00 

Poultry 

Farms/Piggery/F

ish Pen 

1,800.00 

Rice Mill 

1,200.00 

Other farming 

and agricultural 

related 

establishments 

 

Contractor 

Consultancy and 

other similar 

offices 

1,200.00 

Advertising 

Shop/Sign/ 

Artworks 

1,200.00 

Beauty Parlor, 

Barber Shop, 

Massage/Fitnes

s Center 

1,200.00 

Brokerage 

1,800.00 

Electronics/Gar

ments and other 

sub-contractor 

- Below 50 sq.m. 

1,800.00 

- Above 50 

sq.m. 

3,600.00 

Mechanical, 

Electrical, 

Electronic 
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Repair Shop, 

Plumbing, Smith 

1,440.00 

Funeral 

Services 

2,400.00 

Furniture 

Shop/Woodwork

s 

1,440.00 

General 

Engineering/gen

eral Building 

1,800.00 

Heavy 

Equipment 

Contractor 

2,400.00 

Machine Shop, 

Vulcanizing, 

Welding Car 

Care Services 

1,200.00 

Manpower/Secu

rity Agency, 

General 

Services 

1,440.00 

Parking Lot 

1,800.00 

Photo Studio, 

Printing Press 

and Tarpaulin 

Shops 

1,200.00 

Private 

Cemetery/Memo

rial Park 

6,000.00 

Privately-Owned 

Market 

6,000.00 

Subdivision 

Operators/Devel
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opers, Real 

Estate 

Developers 

12,000.00 

Scrapper 

2,400.00 

Tailoring, Dress 

Shop, Shoe 

Repair Shop, 

Upholstery, 

Laundry 

1,200.00 

Vehicle 

Construction 

1,440.00 

Vehicle Repair 

Shop/Services 

1,440.00 

Warehousing/Fo

rwarding 

Establishment 

2,400.00 

Other Contractor 

not Classified 

1,200.00 

Small 

Contractors 

600.00 

 

Amusement 

Places 

Billiard Hall 

1,200.00 

Disco House, 

Beer House, 

Videoke Bar, 

Night Clubs 

1,800.00 

Firing Range 

1,800.00 

Golf Courses 

6,000.00 

Movie Houses 

3,600.00 
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Resort, 

Swimming Pool 

1,800.00 

Lottery/Bingo 

Hall 

2,400.00 

Cockpit Arena 

6,000.00 

Other 

amusement 

places 

2,400.00 

 

Services 

Cable TV 

Services 

1,800.00 

Gasoline Station 

3,600.00 

Hotels/Motels 

6,000.00 

Internet Service 

Provider 

1,800.00 

Telecommunicat

ions, Tower, Cell 

Site 

6,000.00 

Telephone 

Service 

2,400.00 

Water 

System/District 

6,000.00 

Others 

1,440.00 

 

Trading/Retail/W

holesale 

Appliance 

Center 

- Below 40 sq.m. 

1,800.00 
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- Above 40 

sq.m. 

3,600.00 

Auto/Motorcycle 

Parts 

1,800.00 

Beer/Soft drinks 

Dealer 

1,440.00 

Cell Phone 

Center 

1,200.00 

Department 

Store 

(Retails/Lessor) 

6,000.00 

Drug 

Store/Pharmacy 

- Below 40 sq.m. 

1,200.00 

- Above 40 

sq.m. 

2,400.00 

Electronic/Electri

cal Store 

1,200.00 

Furniture 

Retailing 

1,800.00 

General 

Merchandise, 

Grocery, Sari-

Sari Store 

- below 5 sq.m. 

300.00 

- 5-9 sq.m. 

600.00 

- above10 sq.m. 

1,200.00 

Gift 

Shop/RTW/Sho

es/Bags/ 

Garments 

1,200.00 
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Jewelry/Watch 

Retailing 

1,200.00 

Pet Shops and 

Accessories 

1,200.00 

Supermarket 

6,000.00 

Wine Store 

1,440.00 

Water Refilling 

Station 

1,800.00 

Junk Shop 

1,440.00 

Ceramics/Bathro

om Fixtures 

1,800.00 

Glass, 

Aluminum, Iron 

Works 

1,800.00 

Hardware, 

Construction 

Supplies 

1,800.00 

Hollow Blocks 

Maker 

1,800.00 

Marble 

Works/Baluster 

and the like 

1,200.00 

Ready Mixed 

Concrete 

1,500.00 

Other 

Retail/Dealer/Su

pply 

- Below 40 sq.m. 

1,200.00 

- Above 40 

sq.m. 

2,400.00 
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Cooperative 

600.00 

Association/Club 

600.00 

Peddler 

Php360.00 

 

2.3. Garbage 

Fee 

A. 

Manufacturers, 

millers, 

assemblers, 

processors and 

similar 

businesses: 

(a) Not more 

than 100 sq.m. 

Php600.00 

(b) More than 

100 sq.m. 

Php600.00+ 

1.50/sq.m. in 

excess of 100 

sq.m. 

 

B. Hotels, 

apartments, 

motels, and 

lodging houses: 

(a) Not more 

than 100 sq.m. 

Php400.00 

(b) More than 

100 sq.m. 

Php400.00+ 

1.50/sq.m. in 

excess of 100 

sq.m. 

 

C. Restaurants, 

day and night 

clubs, cafes, 

and eateries: 
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(a) Not more 

than 100 sq.m. 

Php400.00 

(b) More than 

100 sq.m. 

Php400.00 + 

1.50/sq.m. in 

excess of 100 

sq.m. 

 

D. Hospitals, 

clinics, 

laboratories and 

similar 

businesses 

excluding 

hazardous 

medical waste: 

(a) Not more 

than 100 sq.m. 

Php400.00 

(b) More than 

100 sq.m. 

Php400.00+1.50

/sq.m. in excess 

of 100 sq.m. 

 

E. Movie houses 

and retailers: 

(a) Not more 

than 100 sq.m. 

Php600.00 

(b) More than 

100 sq.m. 

Php600.00+ 

1.50/sq.m. in 

excess of 100 

sq.m. 

 

F. Other 

business not 

mentioned 

above: 
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(a) Not more 

than 100 sq.m. 

Php400.00 

(b) More than 

100 sq.m. 

Php400.00+ 

1.50/sq.m. in 

excess of 100 

sq.m. 

 

2.4. Sanitary 

Inspection Fee 

(a) For house for 

rent 

Php50.00 

(b) For each 

business, 

industrial, or 

agricultural 

establishment 

With an area of 

25 sq.m. or 

more but less 

than 50 sq.m. 

50.00 

With an area of 

50 sq.m. or 

more but less 

than 100 sq.m. 

60.00 

With an area of 

100 sq.m. or 

more but less 

than 200 sq.m. 

150.00 

With an area of 

200 sq.m. or 

more but less 

than 500 sq.m. 

200.00 

With an area of 

500 sq.m. or 

more but less 
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than 1,000.00 

sq.m. 

250.00 

With an area of 

1,000 sq.m. or 

more 

Php400.00 

 

2.5. Business 

Plate/ Sticker 

Sari-sari Store 

200.00 

Other Business 

500.00 

 

2.6. 

Environmental 

Protection/Inspe

ction Fee 

 

Heavy Industries 

(a) Tannery 

Php9,000.00 

(b) Chemical 

Manufacturing 

9,000.00 

(c) Electronics 

6,000.00 

(d) Plastic/Vinyl 

Manufacturing 

6,000.00 

(e)Aluminum 

Fabrication 

4,800.00 

(f)Bulb 

Manufacturing 

4,800.00 

(g) 

Rubber/Dye/Pai

nt 

4,200.00 

(h) Food 

Processing 

6,000.00 
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(i) Other heavy 

industry 

establishments 

3,600.00 

 

Medium 

Industries 

(a) LPG Refilling 

Plant 

3,600.00 

(b) Ceramics, 

Bathroom 

Fixtures 

3,600.00 

(c) Hatchery 

3,600.00 

(d) Batching 

3,000.00 

(e) Refinery 

2,000.00 

(f)Food 

Processing 

2,000.00 

(g) Printing 

2,000.00 

(h) Paper 

Products 

1,200.00 

(i) Concrete 

Products 

1,200.00 

(j) Other 

light/medium 

industry 

establishments 

1,200.00 

 

Light Industries 

(a) Agro-

Industrial 

1,200.00 

(b) Furniture 

Making 

1,200.00 
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(c) Garments 

and Other 

Fabric Based 

Products 

1,200.00 

(d) 

Hats/Bags/Shoe

s/Belts/ Wigs 

(with Dyeing) 

1,200.00 

(e) 

Hats/Bags/Shoe

s/Belts/ Wigs 

(without Dyeing) 

840.00 

(f) Assembly 

Drilling 

840.00 

(g) 

Storage/Wareho

use/ 

Haulage/Trading 

600.00 

(h) Corrugated 

Cartons 

600.00 

(i) Lessor 

600.00 

(j) Packaging 

600.00 

 

Food Industries 

(a) Bakery 

360.00 

(b) Restaurant 

360.00 

(c) Canteen 

120.00 

(d) Carinderia 

120.00 

(e) Fruit Stall 

120.00 
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(f) Other food 

related 

establishments 

120.00 

 

Trading/Mercha

ndising 

(a) Market Stall 

(1) Wet Goods 

240.00 

(2) Dry Goods 

240.00 

(b) Grocery/Sari-

Sari Store 

120.00 

(c) LPG, Pet 

Shop, Drug 

Store/Flower 

Shop and 

Garden/Nursery 

240.00 

(d) Appliance 

Center, 

Electronic Store, 

Auto Supply, 

General 

Merchandise, 

Electrical 

Supply, Gift 

Shop, 

Shoes/Bags, 

Garments Store, 

Agricultural/Vete

rinary Supply 

600.00 

(e) Hardware, 

Construction 

Supply, Raw 

Material Supply, 

Furniture, Paint 

Center, Glass & 

Aluminum 

600.00 
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(f) Other 

trading/merchan

dising 

establishments 

600.00 

 

Small-Scale 

Industries 

(a) Jeepney 

Body Builders 

360.00 

(b) Hollow 

Blocks/ 

Furnitures 

360.00 

(c) 

Garments/Shoe

s/Bags 

360.00 

(d) Charcoal 

Manufacturing 

360.00 

(e) Other similar 

establishments 

360.00 

 

Amusement 

Places 

(a) Disco, Beer 

Garden, Folk 

House, Cocktail 

Lounge, 

Dancing Hall 

600.00 

(b) Billiard Hall, 

Bingo House, 

Bowling, Fitness 

Center 

360.00 

(c) Race Track, 

Sports Coliseum 

600.00 
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(d) Other 

amusement 

places 

600.00 

 

Institutional 

Establishments 

(a) Hospitals 

600.00 

(b) Lying-in 

Clinics 

360.00 

(c) Clinics and 

Laboratories 

360.00 

(d) Private 

Schools 

600.00 

(e) Banks, 

Pawnshops, 

Money 

Changers, 

Lending 

Investors 

360.00 

(f) Other similar 

establishments 

600.00 

 

Services 

(a)Repair 

Shop/Vulcanizin

g 

240.00 

(b) Beauty 

Parlor, Barber 

Shop 

240.00 

(c) Rentals 

(Video, 

Computer) 

240.00 

(d)Transportatio

n Terminals 
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240.00 

(e) Water 

Refilling 

240.00 

(f) 

Telecommunicat

ions 

1,200.00 

(g)Funeral 

Services 

2,400.00 

(h)Water District 

4,800.00 

(i) Dwelling 

(1) Apartment 

for rent (per 

door) 

120.00 

(2) Boarding 

Houses/Dormito

ries (per bed) 

120.00 

(3) Hotels, 

Motels, Inn 

2,400.00 

(j) Printing 

Establishments 

320.00 

(k)Other service 

establishments 

600.00 

 

Agricultural 

(a) Poultry 

Farms, Piggery, 

Cattle Raising 

1,800.00 

(b) Fish Pen 

1,200.00 

(c) Rice Mill 

360.00 

(d) Other 

establishments 

related to 
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agriculture and 

farming 

600.00 

 

Slaughterhouse 

1,200.00 

Junkshop 

1,800.00 

Gasoline 

Service and 

Filling Station 

including LPG 

3,600.00 

Golf Course 

6,000.00 

Golf Club, 

Tennis Club and 

Gun Club 

600.00 

Other 

Recreational 

Facilities 

1,200.00 

All other 

businesses not 

specifically 

enumerated 

Php1,200.00 

 

2.7. Fire Safety 

Inspection Fee 

15% of 

Regulatory Fees 

with a minimum 

fee of P500.00 

 

2.8. Fee for 

Sealing and 

Licensing of 

Weights and 

Measures 

(a) For sealing 

linear metric 

measures: 
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Not over one (1) 

meter 

Php132.00/unit 

Over one (1) 

meter 

264.00/unit 

(b) For sealing 

metric measures 

of capacity: 

Not over ten 

(10) liters 

100.00/unit 

Over ten (10) 

liters 

132.00/unit 

(c) For sealing 

metric 

instruments of 

weights: 

With capacity of 

not more than 

30 kg. 

66.00/unit 

With capacity of 

more than 30 

kg. But not more 

than 300 kg. 

132.00/unit 

With capacity of 

more than 300 

kg. but not more 

than 3000 kg 

264.00/unit 

With capacity of 

more than 3000 

kg 

660.00/unit 

(d) For each and 

every retesting 

and resealing of 

weights and 

measures 

instruments 

including 
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gasoline pumps 

outside the 

office upon 

request of the 

owner or 

operator, the 

following 

additional 

service charge 

for each 

instrument shall 

be collected: 

Weights and 

Measure 

instruments 

20.00/unit 

Gasoline Pump 

Php132.00/nozzl

e 

3.1 Sign 

receiving copy 

of BPLO and 

BFP 

 

3.2 Claim 

Integrated LGU 

Permit, Official 

Receipts, Fire 

Safety 

Inspection 

Certificate and 

Business Plate 

at the BPLO 

3.1 Give 

receiving copy 

and log book to 

client for signing 

 

3.2 Release 

Official 

Receipts, 

Integrated LGU 

Permit, Fire 

Safety 

Inspection 

Certificate and 

Business 

Plate 

None 15 Minutes Business Permit 

and Licensing 

Office Staff 

End of Process:    Total Based on Tax Order of Payment    1 Hour 
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3. APPLICATION FOR RETIREMENT OF BUSINESS 

Business owners who wish to close their business must apply a retirement for business. This is 
necessary so that concerned agencies legally acknowledge the cessation of its operation.  

Office or Division: Business Permit and Licensing Office 

Classification: Simple 

Type of Transaction: G2B ï Government to Business 

Who may avail: All registered business owners 

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

1. Application Form for Retirement of 

Business (should be signed by the Chairman 

of the Board / President / Owner or 

Authorized Representative) 

2. Last issued Mayor's Permit for Business 

and Business Plate 

3. Brgy. Certification of Closure with 

effectivity date 

4. Affidavit of gross sales or receipts / B.I.R. 

Tax Returns of Unpaid Taxes 

5. Resolution closing / transferring the 

business, approved by the Board of Directors 

(For Corporation or Cooperative). Partnership 

Agreement (For Partnership) 

Business Permit and Licensing Office 

 

 

 

Applicant 

 

Office of the Sangguniang Barangay 

 

Applicant 

 

Applicant 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submit filled 

out application 

form with 

complete 

requirements 

1.1 Receive and 

review the filled 

out application 

form and 

requirements 

 

1.2 Endorse the 

application to 

Assessment 

Officer and 

Issue Tax Order 

of Payment 

 

1.3 Request the 

client to pay 

taxes, fees and 

charges for 

retirement of 

None 15 Minutes 

Business Permit 

and Licensing 

Office Staff 
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business at the 

City Treasurer's 

Office 

2. Proceed to 

Treasurer's 

Office and pay 

taxes, fees and 

charges 

2.1 Receive 

payment and 

issue Official 

Receipt 

 

2.2 Endorse the 

documents to 

the Business 

Permit and 

Licensing Office 

for approval and 

signing 

2. (a) On 

manufacturers, 

assemblers, re-

packers, 

processors, 

brewers, 

distillers, 

rectifiers and 

compounders of 

liquors, distilled 

spirits and wines 

or 

manufacturers of 

any article of 

commerce of 

whatever kind or 

nature.  In 

accordance with 

the following 

schedule: 

 

Amount of Gross 

Sales/Receipts 

for the 

Preceding 

Calendar Year in 

the amount of: 

Tax per Annum

                                                               

Less than 

10,000.00 

P199.50  

10,000.00 or 

more but less 

than 15,000.00 

266.00 

15,000.00 or 

more but less 

than 20,000.00 

365.00 

10 Minutes 
City Treasurerôs 

Office Staff 
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20,000.00 or 

more but less 

than 30,000.00 

532.00 

30,000.00 or 

more but less 

than 40,000.00 

798.50  

40,000.00 or 

more but less 

than 50,000.00 

998.00 

50,000.00 or 

more but less 

than 75,000.00 

1,595.00 

75,000.00 or 

more but less 

than 100,000.00 

1,996.50 

100,000.00 or 

more  but less 

than 150,000.00 

2,662.00 

150,000.00 or 

more  but less 

than 200,000.00 

3,327.50 

200,000.00 or 

more but less 

than 300,000.00 

4,658.50 

300,000.00 or 

more but less 

than 500,000.00 

6,655.00 

500,000.00 or 

more but less 

than 750,000.00 

9,680.00 

750,000.00 or 

more but less 

than 

1,000,000.00 
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12,100.00 

1,000,000.00 or 

more but less 

than 

2,000,000.00 

16,527.50 

2,000,000.00 or 

more but less 

than 

3,000,000.00 

19,965.00 

3,000,000.00 or 

more but less 

than 

4,000,000.00 

23,958.00 

4,000,000.00 or 

more but less 

than 

5,000,000.00 

27,951.00 

5,000,000.00 or 

more but less 

than 

6,500,000.00 

29,491.00 

6,500,000. 

At a rate not 

exceeding 

Forty Five 

Percent (45%) 

of One (1%) 

 

The preceding 

rates shall apply 

only to amount 

of domestic 

sales of 

manufacturers, 

assemblers, re-

packers, 

processors, 

brewers, 

distillers, 
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rectifiers and 

compounders of 

liquors, distilled 

spirits, and 

wines or 

manufacturers of 

any article of 

commerce of 

whatever kind or 

nature other 

than those 

enumerated 

under Paragraph 

(c) of this 

Section. 

 

(b) On 

wholesalers, 

distributors or 

dealers in any 

article of 

commerce of 

whatever kind or 

nature in 

accordance with 

the following 

schedules: 
 

Gross Sales/ 

Receipts for the 

Preceding 

Calendar Year in 

the amount of: 

 

Amount of Tax 

per Annum: 

 

Less than 

1,000.00 

P21.50 

1,000.00 or 

more but less 

than 2,000.00 

34.00 
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2,000.00 or 

more but less 

than 3,000.00 

60.50 

3,000.00 or 
more but less 
than 4,000.00 
87.00 
4,000.00 or 

more but less 

than 5,000.00 

121.00 

5,000.00 or 

more but less 

than 6,000.00 

146.00 

6,000.00 or 

more but less 

than 7,000.00 

173.00 

7,000.00 or 

more but less 

than 8,000.00 

199.50 

8,000.00 or 

more but less 

than 10,000.00 

226.00 

10,000.00 or 

more but less 

than 15,000.00 

266.00 

15,000.00 or 

more but less 

than 20,000.00 

332.50 

20,000.00 or 

more but less 

than 30,000.00 

399.00 

30,000.00 or 

more but less 

than 40,000.00 

532.00 
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40,000.00 or 

more but less 

than 50,000.00 

798.50 

50,000.00 or 

more but less 

than 75,000.00 

1,198.00 

75,000.00 or 

more but less 

than 100,000.00 

1,597.00 

100,000. 00 or 

more but less 

than 150,000.00 

2,262.50 

150,000.00 or 

more but less 

than 200,000.00 

2,928.00 

200,000.00 or 

more but less 

than 300,000.00 

3,993.00 

300,000.00 or 

more but less 

than 500,000.00 

5,372.00 

500,000.00 or 

more but less 

than 750,000.00 

7,986.00 

750,000.00 or 

more but less 

than 

1,000,000.00 

10,648.00 

1,000,000.00 or 

more but less 

than 

2,000,000.00 

12,100.00 

2,000,000.00 or 

more 
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At a rate not 

exceeding sixty 

percent (60%) of 

one percent 

(1%) 

 

The businesses 

enumerated in 

Paragraph (a) 

above shall no 

longer be 

subject to the 

tax on 

wholesalers, 

distributors or 

dealers herein 

provided for. 

 

(c) On 

exporters and on 

manufacturers, 

millers, 

producers, 

wholesalers, 

distributors, 

dealers or 

retailers of 

essential 

commodities 

enumerated 

hereunder at a 

rate not 

exceeding one 

half (1/2) of the 

rates prescribed 

under 

Subsections (a), 

(b) and (d) of 

this Article; 

(1) Rice and 

corn; 

(2) Wheat or 

cassava flour, 

meat, dairy 
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products locally 

manufactured, 

processed or 

preserved food, 

sugar, salt and 

agricultural 

marine and fresh 

water products, 

whether in their 

original state or 

not; 

(3) Cooking 

oil and cooking 

gas; 

(4) Laundry 

soap, detergents 

and medicine; 

(5) Agricultural 

implements, 

equipment and 

post-harvest 

facilities, 

fertilizers, 

pesticides, 

insecticides, 

herbicides and 

other farm 

inputs; 

(6) Poultry 

feeds and other 

animal feeds; 

(7) School 

supplies; and 

(8) Cement 

 

For purposes of 

this provision, 

the term 

exporters shall 

refer to those 

who are 

principally 

engaged in the 

business of 
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exporting goods 

and 

merchandise, as 

well as 

manufacturers 

and producers 

whose goods or 

products are 

both sold 

domestically and 

abroad. The 

amount of export 

sales shall be 

excluded from 

the total sales 

and shall be 

subject to the 

rates not 

exceeding one 

half (1/2) of the 

rates prescribed 

under 

Paragraphs (a), 

(b) and (d) of 

this Article. 

 

(d) On 

retailers. 

Gross Sales/ 

Receipts for the 

Preceding Year: 

Rate of Tax Per 

Annum 

 

400,000.00 or 

less 

2.2% 

More than 

400,000.00 

1.1% 

 

The rate of two 

and 1/5 percent 

(2.2%) per 
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annum shall be 

imposed on 

sales not 

exceeding Four 

Hundred 

Thousand Pesos 

(P 400,000.00) 

while the rate of 

one and 1/10 

percent (1.1%) 

per annum shall 

be imposed on 

sales in excess 

of the first Four 

Hundred 

Thousand Pesos 

(P400,000.00). 

 

However, 

barangays shall 

have the 

exclusive power 

to levy taxes on 

stores whose 

gross sales or 

receipts of the 

preceding 

calendar year 

does not exceed 

Thirty Thousand 

Pesos (P 

30,000.00) 

subject to 

existing laws 

and regulations. 

 

(e) On 

contractors and 

other 

independent 

contractors in 

accordance with 

the following 

schedule (Real 
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Estate, Cable, 

Hotel/Motel) 

Paragraph (h): 

 

Gross 

Sales/Receipts 

for the 

Preceding 

Calendar Year in 

the Amount of: 

 

Amount of Tax 

Per Annum 

 

Less than 

5,000.00 

P33.00 

5,000.00 or 

more but less 

than 10,000.00 

74.00 

10,000.00 or 

more but less 

than 15,000.00 

126.50 

15,000.00 or 

more but less 

than 20,000.00 

199.50 

20,000.00 or 

more but less 

than 30,000.00 

332.50 

30,000.00 or 

more but less 

than 40,000.00 

465.50 

40,000.00 or 

more but less 

than 50,000.00 

665.50 

50,000.00 or 

more but less 

than 75,000.00 



 

177 
 

1,064.50 

75,000.00 or 

more but less 

than 100,000.00 

1,597.00 

100,000.00 or 

more but less 

than 150,000.00 

2,395.50 

150,000.00 or 

more but less 

than 200,000.00 

3,194.00 

200,000.00 or 

more but less 

than 250,000.00 

4,392.00 

250,000.00 or 

more but less 

than 300,000.00 

5,590.00 

300,000.00 or 

more but less 

than 400,000.00 

7,453.50 

400,000.00 or 

more but less 

than 500,000.00 

9,982.50 

500,000.00 or 

more but less 

than 750,000.00 

11,192.50 

750,000.00 or 

more but less 

than 

1,000,000.00 

12,402.50 

1,000,000.00 or 

more but less 

than 

2,000,000.00 

13,915.00 
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2,000,000.00 or 

more 

At a rate not 

exceeding sixty 

percent (60%) of 

one percent 

(1%) 

 

Provided, that in 

no case shall the 

tax on gross 

sales of 

P2,000,000.00 

or more be less 

than P13,915.00 

 

(f) On banks and 

other financial 

institutions at the 

rate of sixty 

percent (60%) of 

one percent 

(1%) of the 

gross receipts of 

the preceding 

calendar year 

derived from 

interest, 

commissions 

and discounts 

from lending 

activities, 

income from 

financial leasing, 

dividends, 

rentals on 

property and 

profit from 

exchange or 

sale of property 

and insurance 

premium.  All 

other income 

and receipts not 
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herein 

enumerated 

shall be 

excluded in the 

computation of 

the tax. 

 

(g) On peddlers 

engaged in the 

sale of any 

merchandise or 

article of 

commerce at the 

rate of Fifty Five 

Pesos (P55.00) 

per peddler 

annually. 

 

Delivery trucks, 

vans or vehicles 

used by 

manufacturers, 

producers, 

wholesalers, 

dealers or 

retailers taxable 

by the province 

under Section 

141 of R.A. 7160 

shall be exempt 

from the 

peddler's tax 

herein imposed. 

 

The tax herein 

imposed shall be 

payable within 

the first twenty 

(20) days of 

January.  An 

individual who 

will start to 

peddle 

merchandise or 
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articles of 

commerce after 

January 20 shall 

pay the full 

amount of the 

tax before 

engaging in 

such activity. 

 

(h) There is 

hereby imposed 

the following 

graduated taxes 

on the 

businesses not 

otherwise 

specified on the 

preceding 

paragraph at the 

rate of: 

 

Gross Sales/ 

Receipts for the 

Preceding Year: 

 

Amount of Tax 

per Annum 

 

400,000.00 or 

less 

2.2% 

More than 

400,000.00 

1.1% 

 

1. Cafes, 

cafeterias, ice 

cream and other 

refreshment 

parlors, 

restaurants, 

soda fountain 

bards, 
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carinderias or 

food caterers. 

2. Amusement 

places including 

places wherein 

customers 

thereof actively 

participate 

without making 

bets or wagers 

including but not 

limited to night 

clubs or day 

clubs, cocktail 

lounges, 

cabarets or 

dance halls, 

karaoke bars, 

skating rinks, 

bath houses, 

swimming pools, 

exclusive clubs 

such as country 

and sports clubs 

including golf 

courses, resorts 

and other similar 

places, billiard 

and pool tables, 

bowling alleys, 

circuses, 

carnivals, merry-

go-rounds, roller 

coasters, ferries 

wheels, swings, 

shooting 

galleries and 

other similar 

contrivances, 

theaters and 

cinema houses, 

boxing stadium, 

race tracks, 

cockpits and 
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other similar 

establishments. 

3. Commission 

agents. 

4. Lessors, 

dealers, brokers 

of real estate. 

5. On boarding 

houses, pension 

houses, motels, 

apartments and 

condominiums. 

6. Subdivision 

owners. 

7. Privately 

owned markets. 

8. Hospitals, 

medical clinics, 

dental clinics, 

therapeutic 

clinics, medical 

laboratories, 

dental 

laboratories and 

cockpit 

operators (to 

include placid 

and cockpit 

rentals). 

9. Operators of 

Cable Network 

System. 

10. Operators of 

computer 

services 

establishment. 

11. All other 

similar activities 

consisting 

essentially of the 

sales of services 

for a fee. 
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The rate of two 

percent and two 

tenth (2.2%) per 

annum shall be 

imposed on 

sales not 

exceeding Four 

Hundred 

Thousand Pesos 

(P 400,000.00) 

while the rate of 

one percent and 

one tenth (1.1%) 

per annum shall 

be imposed on 

sales in excess 

of the first Four 

Hundred 

Thousand Pesos 

(P 400,000.00). 

 

(i). On operators 

of public utility 

vehicles and/or 

privately owned 

buses serving 

the factory 

maintaining 

booking office, 

terminal or 

waiting station 

for the purpose 

of carrying 

passengers from 

this municipality 

under a 

certificate of 

public 

convenience 

and necessity or 

similar 

franchises: 
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Air-conditioned 

buses 

5,000 per unit 

 

Buses without 

air-conditioning 

4,000 per unit 

 

Mini buses 

3,000 per unit 

 

Taxis/Fierras/ 

Tamaraws 

2,000 per unit 

 

Jeepneys 

1,000 per unit

p

e

r 

u

n

i

t 

3.1 Sign logbook 

provided by the 

Business Permit 

and Licensing 

Office 

 

3.2 Receive 

Retirement of 

Business 

Certificate and 

Official Receipt 

3.1 Receive 

documents with 

Official Receipt 

from the City 

Treasurerôs 

Office 

 

3.2 Prepare 

Retirement of 

Business 

Certificate and 

endorse to 

BPLO Chief, 

City Treasurer 

for signing, and 

to the City 

Mayor for 

approval 

 

None 15 Minutes Business Permit 

and Licensing 

Office Staff 
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3.3 Endorse 

logbook to client 

for signing as 

record of 

receiving the 

documents 

 

3.4 Issue signed 

Retirement of 

Business 

Certificate and 

Official Receipt 

to the client 

End of Process:    Total Based on Tax Order of Payment    40 Minutes 
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4. APPLICATION FOR SPECIAL PERMIT (STREAMER, MOTORCADE, 
PROMOTIONAL AND OTHER ACTIVITIES) 

Special permits are issued by the City Mayor through this office to individuals, corporation or 
group for them to legally install tarpaulin / streamers; conduct motorcade / parade, promotional 
activities, et al. 

Office or Division: Business Permit and Licensing Office 

Classification: Simple 

Type of Transaction: G2C ï Government to Citizen 

Who may avail: All 

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

1. Request letter approved by the City Mayor 

or Business Permit and Licensing Officer 

Office of the City Mayor or Business Permit 

and Licensing Office 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. File Approved 

Request Letter 

with complete 

details 

1.1 Receive the 

approved 

request letter 

 

1.2 Prepare the 

Order of 

Payment and 

request the 

applicant to pay 

the required 

taxes, fees and 

charges at the 

City Treasurer's 

Office 

None 8 Minutes 

Business Permit 

and Licensing 

Office Staff 

 

2. Proceed to 

the City 

Treasurer's 

Office and pay 

taxes, fees and 

charges 

2. Receive 

payment and 

issue official 

receipt 

Promotional 

P200/day 

Motorcade 

P200/day 

Streamer P25 

per square yard 

for 15 days 

10 Minutes 
City Treasurerôs 

Office Staff 

3.1 Proceed to 

BPLO and 

submit the 

Official Receipt 

 

3.1 Receive 

Official Receipt 

 

3.2 Prepare 

Permit and 

endorse to 

None 12 Minutes 
Business Permit 

and Licensing 

Office Staff 
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3.2 Receive 

Certificate / 

Permit and 

Official Receipt 

BPLO Chief for 

approval / 

recommendation 

to the City 

Mayor 

 

3.3 Issue signed 

Permit and 

Official Receipt 

to the client 

End of Process:    Total Based on Tax Order of Payment    30 Minutes 
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5. APPLICATION FOR CERTIFICATION ON BUSINESS RECORDS 

Business owners who wish to close their business must apply a retirement for business.  

This is necessary so that concerned agencies legally acknowledge the cessation of its 
operation.  

Office or Division: Business Permit and Licensing Office 

Classification: Simple 

Type of Transaction: G2C ï Government to Citizen 

Who may avail: All 

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

1. Request letter approved by the City Mayor 

or Business Permit and Licensing Officer 

Office of the City Mayor or Business 

Permit and Licensing Office 

CLIENT 

STEPS 
AGENCY ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. File 

Approved 

Request Letter 

with complete 

details 

1.1 Receive the 

approved request 

letter 

 

1.2 Prepare the 

Order of Payment 

and request the 

applicant to pay the 

required fees at the 

City Treasurer's 

Office 

None 

8 Minutes 

Business Permit 

and Licensing 

Office Staff 

 

2. Proceed to 

the City 

Treasurer's 

Office and pay 

fees 

2. Receive payment 

and issue Official 

Receipt 

Certification 

P60 

10 Minutes 
City Treasurerôs 

Office Staff 

3.1 Proceed to 

BPLO and 

submit the 

Official Receipt 

 

3.2 Receive 

Certification 

 and Official 

Receipt 

3.1 Receive Official 

Receipt 

 

3.2 Prepare 

Certification and 

endorse to BPLO 

Chief for signing 

 

3.3 Issue signed 

Certification and 

Official Receipt to the 

client 

None 

12 Minutes 
Business Permit 

and Licensing 

Office Staff 

End of Process:    Total P 60.00                                      30 Minutes 
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6. APPLICATION REQUEST FOR CERTIFIED TRUE COPY OF DOCUMENTS 

Certified true copies of records/documents may be requested subject to applicable fees and 
data privacy restriction. 

Office or Division: Business Permit and Licensing Office 

Classification: Simple 

Type of Transaction: G2C ï Government to Citizen 

Who may avail: All 

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

1. Photo copy of document/s to be certified 

2. Authorization Letter or Company ID if the 

bearer is not the owner of the business  

Applicant 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. File 

document/s to 

be certified with 

other 

requirements if 

applicable 

1.1 Receive 

document/s and 

other 

requirements 

 

1.2 Prepare the 

Order of 

Payment and 

request the 

client to proceed 

to the City 

Treasurerôs 

Office to pay the 

fees 

None 5 Minutes 
Business Permit 

and Licensing 

Office Staff 

2. Proceed to 

Treasurer's 

Office and pay 

fees 

2. Receive 

payment and 

issue official 

receipt 

P60 per 

document 
10 Minutes 

City Treasurerôs 

Office Staff 

3.1 Proceed to 

BPLO and 

submit the 

Official Receipt 

 

3.2 Receive 

Certified True 

Copy 

document/s and 

Official Receipt 

3.1 Receive 

Official Receipt 

 

 

3.2 Prepare 

certified true 

copy documents 

and endorse to 

BPLO Chief for 

signing 

                

None 10 Minutes 
Business Permit 

and Licensing 

Office Staff 
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3.3 Issue 

certified true 

copy 

document/s and 

Official Receipt 

to the client 

End of Process:    Total Based on Tax Order of Payment    25 Minutes 
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7. VERIFICATION OF RECORDS 

The requesting party may verify the records from this office in relation to business permit issued, 
subject to data privacy restriction.  

Office or Division: Business Permit and Licensing Office 

Classification: Simple 

Type of Transaction: G2G ï Government to Government 

Who may avail: All Government Offices 

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

1. Letter of request approved by the City Mayor 

and/or BPLO Chief 

Office of the City Mayor 

Business Permit and Licensing Office 

CLIENT STEPS AGENCY ACTIONS 

FEES 

TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Files approved 

letter of request 

for verification of 

records 

1.1 Receive approved 

request letter 

 

1.2 Prepare the Order 

of Payment and 

request the client to 

pay fees at the cashier 

of City Treasurerôs 

Office 

None 

5 Minutes 

Business Permit and 

Licensing Office 

Staff 

 

2. Proceed to 

Treasurer's 

Office and pay 

fees 

2. Receive payment 

and issue Official 

Receipt 

P60 

10 Minutes 
City Treasurerôs 

Office Staff 

3.1 Proceed to 

BPLO and submit 

the Official 

Receipt 

 

3.2 Receive 

Certification and 

Official Receipt 

3.1 Receive Official 

Receipt 

 

3.2 Prepare 

Certification and 

endorse to BPLO Chief 

for signing 

 

3.3 Issue signed 

Certification and Official 

Receipt to the client 

None 

10 Minutes 
Business Permit and 

Licensing Office 

Staff 

End of Process:    Total P 60.00                                     25 Minutes 
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8. FILING OF BUSINESS COMPLAINT 

Complaints in relation to business operation of a certain establishment/s may be filed in the 
office or through the cityôs complaint hotline. The BPLO or other concerned offices should 
undertake necessary actions within 15 days or as soon as possible.  

Office or Division: Business Permit and Licensing Office 

Classification: Simple 

Type of Transaction: G2C ï Government to Citizen 

G2B ï Government to Business 

G2G ï Government to Government 

Who may avail: All 

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

1. Letter of Complaint / 

Endorsement Letter of Complaint 

Complainant / Government agency 

endorsing the complaint 

 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. File letter of 

complaint 

1.1 Receive 

letter of 

complaint 

 

1.2 Verify the 

status of 

business with 

complaint based 

on records in the 

office 

None 

10 Minutes 

Business Permit 

and Licensing 

Office Staff 

 

2. Receive copy 

of Complaint 

Action Report or 

Inspection 

Report 

2.1 Conduct 

inspection and 

coordinate with 

local and 

national 

government 

agencies 

concerned 

 

2.2 Issue Notice 

of Violation, 

Second Notice 

of Violation 

and/or Cease 

and Desist 

Order 

None 

72 hours 
Business Permit 

and Licensing 

Office Staff 
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2.3 Create 

Complaint 

Action Report or 

Inspection 

Report and 

gives copy to 

complainant 

End of Process:    Total                         None                  72 Hours and 10 Minutes  
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City Public Market Development and Administration 

Division 

(Office of the City Mayor) 

 
Frontline Services 
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1. ISSUANCE OF CASH TICKET  

Cash Ticket is issued to peddlers, wholesalers, ambulant vendors and delivery trucks in the 
Public Market after the corresponding payment. 

Office or Division: City Market Administration Office 

Classification:  

Type of Transaction: Market fees. 

Who may avail: Peddlers, wholesalers, ambulant vendors 

and delivery trucks. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Volume of goods. gentricitymarket@gmail.com 

2. Size of vehicles.  

CLIENT STEPS 
AGENCY 

ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Payment of 

Fees 

a. Ambulant 

Transient 

Vendors 

b. Delivery 

Vehicles / 

Wholesal

ers 

 

1. Receives 

payment and 

issue cash 

ticket. 

 

a. Volume of 

goods 

 

b. Size of 

vehicles 

 

1 minute 

 

 

Rodante P. dela 

Cruz 

Revenue 

Collection II 

 

2. Claim cash 

ticket 

2. Issue cash 

ticket 

 

None 

 
 

1 minute 

 

Marcelino C. 

Bautista 

Revenue 

Collection II 

 
 

End of Process:              Total                                              2 Minutes 
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2. MEAT INSPECTION 

Inspection of livestock to ensure that the meat sold at the City Market are safe for human 
consumption. 

Office or Division: City Market Administration Office 

Classification:  

Type of Transaction: Market fees. 

Who may avail: Peddlers, wholesalers, ambulant vendors 

and delivery trucks. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Volume of goods. gentricitymarket@gmail.com 

2. Size of vehicles.  

CLIENT STEPS 
AGENCY 

ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Present the 

Meat Inspection 

Certificate from 

slaughter house 

 

1. Authentication 

of the 

documents. 

 

None 

 

1 minute 

 

 

  

2. Present the 

meat 

for inspection 

 

2. Inspection 

and approval. 

 

None 

 
 

10 minutes 

 

Marcelo S. Saliba 

Meat Inspector 

3. Receives 

inspection 

report. 

3. Submit report 

to Market 

Administration 

Office and 

Provincial 

Office. 

 

None 5 minutes 

 

End of Process:           Total                                                16 Minutes 
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3. SEALING AND INSPECTION OF WEIGHING SCALE 

Sealing and inspection of all weighing scales in the Public Market is conducted to ensure its 
accuracy. 

Office or Division: City Market Administration Office 

Classification:  

Type of Transaction: Sealing and Inspection of weighing scale. 

Who may avail: All vendors who is using weighing scale. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Service request form gentricitymarket@gmail.com 

2. Payment order www.generaltrias. gov.ph/bplo 

3. Weighing scale  

4. Official Receipt  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 

BE PAID 
PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Request for 

calibration and seal 

of weighing scale 

1. Issue receiving 

form and endorse the 

client to the BPLO for 

calibration / sealing 

and Treasurerôs Office 

for payment. 

 

 

None 

 

 

2 Minutes 

Ferloumar M. 

Presa 

Market 

Supervisor 

 

2. Payment of Fees 

2. Receive payment 

and issue official 

receipt for payment of 

fees. 

 

 

None 

 

 

2 Minutes 

Cashier 

Window 5 or 6 

City Treasurerôs 

Office 

 

3. Present official 

receipt 

3. Calibrate 

adjustment and 

sealing of weighing 

scale. 

 

100.00/ 

10kg. 

 

 

 

1 Minute 

Ferloumar M. 

Presa 

Market 

Supervisor 

 

4. Claim weighing 

scale 

4. Release of 

Weighing scale. 

 

 

None 

 

 

1 Minute 

Ferloumar M. 

Presa 

Market 

Supervisor 

 

End of Process:                     Total                                           6 Minutes 
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4. ISSUANCE OF CERTIRICATIONS 

A certification is issued to stallholders regarding the inquiries related to their stalls. 

Office or Division: City Market Administration Office 

Classification:  

Type of Transaction: Sealing and Inspection of weighing scale. 

Who may avail: All vendors who is using weighing scale. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Service request form gentricitymarket@gmail.com 

2. Payment order www.generaltrias. gov.ph/bplo 

3. Weighing scale  

4. Official Receipt  

CLIENT STEPS AGENCY ACTIONS 
FEES 

TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Inquiry 

c. Rental 

d. Stall 

e. Rights 

f. Rules and 

regulation 

g. Others Fees 

 

1. Receives inquiry 

and provides 

information as per 

clientôs inquiry. 

 

None 

 

10 minutes 

 

 

Reliza A. Garcia 

License Inspector 

IV 

 

 
Keysee C. Perez 

Bookbinder III 

 

2. Issuance of 

Certification 

a. Rights/ 

Ownership 

b. Updated 

records of fees 

c. Employment 

 

 

 

 

2. Receive and issue 

certification request. 

 

 

None 

 
 

10 minutes 

 

Reliza A. Garcia 

License Inspector 

IV 

 

Keysee C. Perez 

Bookbinder III 

 

 
 

3. Claim of 

certification/ rights/ 

records. 

 

3. Sign and release 

of the request. 

None 5 minutes 

Ferloumar M. 

Presa 

Market 

Supervisor 

 

End of Process:                     Total                                                 25 Minutes 
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5. ACCOMMODATION OF PROMOTION, PRODUCT SAMPLING AND 
ADVERTISEMENT 

Permits the promotion, product sampling and advertisement from private entities after requests 
have been granted and paid the corresponding fees. 

Office or Division: City Market Administration Office 

Classification:  

Type of Transaction: Accommodation of promotion, product 

sampling and advertisement.  

Who may avail: Product Distributor  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter of request gentricitymarket@gmail.com 

2. pre-approved form  

3. Payment order  

4. Official receipt  

CLIENT STEPS 
AGENCY 

ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submit letter of 

request 

 

a. Promotion 

and product 

sampling 

b. Tarpaulin 

advertisement

   

 

1. Receive 

letter of 

request and 

issue 

promotion and 

product 

request pre- 

approval form. 

 
 

None 

 

2 minutes 

 

 

Reliza A. Garcia 

License Inspector 

IV 

 

Keysee C. Perez 

Bookbinder III 

 

2. Submit pre- 

approve form 

 

2. Endorse 

client to the 

Treasurerôs 

Office for 

payment of 

fees. 

 

None 

 
 

1 minute 

 

Cashier 

Window 5 or 6 

City Treasurerôs 

Office 

 

3. Payment of fees. 

 

3. Receive 

payment and 

issue official 

receipt 

 

 

a. 300.00 

b. 25.00/ 

yard 

 

2 minutes 

Cashier 

Window 5 or 6 

City Treasurerôs 

Office 
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4. Present official 

receipt. 

 

4. Approval of 

request and 

issue permit/ 

clearance for 

None 1 minute 

Ferloumar M. 

Presa 

 

End of Process:              Total                      None                 6 Minutes 
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6. REPAIRS AND MAINTENANCE 

Repair and/or maintenance of stalls is provided to stallholders upon request. 

Office or Division: City Market Administration Office 

Classification:  

Type of Transaction: Repairs and maintenance 

Who may avail: Stall Owner  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Job order form gentricitymarket@gmail.com 

CLIENT STEPS 
AGENCY 

ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Request for 

repair and/ or 

maintenance 

 

1. Receive a 

request or letter 

request and 

issue job order 

form. 

 

None 

 

1 minute 

 

Reliza A. Garcia 

License Inspector 

IV 

 

Keysee C. Perez 

Bookbinder III 

 

2. Fill-up job 

order form and 

submit to Market 

Admin. Office. 

 

 

2. Receive and 

respond to job 

order to conduct 

repair and/or 

maintenance.  

 

 

None 

 

15 minutes 

 

 

Market Aid and 

Maintenance 

 

3. Counter sign 

job order form 

upon completion 

of the repair 

and/ or 

maintenance. 

3. Receive, sign 

and filing of job 

order. 

 

 

None 

 

1 minute 

 

Ferloumar  

M. Presa 

Market Supervisor 

End of Process:               Total                                            17 Minutes 
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7. PEACE AND ORDER 

Provide peace and order in the public market. 

Office or Division: City Market Administration Office 

Classification:  

Type of Transaction: Peace and order. 

Who may avail: Stall Owner and Clients 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Incident and complaint report gentricitymarket@gmail.com 

CLIENT STEPS 
AGENCY 

ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Report 

incident/ 

complaint. 

 

1. Provide 

immediate 

assistance. 

 

None 

 

15 minutes 

 
 

2. Acknowledge 

assistance 

 

2. Fill-up 

Incidence or 

Complaint 

Report 

(Depending on 

the issue/s) 

 

None 

 

5 minutes 

 

Fernando F. 

Sarangilo 

Romeo Fortuno 

Gilbert F. Clarito 

Mark P. Cenita 

Security Aide I 

 

3Counter sign of 

Incidence/ 

Complaint form. 

3. Receive, sign 

and filing of job 

order. 

 

None 

 

1 minute 

 

Ferloumar 

M. Presa 

Market Supervisor 

End of Process:                       Total                                            21 Minutes 
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Community Affairs Division 

(Office of the City Mayor) 

 
Frontline Services 
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1. ISSUANCE OF PEOPLES LAW ENFORCEMENT BOARD (PLEB 
CLEARANCE FOR MEMBERS OF PNP/PROSPECTIVE PNP  

A PLEB clearance or certification is issued to any Philippine National Police Member indicating 
the pendency or non-pendency of an administrative case against a PNP member.  

Office or Division: Community Affairs Division 

Classification: Simple 

Type of Transaction:  

Who may avail: PNP/PROSPECTIVE PNP 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Barangay Clearance Barangay Hall 

PNP Examination Result PRC 

Transcript of Record Previous University Attended 

Diploma Previous University Attended 

Endorsement from PNP PNP 

Signature of PLEB Officials PNP 

CLIENT STEPS 
AGENCY 

ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submit 

Requirements 

for PLEB 

Clearance and 

secure 

endorsement 

letter for PNP 

applicant. 

1.1 Review the 

credentials of 

the applicant 

 5 minutes  

Lea G. Tagalog 

Jesuscito D. 

Eslabon 

Xian Lerry G. 

Lozares 

 1.2 Issue PLEB 

clearance 
 2 minutes PLEB Officials 

 
1.3 Prepare 

endorsement 

letter 

Php 50.00 5 minutes 

Lea G. Tagalog 

Jesuscito D. 

Eslabon 

Xian Lerry G. 

Lozares 

 1.4 Approve 

PLEB 

Clearance/Endo

rsement letter 

 

 

 

 

 10 minutes 
PLEB Chair 

through the PLEB 

Secretary 
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2. Claim 

clearance and 

endorsement 

letter  

2. Release 

Documents 
 

2 minutes 

 

Lea G. Tagalog 

Jesuscito D. 

Eslabon  

End of Process:               Total                                            24 Minutes 
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2. ATTENDING TO COMPLAINTS AND DISPUTES 

The Community Affairs Division recognizes the constitutional right of persons to the speedy 
disposition of their cases by providing a simplified and inexpensive procedure for resolving 
issues and streamlining the adjudicatory processes to provide an immediate response to the 
grievances of the citizenry. Thus, complaints and disputes of walk-in clients will be entertained 
by the authorized or assigned Community Affairs Officer to resolve their issues in a fair, timely 
and efficient manner. 

Office or Division: Community Affairs Division 

Classification: Simple 

Type of Transaction:  

Who may avail:  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Complaint Letter/Documents Personal / 

CLIENT STEPS 
AGENCY 

ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

 1.1 Interview the 

barangay 

officials and / or 

homeownerôs 

concern 

  Lea G. Tagalog 

Jesuscito D. 

Eslabon 

Xian Lerry G. 

Lozares 

 

1. Report Cases 
1.2 Evaluate the 

circumstances / 

dispute and take 

minutes 

 

 

 

None 

1 Week 

*Processing 

time depends on 

the case/s to be 

resolved 

Lea G. Tagalog 

Jesuscito D. 

Eslabon 

Xian Lerry G. 

Lozares 

 

 1.3 Make proper 

recommendation

s and issue 

endorsement 

latter 

  Lea G. Tagalog 

Jesuscito D. 

Eslabon 

Xian Lerry G. 

Lozares 

2. Claim copy of 

minutes and/or 

recommendation 

/ endorsement 

letter (if 

necessary 

2. Release 

Documents 

 

 

None 

 

 

5 minutes 

 

Lea G. Tagalog 

Jesuscito D. 

Eslabon 

End of Process:                       Total                                 1 Week and 5 Minutes 
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3. ATTENDING TO PATIENTS IN NEED OF BLOOD 

Blood helps patients suffering from life-threatening conditions to live longer and maintain a 
higher quality of life. Thus, the Community Affairs Division is issuing blood donor cards which 
can be used by individuals who need blood by presenting it to the Cavite Blood Council--the 
partner blood bank-- provided that the patient has a request letter addressed to the Local Chief 
Executive and Blood Request Form issued by his/her doctor.  

Office or Division: Community Affairs Division 

Classification: Simple 

Type of Transaction:  

Who may avail: Patients in Need of Blood 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Duly Signed and Accomplished Blood 

Request Form  

Hospital  

Barangay Clearance Barangay Hall 

Personal Letter with the Approval of City 

Mayor 

Office of the City Mayor 

CLIENT STEPS 
AGENCY 

ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submit the 

requirements 

needed 

1.1 Review 

documents 

submitted, if in 

order, 

call/contact 

Cavite Blood 

Council 

 10 minutes 

Lea G. Tagalog 

Jesuscito D. 

Eslabon 

Xian Lerry G. 

Lozares 

Evangeline D.R. 

Asahan 

Nancy B. Vergara 

 
1.2 Release of 

Donor Card 
 5 minutes 

Lea G. Tagalog 

Lea G. Tagalog 

Jesuscito D. 

Eslabon 

Xian Lerry G. 

Lozares 

Evangeline D.R. 

Asahan 

Nancy B. Vergara 

End of Process:               Total                                            15 Minutes 
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Local Economic Enterprise and Investment 

Promotion Section 

(Office of the City Mayor) 

 
Frontline Services 
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1. AVAILMENT OF MEMORIAL LOT RIGHTS AT HIMLAYANG GENERAL 
TRIAS 

Bonafide residents of the City of General Trias may avail of memorial lots or apartment units 
from Himlayang General Trias for the internment of the departed. 

Office or Division: Local Economic and Investment Promotion 

Office 

Classification:  

Type of Transaction: G2C ï Government to Citizen 

G2G ï Government to Government 

Who may avail:  

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

Photocopy of birth certificate, marriage 

contract (for married clients), Government- 

issued identification card (i.e Passport, SSS, 

UMID, Voter's ID, Driver's License, PRC, 

etc.) 

Office of the Local Economic and Investment 

Promotion Section 

(4th Floor) 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. File 

application form 

with complete 

requirements. 

Submit the 

application form 

and chooses lot 

type and 

location. 

1. Explain 

location map, 

prepares 

computation 

sheet, contracts 

and order of 

payment 

 

Reservation 

fees: 

 

 

Apartment 

Type-n/a 

Lawn Lot - P600 

Niche - P1,000 

Family Estate - 

P6,250 

 

Total Contract 

Price: 

Apartment -

P7,000 

Lawn Lots: 

Standard Lot - 

P30,000 

Premium Lot - 

P45,000 

Niche Lot - 

P50,000 

30 minutes LEIPO Staff 
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Perpetual Care 

Fund: 

Apartment-n/a 

Lawn 

Lots: 

Standard Lot-

P3,000 

Premium Lot - 

P4,500 

Niche Lot - 

P5,000 

Family Estate-

P30,000 

 

2. Payment & 

scheduling of 

internment, sign 

contracts and 

pay applicable 

fees 

 

2.1 Explains 

content of 

contracts, 

computation 

sheet, rules and 

regulations. 

 

2.2 Assist 

clients in 

paying and/or 

scheduling 

None 

 

 

 

 

 

 

 

None 

15 minutes 

 

 

 

 

 

 

 

 

LEIPO Staff 

End of Process:   Total   Based on the Lot Purchased       45 Minutes 
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2. DTI BUSINESS NAME REGISTRATION ASSISTANCE 

This service is provided for single proprietorship business so that they can register their 
business with the Department of Trade and Industry (DTI) to provide it with legal identity and 
gain the rights to use registered business name. 

Office or Division: Local Economic and Investment Promotion 

Office 

Classification:  

Type of Transaction: G2C ï Government to Citizen 

G2G ï Government to Government 

Who may avail:  

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

Photocopy of 1 Government- issued 

identification card (i.e Passport, SSS, UMID, 

Voter's ID, Driver's License, PRC, etc.) 

Office of the Local Economic and Investment 

Promotion Section 

(4th Floor) 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1.Submit 

application form 

and 

requirements 

 

1. Explain rules 
and regulation 
and encodes 
data to the DTI 
Public Online 
BNRS 
 

Barangay   - 

P200.00 

City/Municipality 

-P500.00 

Regional -

P1,000.00 

National -

P2,000.00 

Documentary 

Stamp - P30.00 

30  

minutes 

 

 

 

 

LEIPO Staff 

 

 

2.Payment of 

Fees 

2. Issues 
Business Name 
Certificate and 
DTI Receipt 

None 10 minutes LEIPO Staff 

End of Process:   Total   Based on the Lot Purchased    40 Minutes 
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3. REQUEST FOR PRODUCT LABEL LAYOUT AND TARPAULIN LAYOUT 

Business owners may request for product label and tarpaulin layouts that they can use for 
promotion / marketing of their business. This service is provided free of charge. 

Office or Division: Local Economic and Investment Promotion 

Office 

Classification:  

Type of Transaction: G2C ï Government to Citizen 

G2G ï Government to Government 

Who may avail:  

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

Details to be included in the layout and pictures 

(if necessary) 
Office of the Local Economic and Investment 

Promotion Section 

(4th Floor) 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1.Submit 

request for 

product label 

layout and 

tarpaulin layout 

1.1 Designs the 

product label or 

tarpaulin 

 

 

None 
1 hour 

 
LEIPO Staff 

 1.2 Have the 

layout approved 
None 1 day LEIPO Staff 

End of Process:   Total                              None            1 Day and 1 Hour 
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4. REQUEST FOR ECONOMIC AND INVESTMENT-RELATED INFORMATION 

Companies, business establishment and organizations may request for economic and 
investment related information that they may use for business decisions and strategic planning. 

Office or Division: Local Economic and Investment Promotion 

Office 

Classification:  

Type of Transaction: G2C ï Government to Citizen 

G2G ï Government to Government 

Who may avail:  

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

Request Letter Office of the Local Economic and Investment 

Promotion Section 

(4th Floor) 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1.Submits 

request 

1. Receives 

request and 

photocopy 

requested 

information 

None 
20 minutes 

 
LEIPO Staff 

End of Process:          Total                      None                 20 Minutes 
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5. REGISTRATION FOR LOCAL TAX INCENTIVES 

LEIPO provides assistance to companies who wish to avail and are qualified for Local Tax 

Incentives.  

Office or Division: Local Economic and Investment Promotion 

Office 

Classification:  

Type of Transaction: G2C ï Government to Citizen 

G2G ï Government to Government 

Who may avail:  

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

a) Single Proprietorship 

- Copy of Business Name 

Registration issued by the 

Department of Trade and Industry 

(DTI); 

- Copy of Audited Financial 

Statements; 

- Copy of completed application 

form for registration under the 

LIIC; 

- Project Feasibility Study and 

- Such other documents that may 

be required by the LGU. 

b) For Partnership/Corporation 

- Copy of the Articles of Partnership 

or Incorporation or By-Laws; 

- Certified true copy of its Certificate 

of Registration issued by the 

Securities and Exchange 

Commission (SEC) for 

Corporation/Partnership; 

- Certificate of Good Standing from 

SEC, if the business is already 

existing; 

- Resolution authorizing the filing of 

application by the Board of 

Directors or duly authorized 

representatives; 

- Copy of Audited Financial 

Statement (if existing); 

- Environmental Compliance 

Certificate (ECC) or Non 

Office of the Local Economic and Investment 

Promotion Section 

(4th Floor) 
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Compliance Certificate (NCC), if 

applicable; 

- Copy of completed registration 

form for registration under the 

LIIC; 

- Project Feasibility Study; and   

- Such other documents that may 

be required by the LGU. 

c) For Enterprises registered under an 

existing incentives law 

- Certified True Copy of the BOI 

Certificate of Registration, and 

Copy of documents submitted to the 

appropriate registration Agency pertaining to 

their registration 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1.Submit 

Application and 

Requirements 

1. Check list, 

evaluate and 

receive 

application 

Micro ï 

P1,000.00 

Small ï 

P2,000.00 

Medium ï 

P3,000.00 

Large ï 

P5,000.00 

10 minutes 

 
LEIPO Staff 

2.Payment of 

Filing Fee 
2.1 Prepare 
Order of 
Payment 
 

2.2 Posting of 
Notice of 
Application 
 

 

2.3 Conduct 
Ocular 
Inspection of 
Company 
Premises/Projec
t Site 

 
2.4 Prepare 
Evaluation 
Report to be 

 

5 minutes 

 

 

Within 10 days 

 

 

 

Within 2 weeks 

 

 

 

 

 

3 days 

 

 

LEIPO Staff 
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submitted to the 
Board 

 
2.5 Set Board 
Meeting 

 

 
2.6 Issue 

Certificate of 

Registration 

 

 

 

Within 30 days 

 

1 day 

 

 

 

LEIPO Staff 

End of Process:   Total Based on the Classification of Business    Approx. Time 30 

days 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

217 
 

 

 

 

 

 

 

 

 

 

Public Employment Service Division 

(Office of the City Mayor) 

 
Frontline Services 
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1. EMPLOYMENT FACILITATION ï JOBSEEKERS 

Every jobseeker who asks assistance should be given prompt attention. The job vacancies 
from different employers are posted on the bulletin board for reference. The employment 
facilitation process for the jobseekers includes registration, preliminary interview, matching, 
referral and follow-up with employers regarding employment referrals.  

Office or Division: Public Employment Service Office 

Classification: Simple Transaction 

Type of Transaction: Government to Client 

Who may avail: Jobseekers 

CHECKLIST OF 

REQUIREMENTS 
WHERE TO SECURE 

¶ Resume Hand Carry by the applicants 

¶ NSRP FORM 1 PESOôs Front Desk 

CLIENT STEPS AGENCY ACTIONS 

FEES 

TO 

BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submission of 

Resumes, viewing of 

available job 

vacancies and job 

referral request. 

1.1 Registration and 

Issuance of National 

Skills Registration 

Program Form 

(NSRP Form 1) 

None 3 minutes 
Jocelyn Rivera 

Agnes Bataclan  

1.2 Accept Resumes 

and get the 

Accomplished NSRP 

Form 1 

None 
 

5 minutes 

Jocelyn Rivera 

Agnes Bataclan  

1.3 Documents will be 

assessed and 

evaluated as to the 

completeness of data 

required in the form. 

None 
 

5 minutes 

Jocelyn Rivera 

Agnes Bataclan  

1.4 If the client is only 

requesting for the list 

of available Job 

Vacancies 

None 5 minutes 
Jocelyn Rivera 

Mark Parales 
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1.5 For Job Matching/ 

Referral, Interview 

qualified applicant 

and suggest Job 

Vacancies of Partner 

Employers and/or 

Technical Vocational 

Institutions. 

None 10 minutes 
Ariel Mugol 

Caroline Beltran 

Jocelyn Rivera 

1.6 Issues Referral 

Slip 
None 5 minutes 

Ariel Mugol 

Mark Parales 

Charo Mei Parani 

Jocelyn Rivera 

End of Process:                      Total                      None      28 Minutes 
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2. EMPLOYMENT FACILITATION ï EMPLOYERS (LOCAL AND OVERSEAS) 

Employment facilitation process for the employers includes registration (employerôs profile), job 
vacancies and purpose of recruitment.  Employers must submit the completed requirements 
and must be accredited or have no pending case to DOLE (for local employment) and POEA 
(for overseas employment) before they become an accredited partner employers of PESO. 
Through partnership, they can participate to different employment activities such as Local 
Recruitment Activity (LRA), Special Recruitment Activity (SRA), Jobfairs, etc.  

Office or Division: Public Employment Service Office 

Classification: Simple Transaction 

Type of Transaction: Government to Client 

Who may avail: Employers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

¶ PESO Checklist of requirements 

(Local and Overseas Employers) 
PESOôs Front Desk 

CLIENT STEPS AGENCY ACTIONS 
FEES 

TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Employerôs Request for 

Resume Browsing, Job 

posting, Scheduling of 

Local/Overseas Recruitment 

Activity 

1.1 Registration None 3 minutes 
Jocelyn Rivera 

Agnes Bataclan 

 

1.2 Get the Letter of 

Intent and evaluate the 

clientôs request. 

None 10 minutes 
 

Jocelyn Rivera 

 

1.3 Verify if the client had 

already submitted their 

complete requirements. 

None 
 

5 minutes 

Jocelyn Rivera 

Mark Parales 

Agnes Bataclan 

 

1.4 If client has no 

requirements yet or 

submitted documents are 

already expired, give the 

list of needed documents 

None 5 minutes Mark Parales 

1.5 Assist the client 

based on their request 
None 10 minutes 

Ariel Mugol 

Caroline Beltran 

Jocelyn Rivera  
End of Process:                                Total                      None      33 Minutes 
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3. OFW HELP DESK 

The OFW Help Desk assist all the OFWs in the city in all their queries and concerns regarding 
services and benefits available to them.  Referral issued, if needed, to government agencies 
like DOLE, POEA and OWWA. 

Office or Division: Public Employment Service Office 

Classification: Simple Transaction 

Type of Transaction: Government to Client 

Who may avail: 

Returning Overseas Filipino Workers 

(OFWs) 

Displaced Workers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

¶ Official documents related to the clientsô 

concern  
Hand Carry by the client 

¶ Any documents pertaining to the clientsô 

concern 
Hand Carry by the client 

CLIENT STEPS AGENCY ACTIONS 

FEES 

TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submission of 

Resumes and 

documents  

1.1 Registration None 3 minutes 
Charo Mei Parani 

Alvin Lindo 

 

 

1.2 Assist the client 

based on their 

request 

None 10 minutes 

 

Ariel Mugol 

Charo Mei Parani 

Alvin Lindo 

1.3 Issues  

Referral/Assist to 

Proper Agency/ 

Programs 

None 
 

5 minutes 

Ariel Mugol 

Charo Mei Parani 

End of Process:              Total                      None           18 Minutes 
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4. SPECIAL PROGRAM FOR THE EMPLOYMENT OF STUDENTS (SPES) 

This is an employment-bridging program that aims to provide temporary employment to 
disadvantaged youth to augment their familyôs income and help ensure that beneficiaries are 
able to pursue their education.  In the month of April, applications are accepted and process.  
Applicants must have passed the evaluation and interview before compliance of the 
requirements.  Successful applicants will be given a chance to work temporarily in LGU or in a 
partner company within the city. 

Office or Division: Public Employment Service Office 

Classification: Simple Transaction 

Type of Transaction: Government to Client 

Who may avail: 
Students 

Out of School Youth 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

¶ Photocopy of Birth Certificate 

¶ ITR of Parents or BIR Tax Exemption (if 

the parents are employed) 

or Barangay Indigency (if the parents are 

unemployed) 

¶ Certificate of Grades 

¶ 2 pieces of 2x2 picture 

¶ Certification from the Barangay or CSWD 

if OSY 

Hand Carry by the client 

CLIENT 

STEPS 
AGENCY ACTIONS 

FEES 

TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Availing 

of SPES 

Program 

1.1 Registration None 3 minutes 
Jocelyn Rivera 

Agnes Bataclan 

1.2 Documents will be 

assessed and evaluated as 

to the completeness of 

requirements. 

 

 

 

 

  

None 10 minutes 
Ariel Mugol 

Caroline Beltran 
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1.3 If qualified and with 

complete documents, 

processed and submit to 

DOLE for final approval. 

None 
 

5 minutes 

Ariel Mugol 

Caroline Beltran 

If not qualified or incomplete 

documents, notify the 

applicant for appropriate 

actions. 

None 5 minutes 
Ariel Mugol 

Jocelyn Rivera 

End of Process:                Total                      None          33 Minutes 
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Internal Audit and Management Information Division 

(Office of the City Mayor) 

 
Frontline Services 
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1. ASSURANCE SERVICES  

Regular audits are conducted at the office level based on City Government risk scoring to 
provide reasonable assurance to the Management that the internal controls are working 
effectively and efficiently. 

Office or Division Office of the Internal Audit 

Classification: Complex 

Type of Transaction: G2G - for government services whose client 

is a government employee or another 

government agency 

Who may avail: All Auditable Offices 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Reports / Auditable documents All Auditable Offices 

CLIENT STEPS 
AGENCY 

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Accept the 

Notification 

Letter 

 

1.1 Notification 

Letter ï alerts 

the office to be 

audited of the 

date and time of 

the process. 

 

None 

 

1 working day 

Head of Internal 

Audit & Internal 

Audit Team 

 

1.2 Prepare for 

the Opening 

Meeting 

between Audit 

Team and Head 

of Office, as well 

as the staff to be 

audited. 

 

None 

 

1 working day 

Head of Internal 

Audit & Internal 

Audit Team 

2. Attend 

Opening 

Meeting, Entry 

Conference / 

Notification of 

Audit Fieldwork 

2. The Audit 

team will 

describe the 

process they will 

undertake. 

Advise Head of 

Office the 

schedule of the 

employees that 

will be consulted 

and describe 

areas of concern 

 

 

 

 

 

 

 

 

None 

 

 

 

 

 

 

 

4 hrs. 

 

 

 

 

 

 

Head of Internal 

Audit & Internal 

Audit Team 
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Discuss the 

focus, 

requirements 

and timelines of 

the audit. 

Discuss the 

plans for the 

conduct of the 

audit, as well as 

to obtain the 

audited entityôs 

views and 

expectations for 

the overall 

framework for 

the conduct of 

the audit. 

3.Submit/provid

e all documents 

needed by the 

Audit Team 

3.1 Assessment 

evaluation/exam

ination after 

learning of office 

procedures, 

interviewing key 

staff, testing 

current practices 

by sampling, 

reviewing the 

law and testing 

internal rules 

and practices for 

reasonableness. 

 

3.2 Review / 

evaluate all 

documents 

provided by the 

Audited office. 

 

3.3 Prepare and 

issue 

preliminary 

report on noted 

exceptions/obse

rvation and 

none 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

none 

 

 

 

 

 

 

 

none 

2 working days 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

13 working days 

 

 

 

 

 

 

 

3 working days 

 

 

 

 

Head of Internal 

Audit & Internal 

Audit Team 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Head of Internal 

Audit & Internal 

Audit Team 
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recommendation 

bearing five (5) 

elements of 

audit report: 

 

1. Condition

: What is 

the 

particular 

problem 

identified

? 

 

2. Criteria: 

What is 

the 

standard 

that was 

not met? 

The 

standard 

may be a 

policy or 

other 

benchmar

k.  

 

3. Cause: 

Why did 

the 

problem 

occur? 

 

4. Consequ

ence: 

What is 

the 

risk/negat

ive 

outcome 

(or 

opportunit

y 

foregone) 
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because 

of the 

finding?  

 

5. Correctiv

e action: 

What 

should 

managem

ent do 

about the 

finding? 

What 

have they 

agreed to 

do and by 

when? 

4. Accept 

preliminary Audit 

report and 

respond to audit 

observations 

 

4.1 Evaluate the 

response of the 

audited offices 

regarding the 

audit 

observations. 

 

none 

 

5 working days 

 

HoIA and Internal 

Audit Team 

 

4.2 Prepare and 

issue Final Audit 

Report. 

none 10 working days 
HoIA and Internal 

Audit Team 

5. Accept Final 

Audit Report / 

Take 

appropriate 

action to 

improve the 

system/process 

5. Monitoring of 

action taken on 

recommendation

s / Validate 

compliance 

regarding 

preventive and 

corrective 

measures 

 

none 

 

10 working days 

 

HoIA and Internal 

Audit Team 

End of Process:            Total                      None              45.5 Working Days 
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2. CONSULTING SERVICES  

Performed may vary in nature, type and level of its preparation in every engagement.  The role 
of internal audit in every consulting service is defined so as not to impair its independence and 
objectivity.   

 
a. Formal Engagement Consulting Services  

 

Office or Division Office of the Internal Audit 

Classification: Highly Technical 

Type of Transaction: G2G - for government services whose client 

is a government employee or another 

government agency 

Who may avail: All Auditable Offices 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Reports / Auditable documents All Auditable Offices 

CLIENT STEPS 
AGENCY 

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Request or 

Order from LCE 

1.1 Receive 

request / Order 

Letter and take 

appropriate 

action  

 

 

 

None 

 

1 working day 

Head of Internal 

Audit & Internal 

Audit Team 

 

1.2 

Prepare/schedul

e meeting with 

concerned 

office/division/un

it to discuss the 

areas of 

concern. 

 

None 

 

5 working days 

Head of Internal 

Audit & Internal 

Audit Team 

2. Attend 

meeting 

2. Provide inputs 

on the areas of 

concern. 

 

a. Advis

ory 

servic

es 

during 

develo

pment 

none 

 

 

 

1 working day 

 

 

 

Head of Internal 

Audit & Internal 

Audit Team 
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of IT 

projec

ts of 

the 

City 

Gover

nment 

 

b. As 

obser

ver on 

variou

s 

commi

ttee 

and 

specia

l 

projec

ts of 

the 

City 

Gover

nment

.  

End of Process:                Total                  None                     7 Days 
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3. INFORMAL ENGAGEMENT CONSULTING SERVICES 

As a subject matter expert of internal controls relative to the review of new policies and 
procedures; as resource person to various meetings to provide advice/inputs and as resource 
speaker on trainings, seminar and workshops.  

Office or Division Office of the Internal Audit 

Classification: Highly Technical 

Type of Transaction: G2G - for government services whose client 

is a government employee or another 

government agency 

Who may avail: All Auditable Offices 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Reports / Auditable documents All Auditable Offices 

CLIENT STEPS 
AGENCY 

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Request or 

Order from LCE 

1.1 Receive 

request / Order 

Letter and take 

appropriate 

action  

 

 

 

None 

 

1 working day 

Head of Internal 

Audit & Internal 

Audit Team 

 

1.2 

Prepare/schedul

e meeting with 

concerned 

office/division/un

it to discuss the 

areas of 

concern. 

 

None 

 

5 working days 

Head of Internal 

Audit & Internal 

Audit Team 

2. Attend 

meeting 

2. Provide inputs 

on the areas of 

concern. 

 

a. As a 

subject 

matter 

expert of 

internal 

controls 

relative to 

the 

review of 

 

 

 

 

 

 

none 

 

 

 

1-5 working 

days 

 

 

 

1-5 working 

days 

 

 

 

 

 

 

Head of Internal 

Audit & Internal 

Audit Team 
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new 

policies 

and 

procedur

es; 

 

b. As a 

resource 

person to 

various 

meetings 

to provide 

advice/in

puts; and  

 

c. As 

resource 

speaker 

on 

trainings, 

seminars 

and 

workshop

s 

1-5 working 

days 

End of Process:                Total              None                 9-26 Working days 
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4. SPECIAL AUDIT SERVICES 

1. Special/Fraud Audit shall be conducted on covered complaints and fraud 
incidents as requested by LCE.  
2. Special/Fraud audit shall be based on requests, management instruction, and 
cases discovered by OIA during regular audits.  The request for special/fraud audit 
shall be supported by an incident report and related information/documents.  
3. All special/fraud audit requests, shall be addressed and submitted to or coursed 
thru the HoIA for information and proper disposition.  Discovered cases by the 
auditor shall be reported to the HoIA. 
4. Special/fraud audit shall be conducted by the team which discovered such 
incident during the performance of regular audits.  

 

Office or Division Office of the Internal Audit 

Classification: Highly Technical 

Type of Transaction: G2G - for government services whose client 

is a government employee or another 

government agency 

Who may avail: All Auditable Offices 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Reports / Auditable documents All Auditable Offices 

CLIENT STEPS 
AGENCY 

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Request or 

Order from LCE 

1.1 Receive 

request / Order 

Letter and take 

appropriate 

action  

 

 

 

None 

 

1 working day 

Head of Internal 

Audit & Internal 

Audit Team 

 

 

1.2 Introduction 

Letter ï alerts 

the office to be 

audited of the 

date and time of 

the process. 

 

None 

 

1 working day 

Head of Internal 

Audit & Internal 

Audit Team 

2. Accept the 

Introduction 

Letter 

¶ Gather 

informatio

n/facts/ev

idences 

related to 

incident 

 

None 

 

15 working days 

Head of Internal 

Audit & Internal 

Audit Team 
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report/co

mplaint.  

 

¶ Evaluate 

and 

validate 

factual 

informatio

n 

 

¶ If there is 

a factual 

basis, 

develop a 

case 

theory 

based on 

the Fraud 

Examinati

ons 

Methodol

ogy and 

determine 

the extent 

of 

accounta

bility. 

 Prepare and issue 

Final Audit 

Report. 

None 10 working days HoIA and Internal 

Audit Team 

End of Process:          Total                         None             27 Working days 
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City Youth and Development Unit 

(Office of the City Mayor) 

 
Frontline Services 
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1. SCHOLARSHIP APPLICATION (LYCEUM OF THE PHILIPPINES 
UNIVERSITY ï CAVITE CAMPUS) 

Scholarship application for residents who want to avail the City Scholarship services that 
provides technical support for Tertiary Education at Lyceum of the Philippines University-Cavite 
Campus 

Office/Division City Youth Development Section (CYDS) 

Classification Simple 

Type of Transaction G2C - Government to Citizen 

Who May Avail General Trias City Residents  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

For upcoming 1st Year College Applicant:  

1. Certified Thru Copy of Birth Certificate 

 

1. Philippine Statistics Authority (PSA)/Local 
Civil Registry Office 
 

2. Barangay Certification of Residency (at 

least 6 months) 

 

2. Barangay where the applicant resides 
 

3. Certified Thru Copy of Form 138/Grades 

or Transcript of Records 

 

3. Last school attended 
 

4. Certified Thru Copy of Good Moral / 

Certificate (last school attended) 

4. Last school attended 
 

5. Letter of Intent for Scholarship Application 

 
5. Client/Applicant 

6. 2x2 ID Photo (latest 6 month) 6. Client/Applicant 

CLIENT STEPS 
AGENCY 

ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Secure 

application form 

1. Provide 

application form 
None 15 Minutes 

Jhonel A. Tanglao 
 

2. Submit 

accomplished 

form and other 

documentary 

requirements 

2. Received and 
review 
requirements 
 
 

None 15 Minutes Jhonel A. Tanglao 

3. Register in 

the logbook 

3. Conduct 

interview 
None      5 Minutes 

Jhonel A. Tanglao 
 

End of Process:           Total                       None              35 Minutes 
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2. EVALUATION AND ISSUANCE OF CERTIFICATE OF SCHOLARSHIP 
APPLICATION 

Scholarship application must evaluate to ensure that the set scholarship guidelines are being 
observed. This will inform/update the applicant about the status of his/her scholarship 
application. 

Office/Division City Youth Development Section (CYDS) 

Classification Simple 

Type of Transaction G2C - Government to Citizen 

Who May Avail All Scholarship Applicant 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 

1. Letter of Endorsement/Approval of 

Application 

 
1. Office of the Mayor (through CYDS) 

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Wait  for the 
announceme
nt/update of 
scholarship 
application 
for approval 

1.1 Evaluate the 
scholarship 
application 

1.  
2. 1.2  Notify the 

applicant thru 
call or SMS. 

 

None 
1 week 

 
Jhonel A. Tanglao 

 

2. Schedule 
scholarship 
orientation/br
iefing 

2. Set a 
schedule of 
scholarship 
orientation/ 
briefing 

None 30 minutes 
Baby Lyn M. 

Kempiz 
 

3. Acceptance 
of 
Endorsement 
Letter 

3. Issuance of 
endorsement 
letter/proof of 
approval 

None 15 minutes 
Jhonel A. Tanglao 

 

End of Process:          Total                       None                 1 Week and 45 Minutes 
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3. SCHOLARSHIP RENEWAL  

All scholar must renew his/her scholarship every semester. Once renewed, they will receive 
their new Endorsement Letter for the next semester. 

Office/Division City Youth Development Section (CYDS) 

Classification Simple 

Type of Transaction G2C - Government to Citizen 

Who May Avail All Scholarship-Applicant 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 

 

1 Certified Thru Copy of Grades 

(previous semester) signed by 

authorized person with no grade 

lower than 2.0 

 
 

1 LPU Registrarôs Office/Portal 

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit copy of 
grades 

1. Receive, 
evaluate and 
review grades 

None 15 minutes 
Jhonel A. Tanglao 

 

2. Register in the 
Logbook 
 

2.1 Provide 
Logbook. 
 
2.2 Conduct re-
briefing 

None 
 

None 

2 minutes 
 

5 minutes 

Jhonel A. Tanglao 
 

Baby Lyn M. 
Kempiz 

 

3. Receive 
Endorsement 
Letter for Renewal 

3. Prepare and 
issue 
endorsementôs 
renewal 

 20 minutes Jhonel A. Tanglao 

End of Process:           Total                       None                 42 Minutes 
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4. ISSUANCE OF ACADEMIC EXCELLENCE CERTIFICATE AND MEDALS 

All graduating students in primary and secondary level that shows excellence in Academic, 
Mathematics, Science, Leadership, Campus Journalism and Sports. 

Office/Division City Youth Development Section (CYDS) 

Classification Simple 

Type of Transaction Government to Citizen 

Who May Avail Elementary and Senior High School 

Graduating Student 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Nominee must be a resident City of 

General Trias of not less than 2 years. 

 

 

1. Nomination Form (School) 
 
 

2. Nominee must be enrolled in any public or 

private elementary and senior high schools. 

 

 

2. Medal and Certificate (CYDS) 
 

3. Nominee must have completed the 

Academic Year. 

 

 

 

4. Nominee should have a minimum Grade 

Point Average (GPA) of 85%. 
 

CLIENT STEPS 
AGENCY 

ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Acceptance of 
Nomination 
Form. 
 

1. Distribution of 
nomination form 
and letter. 
 

None 
10 minutes / 

school 

Glen Mark A. 

Gomez 

 
2.1 Acceptance 
of nomination 

None 3 minutes 
Glen Mark A. 

Gomez 
 

2. Submission of 
Nominees 

2.2 Encoding of 
awardees 

None 10 minutes 
Glen Mark A. 

Gomez 
 

 

2.3 Printing of 
certificate 
 
 

None 15 minutes 
Glen Mark A. 

Gomez 
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2.4 Prepare 
medals and 
certificate 

None 10 minutes 
Glen Mark A. 

Gomez 
 

3. Acceptance of 
Medals and 
Certificates 

3. Issuance of 
Medals and 
Certificate 

None 5 minutes 
Glen Mark A. 

Gomez 
 

End of Process:             Total                       None                   58 Minutes 
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5. REVIEW OF SANGGUNIANG KABATAAN COMPREHENSIVE BARANGAY 
YOUTH DEVELOPMENT PLAN (CBYDP) VIA ELECTRONIC MAIL 

Review of SK three (3) year Comprehensive Plan 

Office/Division City Youth Development Section (CYDS) 

Classification Simple 

Type of Transaction Government to Citizen 

Who May Avail Elementary and Senior High School 

Graduating Student 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Duly-signed Comprehensive Barangay 

Youth Development Plan (CBYDP) 

 

 

1. NYC Website/Page and DILG 
Website/Page 

 

CLIENT STEPS 
AGENCY 

ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submit the 

CBYDP 

reviewed by SK 

Federation 

President via e-

mail 

1.1 Accep
t and 
downl
oad 
the 
signed 
CBYD
P sent 
via e-
mail 
and 
send 
an 
ackno
wledg
ement 
mail 

 

None 
 

3 minutes / 

barangay 

Belle Kenneth G. 
Saulog 

 

 

1.2 
Review 
the 
CBYDP 

 

 

 

 

 

None 
 

4 days 
Baby Lyn M. 

Kempiz 
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1.2 Send 
the 
CBYD
P 
review 
results 
via 
email 

 

None 
 

5 minutes 
Belle Kenneth G. 

Saulog 
 

 

1.3 Endor
se for 
appro
val to 
the 
Sangg
unian
g 
Panlu
ngsod 
Secret
ariat 

 

None 
 

10 days 
Sangguniang 
Panlungsod 

 

 

           1.4Log in   

monitoring 

sheet,     sheet 

file and bind. 

None 
 

5 minutes 
Belle Kenneth G. 

Saulog 
 

End of Process:             Total                       None              14 Days and 40 Minutes 
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6. REVIEW OF SANGGUNIANG KABATAAN COMPREHENSIVE BARANGAY 

YOUTH DEVELOPMENT PLAN (CBYDP)  

Review of SK three (3) year Comprehensive Plan 

Office/Division City Youth Development Section (CYDS) 

Classification Simple 

Type of Transaction G2G - Government to Government 

Who May Avail SangguniangKabataan Officials 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Duly-signed Comprehensive 

Barangay Youth Development 

Plan (CBYDP) 

Respective SK Barangay 

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit 
the 
CBYDP 
signed by 
SK 
Officials/M
embers 
and SK 
Federatio
n 
President(
In 
consultati
on and 
with the 
concurren
ce of the 
Katipunan
ngKabata
an) 

1.1 Receiv
e the 
signed 
CBYD
P 
 

1.2 
Review 
and 
endorsem
ent to the 
Sangguni
an 

 
1.3 For 
approval 
and 
adoption 
to the 
Sangguni
ang 
Panlungso
d 
Secretaria
t. 

None 
 
 
 
 
 
 
 
 

None 
 
 
 
 
 
 

None 

5 minutes 
 
 
 
 
 
 
 
 

4 days 
 
 
 
 
 
 

10 days 

Belle Kenneth G. 
Saulog 

 
 
 
 
 
 
 
 

Baby Lyn M. 
Kempiz 

 
 
 
 
 
 

Sangguniang 
Panlungsod 
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2. Sign in 
the Log-
sheet/M
onitorin
g Sheet 

2.1 
Provide 
log-
sheet/mon
itoring 
Sheet. 
 
1.3 File 

and 
bind 
the 
CBYD
P 

 

None 
 
 
 
 
 
 
 
 

None 

5 minutes 
 
 
 
 
 
 
 
 

5 minutes 

Belle Kenneth G. 
Saulog 

 
 
 
 
 
 
 
 

Belle Kenneth G. 
Saulog 

End of Process:             Total                       None             14 Days and 15 Minutes 
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7. REVIEW OF SANGGUNIANG KABATAAN ANNUAL BARANGAY YOUTH 
INVESTMENT PROGRAM (ABYIP) 

Review of SK Annual Investment Program 

Office/Division City Youth Development Section 
(CYDS) 

Classification Simple 

Type of Transaction G2G - Government to Government 

Who May Avail Sangguniang Kabataan Officials 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Duly-approved Comprehensive Barangay 

Youth Development Plan (CBYDP) 

2. Duly-signed Annual Barangay Youth 

investment Program (ABYIP) 

Respective SK Barangay 

CLIENT STEPS AGENCY ACTION 
FEES 

TO 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
ABYIP signed by 
SK Officials and 
Members  

1.1 Receive the 
signed ABYIP 

 
1.2 Review and 
endorsement to the 
Sanggunian 
 

1.3 For approval 
and adoption to the 
Sangguniang 
Panlungsod 
Secretariat. 

None 
 
 
 

None 
 
 
 
 

None 

5 minutes 
 
 
 

4 days 
 
 
 
 

10 days 

Belle Kenneth G. 
Saulog 

 
 

Baby Lyn M. 
Kempiz 

 
 
 
 

Sangguniang 
Panlungsod 

 

2. Sign in the Log-
sheet/Monitoring 
Sheet 

2.1 Provide log-
sheet/monitoring 
Sheet. 

 
2.2 File and bind 

the ABYIP 

None 
 
 
 

None 
 

 
 

5 minutes 
 
 
 

5 minutes 

Belle Kenneth G. 
Saulog 

 
 

Belle Kenneth G. 
Saulog 

End of Process:             Total                              None        14 Days and 15 Minutes 

 

 

 



 

246 
 

8. REVIEW OF SANGGUNIANG KABATAAN ANNUAL BUDGET 

Review and monitor the SK Annual Budget  

Office/Division City Youth Development Section (CYDS) 

Classification Simple 

Type of Transaction G2G - Government to Government 

Who May Avail Sangguniang Kabataan Officials 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Duly-approved  Annual Barangay Youth 

investment Program (ABYIP) 

Respective SK Barangay 

CLIENT STEPS AGENCY ACTION 
FEES TO 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit the 
SK Annual 
Budget 

1.1 Receive the SK 
Annual Budget 
 

1.2 Review and 
endorsement to 
the Sanggunian 

 
1.3 For approval and 
adoption to the      
SangguniangPanlungsod 
Secretariat. 

None 
 
 
 

None 
 
 
 

None 

5 minutes 
 
 
 

2 days 
 
 
 

10 days 

Belle Kenneth G. 
Saulog 

 
 

Baby Lyn M. Kempiz 
 

  
 
 

Sangguniang 
Panlungsod 

 

2. Sign in the 
Log-
sheet/Monitoring 
Sheet 

2.2 Provide log-
sheet/monitoring 
Sheet. 

 
2.2  File and bind 

the ABYIP 
 

 
 
 

None 
 
 
 
 

None 
 

 
 

5 minutes 
 
 
 
 

5 minutes 
 

Belle Kenneth G. 
Saulog 

 
 
 
 

Belle Kenneth G. 
Saulog 

 
 

End of Process:             Total                       None                   12 Days and 15 Minutes 
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9. REVIEW OF SANGGUNIANG KABATAAN RESOLUTION  

Review and monitor SK Resolutions   

Office/Division City Youth Development Section (CYDS) 

Classification Simple 

Type of Transaction G2G - Government to Government 

Who May Avail Sangguniang Kabataan Officials 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. SK Resolution  Approving ABYIP Respective SK Barangay 

CLIENT STEPS AGENCY ACTION 
FEES 

TO 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.  Submit the SK 
Resolution 

       1.1   Receive the  
SK Resolution 
 
        1.2  Review the  
SK Resolution 
 
 

None 
 
 
 

None 
 

5 minutes 
 
 
 

2 days 
 
 

Belle Kenneth G. 
Saulog 

 
 

Baby Lyn M. 
Kempiz 

 
 

2.Sign in the 
Log-
sheet/Monitoring 
Sheet 

2.1 Provide log-
sheet/monitoring 
Sheet. 
 
2.2 File and bind 
the SK  
Resolution  
 
 

None 
 
 
 
 

None 
 
 

 

5 minutes 
 
 
 
 

5 minutes 
 
 

 

Belle Kenneth G. 
Saulog 

 
 
 
 

Belle Kenneth G. 
Saulog 

 
 

 

End of Process:                         Total                    None        2 Days and 15 Minutes 
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10. SUBMISSION OF KATIPUNAN NG KABATAAN ASSEMBLY REPORT 
(KK)  

Submit, file and review KK Assembly Report. 

Office/Division City Youth Development Section (CYDS) 

Classification Simple 

Type of Transaction G2G - Government to Government 

Who May Avail Sangguniang Kabataan Officials 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Katipunan ng Kabataan (Barangay 

Youth Assembly) Attendance Sheet 

 

Respective SK Barangay 

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1.  Submit 
the 
Katipunan ng 
Kabataan 
Assembly 
Report 

1. Receive the 
Katipunan ng 
Kabataan 
Assembly 
Report 

None 5 minutes 
 
 

Belle Kenneth G. 
Saulog 

 

2.Sign in the 
Logsheet/
Monitorin
g Sheet 

2.1 Provide log-
sheet/monitoring 
sheet 
 
2.2 File and 
Bind the KK 
Report 

 
 

None 
 
 
 

None 
 

 

5 minutes 
 
 
 

5 minutes 
 

 

Belle Kenneth G. 
Saulog 

 
 
 

Belle Kenneth G. 
Saulog 

 
 

End of Process:             Total                       None               15 Minutes 
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11. SUBMISSION OF CLEAN-UP DRIVE/ENVIRONMENTAL REPORT  

Submit, file and review clean-up drive and other environmental related report. 

Office/Division City Youth Development Section (CYDS) 

Classification Simple 

Type of Transaction G2G - Government to Government 

Who May Avail Sangguniang Kabataan Officials 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Program of barangay participate in 

cleaning their environment 

 

Respective SK Barangay, SK Federation 
Office, DILG Office and City Youth 
Development Section Office 

2. Weekly  and at the end of the month to 

observed cleanliness in their 

community 

 

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1.  Submit the 
Clean-Up 
Drive Report 

1. Receive 
the Clean-Up 
Drive Report 
 
2. Review 
the Clean-Up 
Drive Report 

 
 
 

None 
 
 
 
 

None 
 

5 minutes 
 
 
 
 

15 minutes 
 
 

Belle Kenneth G. 
Saulog 

 
 
 
 

Baby Lyn M. 
Kempiz 

 
 

2. Sign in the 
Logsheet/
Monitoring 
Sheet 

2.1 Provide 
Log-
sheet/Monit
oring Sheet. 

 
2.2 File and 
Bind the   
Clean-Up 
Drive Report 

 

None 
 
 
 
 
 

None 
 

 

5 minutes 
 
 
 
 
 

5 minutes 

Belle Kenneth G. 
Saulog 

 
 
 
 
 

Belle Kenneth G. 
Saulog 

 

End of Process:             Total                     None               30 Minutes 
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12. GENERAL TRIAS COMPUTER CLUBHOUSE MEMBERSHIP 
APPLICATION 

The Clubhouse Learning Approach is designed to empower youth from all backgrounds to 
become more capable, creative, and confident learners. This approach is grounded in research 
from the fields of education, developmental and social psychology, cognitive science, and youth 
development. It builds on research on the role of affect and motivation in the learning process, 
the importance of social context, and the interplay between individual and community 
development. It leverages new technologies to support new types of learning experiences and 
engage young people who have been alienated by traditional educational approaches. 

Office/Division City Youth Development Section (CYDS) 

Classification Simple 

Type of Transaction G2C - Government to Citizen 

Who May Avail Residents of General Trias City Ages 9-18 
Years Old  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 

1. Accomplished Membership Form 

 

 
1. General Trias Computer Clubhouse 
(CYDS) 

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Secure 
application form 

Provide 
application form 

None 3 minutes 
Ralph Edron B. 

Dangue 
 

2. Submit 
accomplished 
form with 
parents/guardianôs 
signature 

2.1 Receive 
and review form 
 
2.2 Interview 
applicant 
 

None 5 minutes 
Ralph Edron B. 

Dangue 
 

3. Attend 
orientation 

3.1 Set 
orientation 
schedule 
 
3.2 Do 
orientation 

None 15 minutes 

Ralph Edron B. 
Dangue 
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3. 4. Request log-in 
and village 
account 

4. Provide log-
in account and 
village account 

None 10 minutes 
Ralph Edron B. 

Dangue 
 

5. Access village 
account 

5. Monitor and 
supervise 
access 

None 5 minutes 
Ralph Edron B. 

Dangue 

 

End of Process:             Total                     None                 38 Minutes 
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13. GENERAL TRIAS COMPUTER CLUBHOUSE ï COMPUTER LITERACY 
TRAINING AND WORKSHOP 

The Clubhouse mission is to provide a creative and safe out-of-school learning environment 
where young people from underserved communities work with adult mentors to explore their 
own ideas, develop new skills, and build confidence in themselves through the use of 
technology. In support of that mission, The Clubhouse Network supports community-based 
Clubhouses around the world by providing start-up support, professional development, new 
technology innovations, evaluation and assessment, partnership opportunities, and access to 
an online community for youth, mentors, and staff. 

Office/Division City Youth Development Section (CYDS) 

Classification Simple 

Type of Transaction G2C - Government to Citizen 

Who May Avail General Trias Computer Clubhouse 
Members 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 

1. Accomplished training form with 

waiver signed by parent/guardian. 

 
1. General Trias Compute Clubhouse 

(Mentor-on-Duty) 

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Query on 
training/w
orkshop 

1.1 Reply on 
query 

 
2. 1.2  

Release 
training 
form 

None 
 

None 

10 minutes 
 

3 minutes 

Ralph Edron B. 
Dangue 

 

2. Submit 
training 
form 

2. Receive and 
review 
submitted form 

None 30 minutes 
Ralph Edron B. 

Dangue 
 

3. Attend 
schedule 
training 

3. Set 
training/worksho
p schedule 

None 30 minutes 
Ralph Edron B. 

Dangue 
 

4. Complete 
training  

 
 
 
 
 
 
 

4. Conduct 
training/worksho
p (5days) 

None 1 hour/day(5) 
Ralph Edron B. 

Dangue 
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5. Request 
certificate 
of 
completio
n  

5.1 Print and 
release 
certificate upon 
completion of 
training/worksho
p 
 
5.2 Sign 
certificate 
 

None 
 
 

None 

10 minutes 
 
 

3 minutes 

Ralph Edron B. 
Dangue 

 
 

Baby Lyn M. 
Kmepiz 

End of Process:         Total                     None                 6 Hours and 26 Minutes 
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14. MUSIC ROOM TRAINING AND WORKSHOP  

Training and workshop conducted in developing skills and talent of youth that highlight youth 
participation. 

Office/Division City Youth Development Section (CYDS) 

Classification Simple 

Type of Transaction G2C - Government to Citizen 

Who May Avail General Trias Computer Clubhouse 
Members 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Signed Waiver Form (Parent/Guardian) 1. General Trias Computer Clubhouse 
(Music Room Coordinator) 
 

2. Log-in Account 2. General Trias Computer Clubhouse 
 

3. Village Account The Clubhouse Network Official Village 

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Query on 
Music Room 
Training 

1. Response to 
query and 
conduct 
orientation on 
different musical 
instrument 

None 15 minutes 
Jeffrey B. 
Palompo 

 

2. Log to log-in 
PC 

 

2. Monitor and 
record 
attendance on 
logbook 
available 

None 
15 minutes 

 

Jeffrey B. 
Palompo 

 

3. Attend 
scheduled 
training/worksho
p 

 

3.1 Set schedule 
 
3.2 Do 1-on-1 
training per 
instrument 
 
3.3 Schedule 
next training 

None 
 

None 
 

None 

 
5 minutes 

 
1 

hour/instrument 
 

5 minutes 
 

Jeffrey B.  
Palompo 

 
Jeffrey B. 
Palompo 

 
Jeffrey B. 
Palompo 

 

4. Request 
Certificate 

4.1 Draft and 
print certificate 
upon request 
 
4.2 Sign 
certificate 

None 
 

None 

10 minutes 
 

2 minutes 

Jeffrey B. 
Palompo 

 
Baby Lyn M. 

Kempiz 

End of Process:         Total                         None                1 Hour and 52 Minutes 
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15. MUSIC RECORDING AND MIXING 

The process of taking recorded tracks and blending them together. Tracks are blended using 
various processes such as EQ, Compression and Reverb. The goal of mixing is to bring out the 
best in your multi-track recording by adjusting levels, panning, and time-based audio effects 
(chorus, reverb, delay). Usually members do recording and required them to upload their output 
in their village account. 

Office/Division City Youth Development Section 
(CYDS) 

Classification Simple 

Type of Transaction G2C - Government to Citizen 

Who May Avail General Trias Computer Clubhouse 
Members/Residents of General Trias 
City 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 

   

1. Signed Waiver Form (Parent/Guardian) 

2. Log-in Account 

3. Village Account 

4. Approved Request Letter from Office of 

the Mayor  

 
 

1. General Trias Computer 
Clubhouse (Music Room 
Coordinator) 

2. General Trias Computer 
Clubhouse  

3. The Clubhouse Network Official 
Village 

4. Client/Office of the Mayor  

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Query on Music 
Room  

1. Response to 
query and 
conduct 
orientation 
 

 
 

None 

 
 

15 minutes 

 
 

Jeffrey B. 
Palompo 

 

2. Log to log-in PC 
 

2. Record on 
logbook upon 
arrival 

 
None 

 
15 minutes 

 

 
Jeffrey B. 
Palompo 

 

3. Attend schedule 
recording/mixing 
 

3.1 Set 
schedule 
 
3.2 Set and do 
recording/mixing 
 
3.3 Edit 
recorded file  
 

None 
 
 

None 
 
 

None 
 
 
 

5 minutes 
 
 

2 hours 
 
 

1 hour 
 
 
 

Jeffrey B. 
Palompo 

 
Jeffrey B. 
Palompo 

 
Jeffrey B. 
Palompo 
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3.4 Save file 
and upload to 
village account 

None 30 minutes Jeffrey B. 
Palompo 

 

4. Register to 
logbook 

Prepare logbook None 5 minutes Jeffrey B. 
Palompo 

 
 End of Process:             Total                     None             4 Hour and 10 Minutes 
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16. CONDUCT OF YOUTH LEADERS SUMMIT 

Annual activity of the local government that aim to raise active participation of youth in nation 
building and in compliance with RA 10742 Chapter V. 

Office/Division City Youth Development Section (CYDS) 

Classification Simple 

Type of Transaction G2C - Government to Citizen 

Who May Avail Residents of General Trias City Ages 15-30 
years old 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Accomplished Pre-Registration Form  

2. School/Organizationôs Endorsement 

1. School/Organization represented 
2. School/Organization 

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit pre-
registration form  

1.1 Receive and 
review pre-
registration form 

 
1.2 Record, log  
and encode 
participantôs 
data 
 
1.3 Notify pre-
registered 
participants 
before the event  

None 
 
 
 
 

None 
 
 
 
 

None 

5 minutes 
 
 
 
 

5 minutes 
 
 
 
 

3 minutes 

All CYDS Staff 
 
 
 

 
Glen Mark A. 

Gomez 
 
 
 
 

All CYDS Staff 
 

2.Attend and 
register on-site  

2.1 Distribute 
eventôs kit 
 
2.2 Do roll call 
or acknowledge 
participants 
 

None 
 
 
 

None 
 

 
 
 

1 day 

All CYDS Staff 
 
 
 
 

Host/MC 

3.Request 
certificate of 
attendance/parti
cipation  

3. Provide 
certificate for 
participant 

 
None 

 
3 minutes 

 
 

All CYDS Staff 

End of Process:             Total                     None                1 Day and 16 Minutes 
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17. OBSERVANCE OF YOUTH WEEK (LINGGO NG KABATAAN)/LITTLE 
YOUTH OFFICIALS 

In compliance with RA 10742 Chapter VI. 

Office/Division City Youth Development Section (CYDS) 

Classification Simple 

Type of Transaction G2C - Government to Citizen 

Who May Avail Residents of General Trias City Ages 13-17 
years old 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Schoolôs Endorsement 1. School Represented 

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1.  Attend and 
register on-site 

1.1 Send out 
invites to 
schools 
1.2 Accept, 
register and 
distribute kit.  
 

None 
 
 
 

None 
 
 

 
5 

minutes/school 
5 minutes 

 
 

All CYDS Staff 
Glen Mark A. 

Gomez 

2.Introduce self, 
nominate and 
elect little youth 
officials 

2.1  Do roll call 
or acknowledge 
participants 
2.2  Conduct 
election and 
orientation 
 

None 
 
 
 

None 
 

 
 
 

1 day 

 
 

Belle Kenneth G. 
Saulog 

Baby Lyn M. 
Kempiz 

3.Meet 
counterpart and 
hold office  

3. 
Acknowledged, 
hold office and 
conduct photo 
opportunity with 
counterpart 

 
 

None 

 
 

1 day 

 
 

All CYDS Staff 

4.Request 
certificate of 
attendance/parti
cipation  

4. Provide 
certificate for 
little youth 
officials  

 
None 

 
10 minutes 

Ralph Edron B. 
Dangue/ 

Glen Mark A. 
Gomez 

End of Process:             Total                     None                2 Days and 20 Minutes 
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18. CONDUCT OF INTER ï BARANGAY AND OTHER SPORTS LEAGUE / 
TOURNAMENT / CLINIC 

Encourage and promote camaraderie among players / athlete. 

Office/Division City Youth Development Section 
(CYDS)/Sports 

Classification Simple 

Type of Transaction G2C - Government to Citizen, G2G ï 
Government to Government 

Who May Avail Residents of General Trias City Ages 30 
Below  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 

2. Accomplished Official Entry Form 

3. Uniform 

4. Valid ID/Birth Certificate 

5. Brgy. Clearance/Proof of Residency 

6. COMELEC Registration 

 

 
1. CYDS/SK/Organizer 
2. Participants 
3. PSA/Local Civil Registrar 
4. Barangay of Residency 
5. Local COMELEC Office 

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

4. 1. Secure entry 
form 

5. Provide entry 
form 

None 5 minutes Jay-Ar I. Simpan 
 

6. 2. Submit 
accomplished 
entry form with 
complete line-up 
and 
documentary 
requirements 

2.1 Receive 
form 
2.2 Review and 
assess 
submitted 
documents. 
 

None 
 
 

None 

5 minutes 
 
 

30 minutes 

 
 

Jay-Ar I. Simpan 
Jay-Ar I. Simpan/ 

Baby Lyn M. 
Kempiz 

7. 3. Attend 
orientation/clinic 

3.1 Set 
orientation 
schedule 
3.2 Do 
orientation/clinic 
3.3 Discuss by-
laws/general 
house rules 
 
 
 
 

None 
 
 
 

None 
 

None  

5 minutes 
 
 
 

15 minutes 
 

1 hour 

 
 

Jay-Ar I. Simpan 
Organizer 

Referees/Organizer 
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8. 4. Confirm 
official list 

4. Certify official 
list upon 
completion and 
validation of 
documents 

 
 

None 

 
 

10 minutes 

 
 

Jay-Ar I. Simpan 
 

5. Attend 
opening and 
schedule game 

5.1 Set 
schedule 
5.2 Required 
attendance and 
official uniform 

None 
 

None  

15 minutes 
 

1 day 

Jay-Ar I. Simpan 
 

Organizer 

End of Process:             Total                    None                1 Day and 25 Minutes 
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19. RECEIPT OF PROPOSED SPORTS PROGRAM/ACTIVITIES FOR 
APPROVAL 

Documents being received by the office from various sports coordinator/coaches and from 
outside clients.  

Documents are being forwarded to the Office of the Mayor for comments/approval or appropriate 
action. 

Office/Division City Youth Development Section 
(CYDS)/Sports 

Classification Simple 

Type of Transaction G2C - Government to Citizen, G2G ï 
Government to Government 

Who May Avail Citizens of General Trias 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 

1. Proposed Program/Activities 

2. Budget Allocation 

 

 
1. Client/Sports Coordinator/Coaches 
2. CYDS (Local Youth Development 

Fund) 

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit 
document
s with 
necessar
y 
attachme
nts. 

1.1 Received 
document. 

6. 1.2 
Revie
w for 
initial 
asses
sment 

7. 1.3 
Recor
d to 
the 
logbo
ok  

1.3 Endorsed to 
the Office of the 
Mayor 

None 
 

None 
 
 
 
 
 

None 
 
 
 
 
 

None 

 
 
 
 
 
 
 
 

1 day 

 
 
 
 
 
 
 

Jay-Ar I. Simpan 
Baby Lyn M. 

Kempiz 
Jay-Ar I. Simpan 
Jay-Ar I. Simpan 

2. Do follow-
up 

2.1 Update 
client on status 
of request 

None 
 
 

10 minutes 
 
 

Jay-Ar I. Simpan 
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2.2 Notify thru 
calls or SMS 

None 3 minutes Jay-Ar I. Simpan 

3. Acceptan
ce of 
letter with 
comment/
approval. 

3. The LCE 
signs or make 
comment for 
approval 
 

 
None 

 
1 day 

 
Office of the 

Mayor/Baby Lyn 
M. Kempiz 

 

End of Process:             Total                    None               2 Days and 13 Minutes 
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20. PARTICIPATION TO THE LOCAL/NATIONAL AND INTERNATIONAL 
INVITATIONAL SPORTS TOURNAMENT/COMPETITION 
 
Participation of youth towards skills development and develop camaraderie among others. 

Office/Division City Youth Development Section (CYDS) 

Classification Simple 

Type of Transaction G2C - Government to Citizen, G2B ï 
Government to Business, G2G ï 
Government to Government  

Who May Avail Elementary and Senior High School 
Graduating Student 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
 

1. Letter of invitation from the host 

organization/agency. 

2. List of Participants 

3. Budget Allocation 

4. Certificate of Attendance/participation 

5. Valid ID 

6. Passport and visa (if applicable for 

international competition)  

 
1. Local/National/International Host 

Organization/Agency  
2. Affiliated/Accredited Club 

Coordinator/Coaches 
3. CYDS (Local Youth Development 

Fund) 
4. Host Organization/Agency 
5. Participant/Attendee 
6. DFA and Embassy (participant)  

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit/pr
esent 
letter of 
invitation 

Verify and 
assess letter of 
invitation 

None 10 minutes Jay-Ar I. Simpan 

2. Submit 
proposed 
budget 
allocation 
if needed 
(including 
registratio
n, 
accommo
dation, 
food, 
transport
ation and 
allowance
/per 
diem) 

2.1 Review and 
assess budget 
request 
2.2 Endorsed to 
the office of the 
mayor for record 
and stamping 
with control 
number  
2.3 For LCEôs 
comment and 
approval 
2.4 Once 
approved, notify 
the participants 
via SMS or call. 

None 
 
 
 
 

None 
 
 
 

None 

30 minutes 
 
 
 
 

      10 minutes 
 
 

1 day 
5 minutes 

 

 
 
 
 
 

Jay-Ar I. Simpan 
Jay-Ar I. Simpan 

 
Office of the 

Mayor 
Jay-Ar I. Simpan 
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3. Prepare 
pre-
departure 
document
s/orientati
on  

Review 
documents and 
facilitate pre-
departure 
orientation 
 

None 20 minutes  
 

Baby Lyn M. 
Kempiz 

 

4. Submit 
reports 
and 
certificate 
of 
attendanc
e/particip
ation 

4.1 Facilitate 
submission of 
report/certificate 
and other 
documents. 
4.2 Submit 
attachment to 
the City 
Treasurerôs 
Office for 
liquidation/reimb
ursement if 
needed. 

None 
 
 
 
 
 
 

None 

20 minutes 
 
 
 
 
 
 

10 minutes 

Baby Lyn M. 
Kempiz 

 
 
 
 
 
 

Jay-Ar I. Simpan 

End of Process:         Total                       None               1 Day, 1 Hour and 45 Minutes 
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City Cooperative Development Section 

(Office of the City Mayor) 

 
Frontline Services 
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1. ASSISTANCE IN THE ORGANIZATION OF A COOPERATIVE  

The City Cooperative Development Section (CDS) assists groups of at least fifteen (15) persons 
in organizing a cooperative.  Queries are entertained, as well as, the general concept of a 
cooperative is discussed prior to submission of a written request to the Cooperative 
Development Authority (CDA) for Pre-Registration Seminar (PRS).   

Office or Division: City Cooperative Development Section 

Classification: Complex 

Type of Transaction: G2C ï Government to Citizen 

G2G ï Government to Government 

Who may avail: Groups of at least fifteen (15) persons 

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

Personal appearance of the groupôs 

representative/s 

Office of the City Mayor ï City Cooperative 

Development Section  

(4th Floor) 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Sign in the 

Client Log Book 

in the office of 

the CDS 

1. Give the Log 

Book to the 

client 
None 1 Minute Receiving Clerk 

2. Proceed to 

the Section 

Head  

2. Interview the 

groupôs 

representative, 

answer queries 

and discuss the 

basic concept of 

a cooperative 

None 1 Hour Section Head 

3. Provide 

name, contact 

number and e-

mail address of 

groupôs 

representative, 

and venue of 

PRS (clientôs 

location) 

3. Print form of 

written request 

to the CDA for 

PRS 

None 5 Minutes Section Head 

4. Sign form of 

written request 

to the CDA for 

PRS  

4. Scan and e-

mail signed 

written request 

to CDA; print 

copy of sent e-

mail 

None 5 Minutes Section Head 
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5. Secure 

original copy of 

signed written 

request and 

copy of sent e-

mail 

5. File duplicate 

copy of signed 

written request 

and copy of sent 

e-mail with 

stamp received 

by the client in 

PRS Request 

folder 

None 3 Minutes Filing Clerk 

6. Leave and 

wait for reply of 

CDA-assigned 

officer via e-mail  

/ SMS / call 

6. Coordinate 

with CDA-

assigned officer 

for PRS 

schedule; 

receive SMS or 

call from CDA-

assigned officer 

regarding 

schedule of PRS 

None 2 Days 
Section Head and 

CDA-assigned 

officer 

7. Receive e-

mail / SMS / 

from CDA-

assigned officer  

7. Coordinate 

with client 

regarding the 

venue 

(preferably at 

clientôs location), 

and things to 

prepare 

None 10 Minutes 
Section Head and 

CDA-assigned 

officer 

8. Prepare 

venue and 

provide seminar 

paraphernalia 

(table/s, chairs, 

projector 

screen), USB, 

and meals for all 

participants on 

the day of PRS 

 

9. Sign Section 

Headôs 

Certificate of 

Attendance 

8. Bring 

attendance 

sheet, laptop, 

LCD projector 

and assist the 

CDA-assigned 

officer in the 

conduct of PRS 

at clientôs 

location 

 

9. Give soft copy 

of documentary 

requirements  

a) CDA 

Cooperative 

Name 

None 1 Day Section Head and 

CDA-assigned 

officer 
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Reservation 

Request Form 

b) Surety Bond 

Form for 

Accountable 

Officers  

c) Economic 

Survey Form 

d) Articles of 

Cooperation 

e) By-laws 

f) Treasurerôs 

Affidavit 

End of Process:         Total                       None               3 Days, 1 Hour and 24 Minutes 
ñService is covered under R.A. # 11364 (An Act Reorganizing and Strengthening the 

Cooperative Development Authority, Repealing for the Purpose Republic Act No. 6939, 

Creating the Cooperative Development Authority)ò 
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2. ASSISTANCE IN THE REGISTRATION OF THE COOPERATIVE TO THE 
COOPERATIVE DEVELOPMENT AUTHORITY (CDA) 

The City Cooperative Development Section (CDS) assists groups of at least fifteen (15) persons 
who have attended the Pre-Registration Seminar of the Cooperative Development Authority 
(CDA) in the preparation of documentary requirements for the registration to the CDA. 

Office or Division: City Cooperative Development Section 

Classification: Complex 

Type of Transaction: G2C ï Government to Citizen 

Who may avail: Groups of at least fifteen (15) persons who 

have attended the Pre-Registration Seminar 

of the Cooperative Development Authority 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Personal appearance of the groupôs 

elected Board of Directors, appointed 

Secretary and Treasurer 

2. Draft copy of registration documents in 2 
hard copies: 
a) Economic survey 

b) Articles of Cooperation and By-laws 

c) Treasurerôs Affidavit; and 

d) Original copy of Certificate of Pre-

Registration Seminar signed by the CDA 

PRS team 

Office of the City Mayor ï City Cooperative 

Development Section  

(4th Floor) 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Sign in the 

Client Log Book 

in the office of 

the CDS 

1. Give the Log 

Book to the 

client 
None 1 Minute Receiving Clerk 

2. Submit the 

prepared 

registration 

documents to 

the Section 

Head 

2. Receive the 

prepared 

registration 

documents for 

review, 

validation of 

seminar 

attendees, 

comments, and 

suggestions 

None 3 Hours Section Head 

3. Receive copy 

of registration 

documents with 

3. File hard copy 

of registration 

documents with 

None 5 Minutes Filing Clerk 
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corrections / 

comments to be 

re-printed for 

personal 

submission to 

the CDA in 

Calamba, 

Laguna 

comments / 

corrections  

End of Process:         Total                       None               3 Hours and 6 Minutes 
ñService is covered under R.A. # 9520 (Philippine Cooperative Code of 2008)ò 
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3. ASSISTANCE TO CDA-ASSIGNED OFFICER IN THE ORGANIZATION OF 
COOPERATIVES 

The City Cooperative Development Section assists CDA-assigned officer in the organization of 
cooperatives. 

Office or Division: City Cooperative Development Section 

Classification: Complex 

Type of Transaction: G2G ï Government to Government 

Who may avail: Officer assigned by the Cooperative 

Development Authority 

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

1. Letter of request stating the purpose sent 

via e-mail 

 

Office of the City Mayor ï City Cooperative 

Development Section  

(generaltriasccdc@yahoo.com.ph) 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. E-mail letter 

of request 

stating the 

purpose  

1.Receive letter 

of request with 

purpose thru e-

mail 

1.1 Print letter of 

request 

1.2 Reply thru e-

mail  

1.3 Set schedule 

depending on 

request 

None 10 Minutes 
 

Section Head 

 

2. Coordinate 

with Section 

Head for 

schedule in the 

conduct of Pre-

Registration 

Seminar (PRS) 

 

2. Coordinate 

with groupôs 

representative 

requesting for 

PRS regarding 

the schedule, 

the venue 

(preferably at 

clientôs location), 

and things to 

prepare 

 

 

None 

 

 

 

 

 

 

 

10 Minutes 

 

 

 

 

 

 

 

Section Head 

 

 

 

 

 

 

 

3. Conduct PRS 

at clientôs 

location 

 

3. Assist CDA-

assigned officer 

during the 

conduct of PRS 

None 1 Day 

Section Head, 

Driver, and 

CDA-assigned 

officer 
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4. Sign Section 

Headôs 

Certificate of 

Attendance 

End of Process:             Total              None                   1 Day and 20 Minutes 
ñService is covered under R.A. # 11364 (An Act Reorganizing and Strengthening the 

Cooperative Development Authority, Repealing for the Purpose Republic Act No. 6939, 

Creating the Cooperative Development Authority)ò 
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4. ASSISTANCE TO CDA-ASSIGNED OFFICER IN MONITORING OF 
COOPERATIVES 

The City Cooperative Development Section assists CDA-assigned officer in monitoring the 
compliance of cooperatives with the rules, regulations and other issuances of the CDA. 

Office or Division: City Cooperative Development Section 

Classification: Complex 

Type of Transaction: G2G ï Government to Government 

Who may avail: Officer assigned by the Cooperative 

Development Authority 

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

1. Letter of request stating the purpose sent 

via e-mail 

 

Office of the City Mayor ï City Cooperative 

Development Section  

(generaltriasccdc@yahoo.com.ph) 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. E-mail letter 

of request 

stating the 

purpose 

together with 

draft schedule 

1. Receive letter 

of request with 

purpose thru e-

mail 

1.1 Print letter of 

request 

1.2 Reply thru e-

mail  

1.3 Set schedule 

depending on 

request 

None 10 Minutes 
Section Head 

 

2. Coordinate 

with Section 

Head for 

schedule of 

monitoring / 

inspection of all 

registered 

cooperatives 

 

2.1 E-mail all 

registered 

cooperatives of 

the notice of 

inspection and 

schedule 

 

2.1 Coordinate 

with all 

registered 

cooperatives for 

schedule of 

monitoring / 

inspection 

 

 

 

2.1 E-mail, call, 

and send SMS 

to all 

cooperatives to 

prepare 

documents on 

None 1 Hour 
Section Head and 

CDA-assigned 

officer 
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scheduled 

inspection 

3. Meet up with 

Section Head in 

designated / 

cooperativeôs 

location 

 

4.1 Sign Section 

Headôs 

Certificate of 

Attendance 

Assist CDA-

assigned officer 

during 

monitoring / 

inspection 
None 

4 Hours per 

Cooperative 

Section Head, 

Driver, and CDA-

assigned Officer 

End of Process:             Total                  None                  5 Hours and 10 Minutes 
ñService is covered under R.A. # 11364 (An Act Reorganizing and Strengthening the 

Cooperative Development Authority, Repealing for the Purpose Republic Act No. 6939, 

Creating the Cooperative Development Authority)ò 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

275 
 

5. ASSISTANCE TO COOPERATIVES IN ESTABLISHING LINKAGES WITH 
GOVERNMENT AGENCIES AND NON-GOVERNMENT ORGANIZATIONS 

The City Cooperative Development Section assists cooperatives in establishing linkages with 
government agencies and non-government organizations (and vice-versa) involved in the 
promotion and integration of the concept of cooperatives in the livelihood of the people and other 
community activities. 

Office or Division: City Cooperative Development Section 

Classification: Simple 

Type of Transaction: G2B ï Government to Business Entity 

G2G ï Government to Government 

Who may avail: Cooperatives within the City of General Trias 

Government Agencies 

Non-Government Organizations 

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

1. Personal appearance of official 

representative of the cooperative / 

government agency / non-government 

organization 

2. Letter of request stating the purpose  

Office of the City Mayor ï City Cooperative 

Development Section  

(4th Floor) 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Sign in the 

Client Log book 

in the office of 

the CDS 

1. Give the Log 

book to the 

client 
None 1 Minute Receiving Clerk 

2. Submit letter 

of request to 

Section Head 

2. Discuss need 

/ concern for 

assistance 

None 30 Minutes Section Head 

3. Receive letter 

of referral 

3. Issue letter of 

referral to 

concerned 

agency / 

cooperative 

None 15 Minutes Section Head 

End of Process:             Total                    None                  46 Minutes 
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6. SERVE AS SECRETARIAT TO THE CITY OF GENERAL TRIAS 
COOPERATIVE DEVELOPMENT COUNCIL (GENERAL TRIAS CCDC) 

The City Mayor signed Executive Order No. 01 series of 2020 creating the City Cooperative 
Development Council in the City of General Trias which shall be in accordance with the intention 
and purpose of Executive Order No. 95 series of 1993.  The Council shall have technical and 
administrative secretariat coming from the Cooperative Development Section to perform all 
duties incidental to the office of the secretariat and those that may be assigned to it or by the 
Chairperson and / or the Council. 

Office or Division: City Cooperative Development Section 

Classification: Complex 

Type of Transaction: G2B ï Government to Business Entity 

G2G ï Government to Government 

Who may avail: Officers and members of the City of General 

Trias Cooperative Development Council 

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

1. Letter of request sent via e-mail  Office of the City Mayor ï City Cooperative 

Development Section  

(4th Floor / generaltriasccdc@yahoo.com.ph / 

+639190663677) 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Send letter of 

request  

stating the 

purpose thru e-

mail 

 

1.1 If purpose is 

to organize the 

monthly CCDC 

meeting: send 

agenda 

1. Receive letter 

of request with 

purpose thru e-

mail 

 

1.1 Print Notice 

of  CCDC 

regular meeting 

to be sent via e-

mail and / or 

SMS to all 

member-

cooperatives 

and member- 

agencies / 

NGOs 

 

1.2 Prepare and 

print minutes of 

the previous 

meeting 

None 1 Hour 
Section Head 

 

mailto:generaltriasccdc@yahoo.com.ph
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1.3 Coordinate 

within the 

agency for 

reservation of 

venue for 

meeting 

End of Process:             Total                    None                   1 Hour 
ñService is covered under (Local) Executive Order No. 01 series of 2020ò 
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City Urban Poor Affairs Section 
(Office of the City Mayor) 

 
Frontline Services 
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1. HOUSING ASSISTANCE / REQUEST / INQUIRIES 

As the implementing arm for socialized housing and resettlement programs of the city, the 
Urban Poor Affairs Section recognizes the right to an adequate standard of living for himself 
and his family, including housing. Thus, the agency accepts requests and inquiries related to 
housing assistance, provided that the family is affected by government projects and living along 
danger areas. Housing Assistance Applicants are subject to screening, validation and 
assessment by the UPAO with the assistance of the CSWD.  

Office or Division: City Urban Poor Affairs Section 

Classification:  

Type of Transaction:  

Who may avail: All Informal Settler Families that are living in 
the Danger Zones and/or affected by 
Government Projects 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of Request or Inquiry Personal 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

Step 1: Submit the 
letter of request or 
inquiry. 

Receive and 
record submitted 
request/inquiry of 
the client 

None 5 minutes UPAO Staff 

 
 
 
 
 
 
Step 2: Pre-
assessment 

2.1 Interview and 
assist client 
regarding the 
request/inquiry. 
 
2.2 Evaluate 
documents 
presented.  

None 5-10 minutes UPAO Staff 

 2.3 Prepare 
recommendation 
letter endorsed to 
the Office of the 
City Mayor. 

None 5 minutes UPAO Staff 
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Step 3: Wait for 
the approval 

3.1 Inform the 
client regarding 
the status of 
his/her request. 
 
3.2 If approved, 
the client will be 
scheduled for a 
socio-economic 
profiling to be 
conducted by 
UPAO and CSWD 
staff. 

None 

2 minutes 
 
 
 

1 Week 

UPAO Staff 
 
 
 

UPAO Staff 

End of Process:             Total                       None                   1 Week and 22 Minutes 
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2. ATTENDING TO URBAN POOR CONCERNS/COMPLAINTS AND OTHER 
RELATED MATTERS 

Concerns and complaints related to urban poor will be entertained by the authorized or 
assigned Urban Poor Affairs Section staff to resolve the issues in a fair, timely and efficient 
manner. 

Office or Division: City Urban Poor Affairs Section 

Classification:  

Type of Transaction:  

Who may avail: Urban Poor with concerns/complaints 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Complaint Letter/Documents Personal 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

Step 1: Receive 
and record  

Receive and 
record 

None 
5 minutes UPAO Staff 

 
 
 
 
Step 2: 
Evaluation / 
Assessment 

2.1 Evaluation / 
Assessment 

None 

1 Week 
*Processing 

time depends 
on the case/s to 

be resolved 
 

UPAO Staff 

 2.2 Prepare 
recommendatio
n letter 
endorsed to the 
Office of the 
City Mayor. 

None 
 
 

5 minutes 

UPAO Staff 

Step 3: Claim 
copy of minutes 
and/or 
recommendatio
n / endorsement 
letter (if 
necessary  

3. Claim copy of 
minutes and/or 
recommendatio
n / endorsement 
letter (if 
necessary 

None 5 minutes UPAO Staff 

End of Process:             Total                       None             1 Week and 15 Minutes 
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3. LAND DISPUTES / COMPLAINTS 

Land disputes in conflict-affected settings are often considered a security threat; thus, 
mediation and practical assistance should be provided to parties involved to settle their 
disputes and achieve sustainable peace amicably.  

Office or Division: City Urban Poor Affairs Section 

Classification:  

Type of Transaction:  

Who may avail: Urban Poor with concerns/complaints 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Complaint Letter Personal 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

Step 1: Submit 
complaint letter 
and other 
supporting 
documents 
 

Receive and 
record 
submitted 
complaints/issu
es of the clients 

NONE 2-5 minutes UPAO Staff 

Step 2: 
Interview 

2.1 Interview 
and assist the 
complainant 
 
After the 
interview, the 
agency may: 
2.A. Conduct 
Ocular 
Inspection (if 
Needed) and/or 
2.B. Prepare and 
submit census/ 
inspection report 
and 
recommendation 
to the office head. 

NONE 5-15 minutes UPAO Staff 

Step 3: Wait for 
an invitation for 
a dialogue 

3. Prepare and 
send invitation 
to the second 
party for a 
dialogue with 
the complainant. 

NONE 1 Week UPAO Staff 



 

283 
 

Step 4: 
Dialogue Proper 

4.1 Conduct 
dialogue 
between two 
parties presided 
by the office 
head or any 
authorized 
person. 
 
4.2 After 
dialogue, 
Include 
complaint/issue 
in the agenda 
for deliberation 
in the regular 
meeting of the 
Local Housing 
Board. 

NONE 

Time depends 
on the case/s to 

be resolved 
 

UPAO Staff 

Step 5: 
Issuance of 
minutes and/or 
recommendatio
n / endorsement 
letter (if 
necessary 

5. Release 
Documents 

NONE 5 Minutes UPAO Staff 

End of Process:             Total                       None             *Depends on the time of case 

resolved     
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City Public Library Services 
(Office of the City Mayor) 

 
Frontline Services 
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1. RESEARCH 

It is defined as the creation of new knowledge and/or the use of existing knowledge in a new 
and creative way so as to generate new concepts, methodologies and understandings. This 
could include synthesis and analysis of previous research to the extent that it leads to new and 
creative outcomes. 

Office or Division City Public Library of General Trias Cavite 

Classification: Simple 

Type of Transaction: G2C ï Government to Client 

Who may avail: All  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

ID LIBRARY 

CLIENT STEPS 
AGENCY 

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Go directly to 

the bookshelves 

after leaving your 

ID and 

belongings at the 

baggage counter 

and choose the 

book you need 

After leaving 

your belongings 

at the baggage 

counter, go 

directly to the 

bookshelves, 

choose book/s 

then leave an ID 

 

1. Notification 

Letter ï alerts 

the office to be 

audited of the 

date and time of 

the process. 

None 

 
5-10 minutes All Library Staff 

2. Sign the book 

card and give to 

the staff in 

charge 

2. Receive the 

book card 

 

None 

 

 
 

3. After the 

research, return 

the book/s  to the 

staff or place the 

4. book/s at the 

book cart. 

3. Receive 

returned book/s 

 

 

 

 

None 

 

 

 

None 
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5. All books are 

for room reading 

only, except for 

pocket book 

  

None 

  

 

End of Process:             Total                   None                   10 Minutes 
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2. LIBRARY CARD/ ID APPLICATION 

The Library ID shall card shall be a basic requirement for the use of information resources and 
facilities of the City Library System. Hence, upon enrollment, freshmen or new students must 
apply for their Library Card immediately. 

             
 

 

 

 

 

 

 

Office or Division City Public Library 

Classification: Simple 

Type of Transaction: G2C- Government to client 

Who may avail: All  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

2 pcs 1x1 picture Library 

CLIENT STEPS 
AGENCY 

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

 1. Fill up the 

application form  1. Give the 

application form 

 

None 5-10 minutes 

Lilia R. Potente, 

Jennifer Saliba 

and All the Library 

Staff 

 

2. Submit the 

application form 

to the staff 

2. Receive the 

application form 
None 5-10 minutes 

Lilia R. Potente, 

Jennifer Saliba 

and All the Library 

Staff 

3. Wait for 

processing of ID 

 

4. Get the ID 

and sign at the 

logbook 

3. Process the 

ID card 

 

  

4. Release the 

ID and have the 

library user sign 

on the log book 

None 

 

 

None 

 

 

 

10-15 minutes 

 

 

 

 

End of Process:             Total                       None              15 Minutes 
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3. REPLACEMENT FOR LOSS OF LIBRARY CARD 

Loss of Library Privileges. 

Office or Division City Public Library 

Classification: Simple 

Type of Transaction: G2C ï Government to client 

Who may avail: All  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

ID CARD/IDENTIFICATION LIBRARY 

CLIENT STEPS 
AGENCY 

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Fill up 

application form 

for lost library ID 

1. Authenticate 

membership of 

the client 

 

 

None 5-10 minutes 

Lilia R. Potente, 

Jennifer Saliba 

and All the Library 

Staff 

2. Submit the 

application form 

to the staff 

 

 

2. Receive the 

submitted 

application form 

for approval 

 

 

 

 

 

None 

 

 

 

None 

 

 

Lilia R. Potente, 

Jennifer Saliba 

and All the Library 

Staff 

3. Wait for the 

processing of ID 

3. Process the 

ID card 
None 

 

 

 

 

 

 

 

4. Get the ID 

and sign at the 

log book 

4. Release ID 

and have the 

Library user sign 

on the log book. 

None 20-30 minutes  

End of Process:             Total                    None              30 Minutes 
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4. BORROWING AND LENDING OF BOOKS 

The following steps are devised for all the borrowers in the City Library and shall be implemented 
strictly unless otherwise revised or altered. 

Office or Division City Public Library 

Classification: Simple 

Type of Transaction: G2C ï Government to client 

Who may avail: All  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

ID CARD/BOOK PASSLIP LIBRARY 

CLIENT STEPS 
AGENCY 

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Present 

Library ID card 

and give the 

title/author/call 

number of 

requested 

/borrowed books 

1. Fill out the 

book and pass 

slip and check 

the books to be 

borrowed for 3 

days 

 

 

None 5 minutes 
Lorna P. Cajigas 

and Library Staff 

 

2. Client return 

borrowed books 

after 3 days. Get 

the book pass 

slip at the guard 

and return it to 

the library staff 

 

2. Returning the 

owners library 

ID card 

 

 

 

 

None 

 

 

 

 

 

 
 

End of Process:             Total                       None              5 Minutes 
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5. INTERNET AND MULTIMEDIA 

Internet use within the library shall be for academic and research purposes only. Rules and 
regulations pertaining the use of the internet.  

Office or Division City Public Library 

Classification: Simple 

Type of Transaction: G2C ï Government to client 

Who may avail: All  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

LIBRARY ID LIBRARY 

CLIENT STEPS 
AGENCY 

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Sign at the 

log book 

1. Gives the 

logbook to be 

signed by the 

library user 

 

 

None  All Library Staff 

2. Get number 

corresponding to 

the number of 

computer to use 

 

 

2. Issues 

number of 

computer to use 

 

 

 

 

 

 

 

None 

 

30 minutes to 1 

hour 

(use of 

computer) 

 

All Library Staff 

3. If all 

computers are in 

use wait for your 

turn 
 None 

 

 

 

 

 

 

 

4. Stop using 

computer after 

desired time 

limit expires 

4. Monitors time 

limit per 

computer 

None 20-30 minutes  

End of Process:             Total                    None                  1 Hour 
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Office of the City Administrator 

 
Frontline Services 
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1. MAYORôS OCCUPATIONAL PERMIT  

Issued to individuals with no criminal records or pending case filed as a pre ï employment 
requirement to those who will work within the City of General Trias. 

Office or Division: Office of the City Administrator 

Classification: Simple 

Type of Transaction: Government to Citizen 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Community Tax Certificate (Original Copy)  City Treasurerôs Office, Ground Floor ï 

Window 4 City Hall 

Barangay Clearance (Original Copy) Barangay Hall 

Police Clerance or NBI Local Police Station / NBI 

Endorsement Letter from the City Mayor or 

Municipal Mayor (if Client came from another 

Municipality or City.) 

City Mayorôs office where the client is 

residing 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submit the 
required 
documents to 
window 4 for 
initial 
assessment and 
verification 
-make sure to 

secure the order 

of payment 

1.1 Receive 
required 
documents, 
Interview and 
check 
completeness of 
documents 
 
 
1.2 Issue Order of 
Payment if all 
required 
documents were 
given 
 
 
 
 
 
1.3 Start 

processing the 

request 

None 

 

3 minutes 

 

JOVITA 
COLLADO 

Administrative 
Aide I 

 
 

 
HILDA BAUTISTA 

Administrative 
Aide ll 

 
 
 
 

 
JEREMY 

ALCANTARA 
Administrative 

Officer V 
 

BON 
COMMANDANTE 

Administrative 
Aide II 
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2. Pay the 
required fees at 
the City 
Treasurerôs 
Office, (Ground 
Floor, window 4) 
by showing the 
order of 
Payment. 
-make sure to 

secure Official 

Receipt that will 

be issued upon 

payment 

2.1 Accept the 
payment based 
on the Order of 
Payment 
 
 
2.2 Issue the 

Official Receipt  

 

 

 

 

 

 

PHP 75.00 
 

 

 

 

 

 

 

4 minutes 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

CATHERINE L. 
COMISO 

Bookbinder l 
 

VENER S. VIRAY 
Bookbinder l 

 

3. Return to City 
Administratorôs 
office for the 
processing and 
release of  
Mayorôs 

Occupational 

Permit or 

Mayor's 

Clearance. 

3.1 Check the 
Official Receipt 
 
3.2 Ask the client 
to double check 
the 
details/information  
 
3.3 Approval of 
Mayorôs 
Occupational 
Permit 

 
3.4 Fill up details 
in Log Book for 
Mayorôs Permit   
 
3.5 Releasing of 

Mayorôs 

Occupational 

Permit or Mayorôs 

clearance to the 

client  

 

 

 

 

 

 

 

 

None 

 

 

 

 

 

 

 

 

 

3 minutes 

 

 

 

 

JEREMY 
ALCANTARA 
Administrative 

Officer V 
 

HILDA BAUTISTA 
Administrative 

Aide ll 
 

 
Atty. KIRBY 
VINIEGRA 

City Administrator 
 
 
 

JOVITA 
COLLADO 

Administrative 
Aide I 

 

End of Process:             Total                 Php 75.00              10 Minutes 
 




