
ƛ 



ƛƛ 



ƛƛƛ 



ƛǾ 



Ǿ 

 
  

Kabankalan is a first class component city in the Province of Negros        
Occidental. It is a progressing city in the south and its remarkable                     
developments spurred economic activities that contributed to the fast growth 
of the city as it was years ago. These developments are attributed to the        
leadership of the present administration with the executive and the                       
legislative branch together with the efforts of the different departments and 
offices in the city government working harmoniously to achieve the ends of 
development. 

The passage of Republic Act 7160, the Local Government Code of 1991 
and its full implementation has brought significant changes in every local          
government unit in the country. As the cornerstone of Philippine Local Auto   
nomy it has laid down the foundation for a truly sustainable development and 
self-reliant local government units. 

Kabankalan City has its array of success stories in the implementation of 
the LGC hastening its transformation from a municipality to a first class               
component city. The  devolution of the responsibilities for the provision of 
basic services and facilities from the National Government Agencies to the 
LGUs has brought remarkable changes in the discharge of functions and                
responsibilities of Kabankalan as an LGU over central agencies and offices 
devolved to it including among others corresponding financial and human              
resources. 

 Article 86 of the LGC (Powers, Duties and Functions of the City 
Mayor) (b) (x) states that the City Mayor ñshall ensure that all elective offi-
cials and employees of the city faithfully discharge their duties and functions 
as provided by law and the code, and cause to be instituted administrative or           
judicial proceedings against any official or employee of the city who may 
have committed an offense in the performance of his official duties. Towards 
this end, and to ensure that officials and employees faithfully discharge their 
duties and responsibilities, Kabankalan LGU adopted the Performance                   
Evaluation System, one of the mandatory human resource systems under 
the Revised Administrative Code of 1987 administered in accordance with 
rules, regulations and standards of the Civil Service Commission. However,                     
implementation of the previous performance evaluation system and even 
those that followed were not satisfactory as gaps and weakness in                     
implementation of the previous performance evaluation system were                                      
experienced. Hence, the need to adopt a performance evaluation system 
that would give emphasis to the strategic alignment of Kabankalan Cityôs 
thrusts with the operations of the agencyôs various units. This will provide a 
scientific and verifiable basis in assessing organizational performance and 
the collective performance of the individuals within the organization. 

 The Kabankalan City LGU Strategic Performance Management      
System (KCLSPMS) will serve as tool to achieve the vision, mission and 
goals of the City of Kabankalan.  
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! Ǝƭƻōŀƭƭȅ ŎƻƳǇŜǝǝǾŜ Ŏƛǘȅ ƻŦ ǇŜŀŎŜΣ ƘŀǊƳƻƴȅΣ ŀƴŘ ǊƛŎƘ ŎǳƭǘǳǊŜ ǿƛǘƘ            

DƻŘ-ŦŜŀǊƛƴƎΣ ǊŜǎƛƭƛŜƴǘ ŀƴŘ ŜƳǇƻǿŜǊŜŘ ǇŜƻǇƭŜΣ ōŀƭŀƴŎŜŘ ŜŎƻƭƻƎȅ ŀƴŘ ŀŘŀǇǝǾŜ 

ŀƎǊƻ-ƛƴŘǳǎǘǊƛŀƭΣ ŎƻƳƳŜǊŎƛŀƭΣ ŜŎƻ-ǘƻǳǊƛǎƳΣ ŀƴŘ ŜŘǳŎŀǝƻƴŀƭ ŎŜƴǘŜǊ ƛƴ {ƻǳǘƘŜǊƴ 

bŜƎǊƻǎ ƎƻǾŜǊƴŜŘ ōȅ ǊŜǎǇƻƴǎƛǾŜ ŀƴŘ ǘǊŀƴǎǇŀǊŜƴǘ ƭŜŀŘŜǊǎ 

9[9a9b¢{ 59{/wLt¢hw{ 

bŀǘǳǊŀƭ 9ƴǾƛǊƻƴƳŜƴǘ .ŀƭŀƴŎŜŘ 9ŎƻƭƻƎȅ 

[ƻŎŀƭ 9ŎƻƴƻƳȅ !ƎǊƻ-ƛƴŘǳǎǘǊƛŀƭΣ ŎƻƳƳŜǊŎƛŀƭΣ ŜŎƻǘƻǳǊƛǎƳ ŀƴŘ 

ŜŘǳŎŀǝƻƴŀƭ ŎŜƴǘŜǊ 

tŜƻǇƭŜ ŀǎ {ƻŎƛŜǘȅ wŜǎƛƭƛŜƴǘ ŀƴŘ ŜƳǇƻǿŜǊŜŘ 

tŜƻǇƭŜ ŀǎ LƴŘƛǾƛŘǳŀƭǎ DƻŘ ŦŜŀǊƛƴƎ 

[ƻŎŀƭ [ŜŀŘŜǊǎƘƛǇ wŜǎǇƻƴǎƛōƭŜ ŀƴŘ ¢ǊŀƴǎǇŀǊŜƴǘ 

.ǳƛƭǘ 9ƴǾƛǊƻƴƳŜƴǘ tŜŀŎŜŦǳƭΣ IŀǊƳƻƴƛƻǳǎ ŀƴŘ wƛŎƘ /ǳƭǘǳǊŜ 

LƴǿŀǊŘ-ƭƻƻƪƛƴƎ 

! Ǝƭƻōŀƭƭȅ ŎƻƳǇŜǝǝǾŜ Ŏƛǘȅ ƻŦ ǇŜŀŎŜΣ 

ƘŀǊƳƻƴȅΣ ŀƴŘ ǊƛŎƘ ŎǳƭǘǳǊŜ ǿƛǘƘ       

DƻŘ-ŦŜŀǊƛƴƎΣ ǊŜǎƛƭƛŜƴǘ ŀƴŘ ŜƳǇƻǿŜǊŜŘ   

ǇŜƻǇƭŜΣ ōŀƭŀƴŎŜŘ ŜŎƻƭƻƎȅ ŀƴŘ        

ŀŘŀǇǝǾŜ ŀƎǊƻ-ƛƴŘǳǎǘǊƛŀƭΣ ŎƻƳƳŜǊŎƛŀƭΣ 

ŜŎƻ-ǘƻǳǊƛǎƳΣ ŀƴŘ ŜŘǳŎŀǝƻƴŀƭ ŎŜƴǘŜǊ ƛƴ 

{ƻǳǘƘŜǊƴ bŜƎǊƻǎ ƎƻǾŜǊƴŜŘ ōȅ          

ǊŜǎǇƻƴǎƛǾŜ ŀƴŘ ǘǊŀƴǎǇŀǊŜƴǘ ƭŜŀŘŜǊ 

vǳŀƭƛǝŜǎ ŀǎ          

ƛƴŘƛǾƛŘǳŀƭǎ ŀƴŘ   

ǎƻŎƛŜǘȅ 

bŀǘǳǊŀƭ ŀƴŘ ōǳƛƭǘ       

ŜƴǾƛǊƻƴƳŜƴǘ 

hǳǘǿŀǊŘ-ƭƻƻƪƛƴƎ 

bŀǘǳǊŜ ƻŦ ƭƻŎŀƭ        

ŜŎƻƴƻƳȅ 

[ƻŎŀƭ ƭŜŀŘŜǊǎƘƛǇ 
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The Local Government Unit of the City of Kabankalan is an agency 

responsible in promoting the general welfare of its people through 

effective and efficient governance. 

 

 

 

 

 

 

 

The City of Kabankalan shall be the vanguard in the preservation 

and the enrichment of its culture, promotion of health and safety,  

enhancement of the right people to a balanced ecology,                       

development of appropriate and self-reliant scientific and                      

technological capabilities, improvement of public morals,           

economic prosperity and social justice, promotion of full             

employment among their residents, maintenance of peace and    

order, and preservation of the comfort and convenience of its      

inhabitants., promotion of full employment among their residents, 

maintenance of peace and order, and preservation of the comfort 

and convenience of its inhabitants. 
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Dh![{ h.W9/¢L±9{ 

tǊƻƳƻǝƻƴ ƻŦ tŜŀŎŜ ŀƴŘ {ŜŎǳπ
Ǌƛǘȅ 

  

¶ ¢ƻ ŜƴŎƻǳǊŀƎŜ ǇŜŀŎŜ ǇǊƻŎŜǎǎ ǘƘǊƻǳƎƘ                 ŘŜǾŜƭƻǇπ
ƳŜƴǘ ƻŦ ǇŜŀŎŜ ŀƴŘ ŘŜǾŜƭƻǇƳŜƴǘ ŎƻƳƳǳƴƛǘȅ όt5/ύ ǎƛǘŜ ǳƴπ
ŘŜǊ ǘƘŜ t!a!b! CǊŀƳŜǿƻǊƪ ƻŦ ht!tt 

¶ ¢ƻ ƛƴǘŜƴǎƛŦȅ ŎŀƳǇŀƛƎƴ ŀƎŀƛƴǎǘ ǇǊƻƘƛōƛǘŜŘ ŘǊǳƎǎ ŀƴŘ ƻǘƘπ
ŜǊ ŎǊƛƳŜǎ 

9ŶŎƛŜƴǘ ŘŜƭƛǾŜǊȅ ƻŦ          ŀŘŜπ
ǉǳŀǘŜ ōŀǎƛŎ ǎŜǊǾƛŎŜǎ 

ΧǘƘŜ Ŏƛǘȅ ŀǎ ǘƘŜ ǎŜŀǘ ƻŦ   ŜŘǳπ
Ŏŀǝƻƴ ŀƴŘ ƳŜŘƛŎŀƭ  ǎŜǊǾƛŎŜǎ ƛƴ 
ǘƘŜ ǎƻǳǘƘ 

¶ ¢ƻ ƛƳǇǊƻǾŜ ŘŜƭƛǾŜǊȅ ƻŦ ōŀǎƛŎ ŀƴŘ ŜƴƘŀƴŎŜŘ ƘŜŀƭǘƘ ǎŜǊπ
ǾƛŎŜǎΦ 

¶ ¢ƻ ŜƴƘŀƴŎŜ ŜŘǳŎŀǝƻƴŀƭ ŀǎǎƛǎǘŀƴŎŜ ŀƴŘ ǎƪƛƭƭǎ ǘǊŀƛƴƛƴƎκ
ǾƻŎ ǘŜŎƘ 9ŘǳŎŀǝƻƴ 

9ƳǇƻǿŜǊƳŜƴǘ ƻŦ         ŎƻƳƳǳπ
ƴƛǝŜǎ ǘƻ                ŜƴǾƛǊƻƴƳŜƴπ
ǘŀƭ              ƳŀƴŀƎŜƳŜƴǘ 

  

¶ ¢ƻ ŘŜǾŜƭƻǇ ǘƘŜ Ŏƛǘȅ у ǿŀǘŜǊǎƘŜŘ  ŘƛǾƛŘŜ 

¶ ¢ƻ ŎƻƴǎŜǊǾŜ ǘƘŜ ƪŜȅ ōƛƻŘƛǾŜǊǎƛǘȅ ŎƻƴǎŜǊǾŀǝƻƴ ǎƛǘŜǎ 

¶ ¢ƻ ƛƴŎǊŜŀǎŜ ŦƻǊŜǎǘ ŎƻǾŜǊ ǘƘǊƻǳƎƘ ¦ǇƭŀƴŘ ŀƴŘ    ¦Ǌōŀƴ 
DǊŜŜƴƛƴƎ όǊŜŦƻǊŜǎǘŀǝƻƴύ 

¶ ¢ƻ ǎǘǊŜƴƎǘƘŜƴ {ƻƭƛŘ ²ŀǎǘŜ aƎǘΦ 

5ŜǾŜƭƻǇ ŎƻƳǇŜǝǝǾŜ      ŀƎǊƛ-
ōŀǎŜŘ ƛƴŘǳǎǘǊƛŜǎ ŀƴŘ ƳŀƴǇƻǿπ
ŜǊκƘǳƳŀƴ          ǊŜǎƻǳǊŎŜ ǊŜπ
ǉǳƛǊŜƳŜƴǘ 

  

¶ ¢ƻ ǊŀƛǎŜ ǘƻ ƛƴǘŜǊƴŀǝƻƴŀƭ ǎǘŀƴŘŀǊŘ ǘƘŜ ƭŜǾŜƭ ƻŦ ŎƻƳǇŜπ
ǘŜƴŎŜ ƻŦ ǇǊƻŦŜǎǎƛƻƴŀƭǎ ŀƴŘ ǎƪƛƭƭŜŘ ǿƻǊƪŜǊǎ 

¶ ¢ƻ ŘŜǾŜƭƻǇ ŦŀǊƳƛƴƎ ǇǊŀŎǝŎŜǎ ŀƴŘ ǘŜŎƘƴƻƭƻƎƛŜǎ ŀƴŘ ǎǳǇπ
ǇƻǊǘ ŀƎǊƛ-ōŀǎŜŘ ƭƛƎƘǘ ƛƴŘǳǎǘǊƛŜǎ ǘƻ ƳŀȄƛƳƛȊŜ ǇǊƻŘǳŎǝǾƛǘȅΦ 

5ŜǾŜƭƻǇƳŜƴǘ ŀƴŘ           ǇǊƻπ
Ƴƻǝƻƴ ƻŦ                  ŎƻƳƳǳƴƛπ
ǘȅ-ōŀǎŜŘ          ŜŎƻǘƻǳǊƛǎƳ ŘŜǎπ
ǝƴŀǝƻƴǎ 

¶ ¢ƻ ƳƻōƛƭƛȊŜ ōŀǊŀƴƎŀȅǎ ŦƻǊ ŜŎƻ-ŦǊƛŜƴŘƭȅ ǘƻǳǊƛǎǘ       ŘŜǎǝπ
ƴŀǝƻƴǎΦ 

¶ ¢ƻ ƛŘŜƴǝŦȅ ŀƴŘ ŘŜǾŜƭƻǇ ǇƻǘŜƴǝŀƭ ŜŎƻ-ǘƻǳǊƛǎƳ ǎƛǘŜǎ ŀƴŘ 
ŘŜǎǝƴŀǝƻƴǎΦ 

/ƻƴǎŜǊǾŀǝƻƴ ƻŦ IŜǊƛǘŀƎŜ ǎƛǘŜǎΣ 
ǇǊŜǎŜǊǾŀǝƻƴ ƻŦ      ŎǳƭǘǳǊŜ ŀƴŘ 
ǘǊŀŘƛǝƻƴ ƻŦ ǘƘŜ LƴŘƛƎŜƴƻǳǎ 
tŜƻǇƭŜǎ 

¶ ¢ƻ ŜƴǎǳǊŜ ǘƘŜ ƛƴǘŜƎǊƛǘȅ ƻŦ ŀƴŎŜǎǘǊŀƭ   ŘƻƳŀƛƴ ŀƴŘ ǘƘŜ 
ŎǳƭǘǳǊŜ ƻŦ ǘƘŜ LtǎΦ 

¶ ¢ƻ ŎƻƴǎŜǊǾŜ ŀƴŘ tǊƻǘŜŎǘ IƛǎǘƻǊƛŎŀƭ ŀƴŘ IŜǊƛǘŀƎŜ {ƛǘŜǎ 
ŀƴŘ ǎǘǊǳŎǘǳǊŜǎΦ 

9ƴŎƻǳǊŀƎŜ ŀƴŘ ǇǊƛƻǊƛǝȊŜ                 
ƛƴǾŜǎǘƳŜƴǘ ƛƴ ƘƻǳǎƛƴƎκǊŜŀƭ 
ŜǎǘŀǘŜΣ ƛƴŦǊŀǎǘǊǳŎǘǳǊŜΣ    ŜƴǾƛπ
ǊƻƴƳŜƴǘ ŀƴŘ {a95 

¢ƻ ŜƴǎǳǊŜ  ŀƴŘ ǇǊƻǾƛŘŜ ŀƴ ƛƴǾŜǎǘƻǊ ŦǊƛŜƴŘƭȅ  ŀƴŘ ŜŎƻ-
ŦǊƛŜƴŘƭȅ ŜƴǾƛǊƻƴƳŜƴǘ ŦƻǊ ƛƴǾŜǎǘƳŜƴǘ 

  

{ǘǊŜƴƎǘƘŜƴƛƴƎ ƻŦ             ŀƎǊƛπ
ŎǳƭǘǳǊŀƭ  ǇǊƻŘǳŎǝƻƴ ƳŜŎƘŀπ
ƴƛǎƳǎ ƎŜŀǊŜŘ        ǘƻǿŀǊŘǎ ǎŜƭŦ 
ǎǳŶŎƛŜƴŎȅ 

tǊŜǇŀǊŜ ŀƴŘ ŎŀǇŀŎƛǘŀǘŜ                     
ŎƻƳƳǳƴƛǝŜǎ ǘƻ ŘƛǎŀǎǘŜǊ                         
ǊŜǎƛƭƛŜƴŎȅΣ ŀōƭŜ ǘƻ ŀŘŀǇǘ ǘƻ ǘƘŜ 
ŎƘŀƭƭŜƴƎŜǎ ōǊƻǳƎƘǘ ŀōƻǳǘ ōȅ 
ŎƭƛƳŀǘŜ ŎƘŀƴƎŜ 

  

¢ƻ ǇǊƻƳƻǘŜ ƻǊƎŀƴƛŎ ŀƎǊƛŎǳƭǘǳǊŜ ŀƴŘ   ǊŜƭŀǘŜŘ  ŦŀǊƳƛƴƎ 
ǘŜŎƘƴƻƭƻƎȅ 

¢ƻ ƛƴǘŜƴǎƛŦȅ ŀǿŀǊŜƴŜǎǎ ŎŀƳǇŀƛƎƴ ƻƴ ǾǳƭƴŜǊŀōƛƭƛǘȅ ǘƻ 
ƘŀȊŀǊŘǎΣ ŎŀǇŀŎƛǘŀǝƻƴ όƳƻōƛƭƛȊŀǝƻƴ ŀƴŘ ŜƳŜǊƎŜƴŎȅ 
ǇǊƻǘƻŎƻƭǎύ Σ ǇƻƭƛŎȅ ǎǳǇǇƻǊǘ ŀƴŘ     ƛƳǇƭŜƳŜƴǘŀǝƻƴ  
ƳŜŎƘŀƴƛǎƳǎ 



ƛȄ 

59±9[hta9b¢ ¢Iw¦{¢ 59±9[hta9b¢ {¢w!¢9DL9{ 

!Dwh-Lb5¦{¢wL![ 59±9[hta9b¢ 

/ǊƻǇ tǊƻŘǳŎǝƻƴ ŀƴŘ LƴǘŜƴǎƛŬŎŀǝƻƴ 

       - hǊƎŀƴƛŎ !ƎǊƛŎǳƭǘǳǊŜ ǘƻ 

          ƛƴŎƭǳŘŜ ǘƘŜ ǇǊƻŘǳŎǝƻƴ ƻŦ IŜǊōǎ ŀƴŘ 

          {ǇƛŎŜǎ ŀƴŘ IŜǊōŀƭ aŜŘƛŎƛƴŜǎ 

       - wƛŎŜ ŀƴŘ /ƻǊƴ tǊƻŘǳŎǝƻƴ 

LƴŘǳǎǘǊƛŀƭ Ǉƭŀƴǘŀǝƻƴ όhƛƭ tŀƭƳΣ /ƻũŜŜΣ  /ŀŎŀƻΣ 
wǳōōŜǊΣ !ōŀŎŀΣ wŀǧŀƴΣ .ŀƴŀƴŀύ ς ŎǊƻǇ ŘƛǾŜǊǎƛπ
ŬŎŀǝƻƴ 

 IƛƎƘ ǾŀƭǳŜ ŎǊƻǇ ǇǊƻŘǳŎǝƻƴ 

       όŦǊǳƛǘǎΣ ǾŜƎŜǘŀōƭŜǎΣ Ŏǳǘ ƅƻǿŜǊǎύ 

[ƛǾŜǎǘƻŎƪ  wŀƛǎƛƴƎ 

tƛƎƎŜǊȅκtƻǳƭǘǊȅ !ōŀǧƻƛǊ 

!ƎǊƛ-tǊƻŎŜǎǎƛƴƎ ό{ǳƎŀǊŎŀƴŜ ǘƻ {ǳƎŀǊ ŀƴŘ  aǳǎπ
ŎƻǾŀŘƻ ŀƴŘ 5ŀƛǊȅ tǊƻŎŜǎǎƛƴƎύ 

  

tǊƻǘŜŎǝƻƴ ƻŦ ǇǊƛƳŜ ŀƎǊƛΦ ƭŀƴŘǎκbt!!!5ǎ 

tǊƻǾƛǎƛƻƴ ƻŦ ǊŜǉŘ ǎǳǇǇƻǊǘ ƛƴŦǊŀΦ ϧ  ǎŜǊǾƛŎŜǎ 
όƛǊǊƛƎŀǝƻƴΣ CawΣ ŎǊŜŘƛǘ     ƭŜƴŘƛƴƎ ŦŀŎƛƭƛǝŜǎΣ 
ǘŜŎƘƴƻƭƻƎƛŜǎύ tǊŜ ŀƴŘ tƻǎǘ IŀǊǾŜǎǘ CŀŎƛƭƛǝŜǎ 

LƴŎǊŜŀǎŜ ŀŎŎŜǎǎ ǘƻ ƳŀǊƪŜǘǎκǇǊƻŘǳŎǘ ŜƴŘ ǳǎπ
ŜǊǎκ ŎƻƴǎǳƳŜǊǎΦ 

  {ǳǎǘŀƛƴŀōƭŜ ŦŀǊƳƛƴƎ ǘŜŎƘƴƻƭƻƎƛŜǎ {![¢Τ   
hǊƎŀƴƛŎ ŦŀǊƳƛƴƎΤ ŜǘŎΦύ 

tǊƻǾƛǎƛƻƴ ƻŦ ŦŀǊƳ ƛƴǇǳǘǎ 

     - wƛŎŜ ŀƴŘ /ƻǊƴ {ŜŜŘ {ǳōǎƛŘȅ 

.ŀƎǎŀƪŀƴ /ŜƴǘŜǊǎ ό¢ǊŀŘƛƴƎ /ŜƴǘŜǊ ŦƻǊ ŀǉǳŀ 
ŀƴŘ ŦŀǊƳ ǇǊƻŘǳŎǘǎύ 

¢ǊŀƛƴƛƴƎǎ ŀƴŘ {ŜƳƛƴŀǊǎ ƻƴ [ƛǾŜƭƛƘƻƻŘ          
5ŜǾŜƭƻǇƳŜƴǘ ŀƴŘ 9ƴǘǊŜǇǊŜƴŜǳǊǎƘƛǇ 

CŀǊƳŜǊǎ CƛŜƭŘ {ŎƘƻƻƭ όCC{ύ 

wŜǎŜŀǊŎƘΣ ŘŜǾŜƭƻǇƳŜƴǘ ŀƴŘ  ǇǊƻƳƻǝƻƴ ƻŦ 
ŀƎǊƛŎǳƭǘǳǊŀƭ ŎǊƻǇ ǾŀǊƛŜǝŜǎ ǊŜǎƛǎǘŀƴǘ ǘƻ 
ŘǊƻǳƎƘǘΣ ƅƻƻŘ ŀƴŘ ǇŜǎǘ ŀƴŘ ŘƛǎŜŀǎŜǎ 

9/h-¢h¦wL{a 
[ƻŎŀƭ /ƻƴǎŜǊǾŀǝƻƴ !ǊŜŀǎ                    5ŜǾŜƭπ
ƻǇƳŜƴǘ 

!ƴŎŜǎǘǊŀƭ 5ƻƳŀƛƴ 

IƛǎǘƻǊƛŎŀƭ {ƛǘŜǎ 

bŀǘǳǊŀƭ [ŀƴŘǎŎŀǇŜǎ 

  

/ƻƳƳǳƴƛǘȅ .ŀǎŜŘ 9Ŏƻ-¢ƻǳǊƛǎƳ 5ŜǾŜƭƻǇƳŜƴǘ 

 -ƘƻƳŜ ǎǘŀȅ-ƛƴƴǎκǘƻǳǊ ƎǳƛŘƛƴƎ 

9Ŏƻ-¢ƻǳǊƛǎƳ 5ŜǾŜƭƻǇƳŜƴǘ tƭŀƴ 

tǊŜǎŜǊǾŀǝƻƴ ƻŦ IƛǎǘƻǊƛŎŀƭ {ƛǘŜǎ 

tǊƻǘŜŎǝƻƴ ŀƴŘ ŘŜǾŜƭƻǇƳŜƴǘ ƻŦ ƴŀǘǳǊŀƭ   
[ŀƴŘǎŎŀǇŜǎ 

CƻǊŜǎǘ ŀƴŘ ²ŀǘŜǊǎƘŜŘ wŜƘŀōƛƭƛǘŀǝƻƴ 

.ƛƻŘƛǾŜǊǎƛǘȅ /ƻƴǎŜǊǾŀǝƻƴ 

LƳǇƭŜƳŜƴǘŀǝƻƴ ƻŦ ǘƘŜ !5{5tt ƻŦ .ǳƪƛŘƴƻƴ 
YŀǊǳƭŀƴƻƴ 

.ŀǊŀƴƎŀȅ /ƻƳƳǳƴŀƭ ²ŀǘŜǊǎƘŜŘ                  
5ŜǾŜƭƻǇƳŜƴǘ tǊƻƎǊŀƳ 
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LƴǘŜƴǎƛŬŜŘ /ƻƳƳŜǊŎƛŀƭƛȊŀǝƻƴκ     ¢ǊŀŘƛƴƎ 
ŎŜƴǘŜǊ 

      -/ƻƳƳŜǊŎƛŀƭ 9ǎǘŀōƭƛǎƘƳŜƴǘǎ 

      -.ŀƴƪǎ 

      -aŀƭƭǎ 

      -wŜŎǊŜŀǝƻƴŀƭ CŀŎƛƭƛǝŜǎ aƻǾƛŜǎκ 

       ¢ƘŜŀǘŜǊύ 

      -DŀǎƻƭƛƴŜ {ǘŀǝƻƴǎ 

      -²ŀǘŜǊ wŜŬƭƭƛƴƎ {ǘŀǝƻƴǎ 

      -¢ŜǊƳƛƴŀƭǎ 

      -LƴŦƻǊƳŀǝƻƴ /ƻƳƳǳƴƛŎŀǝƻƴǎ 

        ¢ŜŎƘƴƻƭƻƎȅ όL/¢ύ 

      - .ǳǎƛƴŜǎǎ tǊƻŎŜǎǎ hǳǘǎƻǳǊŎƛƴƎ ό.thύ 

      -aŀǎǎ aŜŘƛŀ 

      -±ŜǊǝŎŀƭ {ƛƎƴŀƎŜ 

  

wŜŀƭ 9ǎǘŀǘŜ 5ŜǾŜƭƻǇƳŜƴǘ 

      {ǳōŘƛǾƛǎƛƻƴǎ 

      ¢ƻǿƴƘƻǳǎŜǎκ!ǇŀǊǘŜƭƭŜǎ 

      /ƻƴŘƻƳƛƴƛǳƳǎ 

      /ƻƳƳŜǊŎƛŀƭ /ƻƳǇƭŜȄ 

tǊƻǾƛǎƛƻƴ ƻŦ ǘƘŜ ǊŜǉǳƛǊŜŘ ŦŀŎƛƭƛǝŜǎ ŀƴŘ   ǳǝƭƛπ
ǝŜǎ 

       -²ŀǘŜǊ 

       -ǇƻǿŜǊ ǎǳǇǇƭȅ 

       - ǊƻŀŘ ƴŜǘǿƻǊƪ 

¢ŀȄ ƛƴŎŜƴǝǾŜǎ όƘƻƭƛŘŀȅύ 

IŀȊŀǊŘ aƛǝƎŀǝƻƴ aŜŀǎǳǊŜǎ 

       - ƘŀȊŀǊŘ ƳŀǇǇƛƴƎ 

5ƛǎŀǎǘŜǊ wŜǎǇƻƴǎŜ 

²ŀǎǘŜ ¢ǊŜŀǘƳŜƴǘ CŀŎƛƭƛǝŜǎ 

hǾŜǊƭŀƴŘ ¢ǊŀƴǎǇƻǊǘ ¢ŜǊƳƛƴŀƭǎ 

5ǊŀƛƴŀƎŜ {ȅǎǘŜƳ LƳǇǊƻǾŜƳŜƴǘ 
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¢ŜŎƘƴƛŎŀƭ ±ƻŎŀǝƻƴŀƭ 

9ŀǊƭȅ /ƘƛƭŘ 5ŜǾΩǘ /ŜƴǘŜǊǎ 

!ƭǘŜǊƴŀǝǾŜ [ŜŀǊƴƛƴƎ {ȅǎǘŜƳ ό![{ύ 

{ǇŜŎƛŀƭ ŜŘǳŎŀǝƻƴ ŦƻǊ  ŜȄŎŜǇǝƻƴŀƭ ŀƴŘ 
ǎǇŜŎƛŀƭ ŎƘƛƭŘǊŜƴ 

9-[ƛōǊŀǊƛŜǎ 
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ŜǊƴƳŜƴǘ ŜƳǇƭƻȅŜŜǎ 

!ŘŘƛǝƻƴŀƭ ŎƻǳǊǎŜ ƻũŜǊƛƴƎǎ 

tǳōƭƛŎ tǊƛǾŀǘŜ tŀǊǘƴŜǊǎƘƛǇ 

Y-¢9{¢ tǊƻƎǊŀƳ 

¦ǇƎǊŀŘƛƴƎ ƻŦ {ƪƛƭƭǎ 

tǊƻŦŜǎǎƛƻƴŀƭƛȊŜ ǘƘŜ ŜŘǳŎŀǝƻƴ ŘŜƭƛǾŜǊȅ ǎȅǎǘŜƳ 

LƳǇǊƻǾŜ ŦŀŎƛƭƛǝŜǎ ŀƴŘ ŜǉǳƛǇƳŜƴǘ ŦƻǊ ŜŘǳŎŀǝƻƴ 

9ȄǇŀƴŘŜŘ bǳǘǊƛǝƻƴ tǊƻƎǊŀƳǎ 
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wŜŦƻǊŜǎǘŀǝƻƴ tǊƻƎǊŀƳǎ 

{ǳǎǘŀƛƴŀōƭŜ CƻǊŜǎǘǊȅ 

CƻǊŜǎǘ tǊƻǘŜŎǝƻƴ 

¦Ǌōŀƴ DǊŜŜƴƛƴƎ 

{h[L5 ²!{¢9   a!b!D9a9b¢ 

/h!{¢![ w9{h¦w/9 a!b!D9a9b¢ 

  

/ƻƳƳǳƴƛǘȅ .ŀǎŜŘ CƻǊŜǎǘ aŀƴŀƎŜƳŜƴǘ 

!ƎǊƻŦƻǊŜǎǘǊȅ 5ŜǾŜƭƻǇƳŜƴǘ 
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²ŀǘŜǊǎƘŜŘ ƳŀƴŀƎŜƳŜƴǘ ŀƴŘ ŘŜǾŜƭƻǇƳŜƴǘ 

wŜƎǳƭŀǝƻƴ ƻƴ ǿŀǘŜǊ ǳǎŜ 

9ƴŦƻǊŎŜƳŜƴǘ ƻŦ 9ƴǾƛǊƻƴƳŜƴǘ [ŀǿǎ ς !ƛǊΣ 

      ²ŀǘŜǊΣ ǎƻƭƛŘ ǿŀǎǘŜ ŀƴŘ ŦƻǊŜǎǘǊȅ ƭŀǿǎ 

LƳǇƻǎƛǝƻƴ ƻŦ tŀȅƳŜƴǘ ŦƻǊ 9ŎƻǎȅǎǘŜƳ {ŜǊǾƛŎŜǎ όt9{ύ 
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I. Mandate 
The City Assessorôs Office is responsible for the appraisal and assessment of all real 

properties primarily for taxation purposes and ensures that appraisal and assessment are 

impartial so that tax burdens will be distributed equitably. 

 

II. Objectives: 
 

The major objectives of the office are the maintenance and updating of the Real Property As-

sessment System (RPAS) in the 32 barangays, the maintenance of an efficient and effective 

assessment record, and the management and updating of real property valuation and assess-

ment. FOR TAXATION PURPOSES. 

 

 

Hence, we are very eager to establish a bridge towards Real Property Tax Administration 

(RPTA) information for our valued clients and 

 

I.  To ensure that all laws and policies governing the appraisal and assessment of real 

properties for taxation purposes are properly executed; 

II. Conduct frequent physical surveys to verify and determine whether all real proper-

ties within the city are properly listed in the assessment roll; 

III. Exercise the functions of appraisal and assessment primarily for taxation purposes 

of all real properties in the local government unit concerned and; 

IV. Issue, upon request of any interested party, certified copies of assessment records 

of real property and all other records relative to its assessment, upon payment of a 

service charge fee to the treasurer. 
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ACCESSORôS OFFICE  

EXTERNAL SERVICES 
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1.    ISSUANCE OF TAX DECLARATION 

 

Tax Declaration is a document that reflects the market and assessed value of real property 

(Land, Building/improvement, or Machinery) and is the basis for computing annual real 

property taxes. 

Office or Division:  Assessment Operation Evaluation section 

Classification: Simple 

Type of Transaction: G2C-Government to Citizens, G2G-Government to Government, 

G2B- Government to Business 

Who may avail: All Kabankalan City Real property owners 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Official Receipt of Secretaryôs fee City Treasurerôs Office 

1.  Photocopy of valid ID 

   (Present the Original for verification, 

provide 1 photocopy for submission) 

Owner 

ADDITIONAL REQUIREMENTS IF 

TRANSACTED BY A REPRESENTA-

TIVE) 

2. Photocopy of valid ID 

(Present original for verification,       

provide 1 photocopy for submission) 

Authorized Representative 

  

Any of the following: National ID, UMID, Phil-

Health, Pag-IBIG ID, Senior, PWD ID., etc. 

3. Special Power of Attorney or             

Authorization letter/recorded voice   

message of the Property owner/

Corporate Secretary certificate in the 

case of a corporation. 

Property Owner 

 

1.1    ISSUANCE OF TAX DECLARATION  



п 

CLIENT STEPS 
AGENCY AC-

TIONS 

FEES TO 

BE PAID 

PRO-

CESSING 

TIME 

PERSON RESPON-

SIBLE 

1. Sign in the Clientôs 

Log Book. 

1.1 Give the     

logbook to the  

     client. 

None 5 minutes Frontliner 

  

2. Official Receipt 2.1 Staff receive 

the Official 

Receipt 

P 60.00 10 minutes Frontliner 

Bookbinder 

Admin Aide 

LAOO 

2.2 Check the 

Real Property 

Appraisal  

System for  

existing       

records 

None 5 minutes Frontliner 

Bookbinder 

Admin Aide 

LAOO 

CLIENT STEPS AGENCY ACTIONS FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON RESPONSI-

BLE 

3.   Wait for pro-

cessing of the Tax 

Declaration 

3.1 Generation of 

Tax Declaration 

  

None 20 minutes ENCODER 

Assessment Clerk 11 

Admin Aide 1 

3.2 Approval of 

Tax Declaration 

  

None 5 minutes City Assessor 

Asst. City Assessor 

LAOO with REA 

4.   Releasing 4.1 Releasing of 

approved Tax 

Declaration 

  

None 5 minutes FRONTLINER 

Bookbinder 

Admin Aide 

TOTAL     50 minutes   
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CLIENT STEPS AGENCY ACTIONS 
FEES 

TO BE 

PAID 

PROCESSING 

TIME 

PERSON RESPONSI-

BLE 

3.   Wait for pro-

cessing of the Tax 

Declaration 

3.1 Generation of 

Tax Declara-

tion 

None 20 minutes ENCODER 

Assessment Clerk 11 

Admin Aide 1 

3.2 Approval of 

Tax Declara-

tion 

None 5 minutes City Assessor 

Asst. City Assessor 

LAOO with REA 

4.   Releasing 4.1 Releasing of 

approved Tax 

Declaration 

  

None 5 minutes FRONTLINER 

Bookbinder 

Admin Aide 

TOTAL     50 minutes   

1.2 Change of Ownership/Simple Transfer 

SEC. 208 of the Local Government Code 1991, otherwise known as R.A. 7160-

Notification of Real Property Ownership- Any person who shall transfer real property 

ownership to another shall notify the provincial, city, or municipal assessor concerned    

within sixty (60) days from the date of such transfer. The notification shall include the mode 

of transfer, the description of the property alienated, and the name and address of the 

transferee. In compliance, an updated copy of the Tax Declaration is issued for taxation 

purposes, upon transfer of ownership of a particular real property from the previous owner 

to a new owner, based on the Land Title and other pertinent documents submitted,        

certifying ownership over the property, whether land, building, or machinery. Transfer of 

ownership can also be done as a result of subdivision or consolidation of a property, based 

relevant documents submitted. 
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Office or Divi-

sion: 

Examination Assessment Operation Evaluation section 

Classification: Complex 

Type of Trans-

action: 

G2C, G2G, G2B 

Who may avail: Taxpayer/Real property owners 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Certified True Copy of Transfer of              

Certificate (TCT) and one photocopy of      

Certificate of Title. (Clean Copy) 

Land Regulatory Administration 

(LRA) or Registry of Deeds (ROD) 

  

2. Electronic-Certificate Authorizing Registration 

(eCAR) per (AO 186, series of 2007) 

(Present original for verification& provide 1 copy 

for submission) 

Bureau of Internal Revenue (BIR) 

  

3. Proof of Transfer - 1 photocopy of the duly 

Notarized Deed of sale, Deed of Donation, or 

extrajudicial Settlement, Waiver of Rights/

Declaration of Heirship, and other pertinent 

documents relative to the transfer of owner-

ship. 

(Present Original for verification, provide 1 copy 

for submission) 

Owner 

4. Tax Identification Number Bureau of Internal Revenue (BIR) 

5. Sworn Statement notarized or  administered 

by the City Assessor, Asst. City Assessor 

Notary Public, Assessorôs Office 

Additional Requirements if Transacted by 

Representative: 

   6.  Photocopy of Valid ID of Representative 

(present the Original for verification) and Special 

Power of Attorney or Authorization  letter. 

Authorized Representative 
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CLIENT STEPS AGENCY ACTIONS FEES 

TO BE 

PAID 

PRO-

CESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submit require-

ments for as-

sessment & Veri-

fication 

1.1 Staff receive, check, 

and verify documents. 

1.2 Check RPAS for previ-

ously declared rec-

ords. 

1.3 Forward Complete 

documents to LAOOs 

NONE 1 day upon 

receipt 

Frontliner 

Bookbinder I 

Admin Aide I 

LAOO II and I 

2.1 Encoding and   Gener-

ation of FAAS 
None 60 minutes 

upon receipt 
Asst. City Asses-

sor or LAOO 

2. Wait for the docu-

ment 2. Wait for 

the document 2. 

Wait for the docu-

ment 2. Wait for 

the document 2. 

Wait for the docu-

ment 

2.2 Recommendation of 

Field Appraisal & As-

sessment Sheet 

(FAAS) for Approval. 

None  1 day upon 

receipt 
Asst. City Asses-

sor, LAOO (REA) 

2.3 Check, verify Ap-

proved FAAS 
None 1 day upon 

receipt 

City Assessor 

3.4 Assigning of ARP on 

Approved Field         

Appraisal Assessment 

Sheet (FAAS) and Ap-

proved of transactions 

in the Real Property 

Assessment System 

(RPAS) 

None 30 minutes 

upon receipt 

Assessment 

Clerk II, Book-

binder II 

3.5 Generation of Tax 

Declaration and Notice 

of Assessment 

None 30 minutes 

upon receipt 

Assessment 

Clerk II, Book-

binder II 

.3. Wait for the docu-

ment Releasing 

3.1 Releasing of approved 

Tax Declaration &     

Notice of Assessment 

None 10 minutes 

upon receipt 

BOOKBINDER 

TOTAL     3 days, 1 hr. 

& 40 mins. 

  

Note:  Per Real Property Unit (RPU) 
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1.3 SUBDIVISION/CONSOLIDATION OF REAL PROPERTY(SAME OWNER) 

The City Assessorôs Office also subdivides and consolidates lands, for property taxation 

purposes only, based on approved subdivision plans submitted by the owner or any       

transacting public. 

Office or Division: Examination Assessment Operation Evaluation section 

Classification: Highly Technical 

Type of Transaction: G2C Government to Citizen, G2G Government to Government, G2B 

Government to Business 

Who may avail: All Kabankalan City real property owners/tax payers, and other parties 

of interest. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Titles with one (1) photocopy duly 

certified by the Registry of Deeds 

Land Regulatory Administration (LRA) or Registry 

of Deeds (ROD) 

2. Approved Subdivision Plan 

(Original and Photocopy), Subdi-

vision Agreement (notarized) 

Owner/Surveying Office/Bureau of Lands/

Department of Agrarian Reform (DAR) 

3. Tax Identification Number Bureau of Internal Revenue (BIR) 

4. Photocopy of valid ID 

(Present original for verification, pro-

vide photocopy for submission) 

Owner 

5.. Sworn Statement (notarized or 

administered by the City           

Assessor, Asst. City Assessor) 

Assessorôs Office/ Notary Public 

ADDITIONAL REQUIREMENTS IF 

TRANSACTED BY REPRESENTATIVE 

6. Photocopy of valid ID of repre-

sentative 

(Present original for verification,      

provide photocopy for submission) 

Authorized representative 

7.  Special Power of Attorney /       

Authorization letter or recorded 

voice message or Corporate   

Secretary Certification, in the 

case of corporation 

Owner 
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CLIENT STEPS 
AGENCY AC-

TIONS 

FEES TO 

BE PAID 

PRO-

CESSING 

TIME 

PERSON              

RESPONSIBLE 

1. Sign in the Client's 

Logbook 

1.1 Staff assist 

the client 
None 5 minutes Frontliner 

Admin Aide 

2. Submit require-

ments for assess-

ment & Verifica-

tion 

2.1 Staff receive, 

check, and verify 

the documents 

 

2.2Check RPAS 

for previously de-

clared records 

  

None 1 day Frontliner 

LAOO II 

LAOO I 

Bookbinder I 

Admin Aide I 

3.    File Sworn State-

ment of the true 

current and fair 

market value of 

Real Properties. 

Required under 

Sections 202 & 

203 of Republic 

Act of 7160. 

3.1 Staff assist 

the client in the 

filing of the Sworn 

Statement 

  

None 

  

  

  

  

  

30 minutes/ 

RPU 

  

Frontliners 

  3.2 Forward  

complete         

documents to the 

Tax Mapping 

Section 

None 

  

60 minutes 

upon receipt 

Frontliners 

  3.3 Check Tax 

Map 
None 

  

60 minutes 

upon receipt 

Taxmapper II 

Taxmapper I 

Draftsman II 

Draftsman I 
  3.4 Conduct Ocu-

lar Inspection 
None 

  

10 days Taxmapper II 

Taxmapper I 

Draftsman II 

Draftsman I 
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CLIENT 

STEPS 

AGENCY AC-

TIONS 
FEES TO 

BE PAID 

PRO-

CESSING 

TIME 

PERSON               

RESPONSIBLE 

  3.10 Generation of 

Tax Declaration 

and Notice of As-

sessment 

  1 day  Assessment Clerk II, 

Bookbinder II 

  

4.  Receive Tax Decla-

rations & Notices 

of Assessment 

4.1 Releasing of 

approved Tax 

Declaration & No-

tice of Assess-

ment 

  60 minutes BOOKBINDER 

  3.5 Assigning PIN 

in the Tax Maps 
None 

  

2 days upon 

receipt 

Taxmapper II 

Taxmapper I 

Draftsman II 

Draftsman I 

  3.6 Encoding 

(Appraised and 

Assessed by) in 

the RPAS &     

generation of 

FAAS 

None 

  

3 days LAOO III 

LAOO II 

LAOO I 

TAXMAPPER I 

  3.7 Recommenda-

tion of Field       

Appraisal &       

Assessment 

Sheet (FAAS) for 

Approval 

None 

  

1 day Asst. City Assessor, 

LAOO (REA) 

  3.8 Check, verify, 

and approve of 

FAAS 

None 1 day City Assessor 

  

  

                                                                   TOTAL: 19 DAYS, 5 HOURS & 35 MINUTES 
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1.4 SUBDIVISION/CONSOLIDATION OF REAL PROPERTY (NEW OWNER) 

The City Assessorôs Office is also mandated to subdivide and consolidate lands, for proper 

taxation purposes, based on approved subdivision plans submitted by the owner or any 

transacting public. 

 Office or Division: Examination Assessment Operation Evaluation section 

Classification: Highly Technical 

Type of Transaction: G2C Government to Citizen, G2G Government to Government, G2B 

Government to Business 

Who may avail: All Kabankalan City real property owners/taxpayers, and other parties 

of interest. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Title with one (1) photocopy duly certi-

fied by the Registry of Deeds 

Land Regulatory Administration (LRA) or Registry 

of Deeds (ROD) 

2. Electronic-Certificate Authorizing Reg-

istration (eCAR) per (AO 186, series 

of 2007) 

(Present original for verification& provide 

1 copy for submission) 

Bureau of Internal Revenue (BIR) 

  

3. Approved Subdivision Plan (Original 

and Photocopy), Subdivision Agree-

ment (notarized) 

Owner/Surveying Office/Bureau of Lands/

Department of Agrarian Reform (DAR) 

4. Tax Identification Number Bureau of Internal Revenue (BIR) 

5. Photocopy of valid ID 

(Present original for verification, pro-

vide photocopy for submission) 

Owner 

6. Sworn Statement (notarized or admin-

istered by the City Assessor, Asst. 

City Assessor) 

Assessorôs Office/ Notary Public 



мн 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

ADDITIONAL REQUIREMENTS IF 

TRANSACTED BY REPRESENTATIVE 

7.  Photocopy of the valid ID of the rep-

resentative 

(Present original for verification, pro-

vide photocopy for submission) 

Authorized representative 

8.  Special Power of Attorney / Authori-

zation letter or recorded voice mes-

sage or Corporate Secretary Certifi-

cation, in the case of a corporation 

Owner 
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CLIENT STEPS AGENCY ATIONS 

FEES 

TO BE 

PAID 

PRCESSING 

TIME 

PERSON  

RESPONSIBLE 

1. Sign in the Client's 

Logbook 

1.1 Staff assist the 

client 
None 5 minutes Frontline: 

Admin Aide 

2. Submit require-

ments for assess-

ment & Verifica-

tion 

2.1 Staff receive, 

check, and verify 

the documents 

2.2Check RPAS 

for previously de-

clared records 

None 1 days Frontline: 

LAOO II 

LAOO I 

Bookbinder I 

Admin Aide I 

3. File Sworn State-

ment of the true 

current and fair 

market value of 

Real Properties. 

Required under 

Sections 202 & 

203 of Republic 

Act of 7160. 

3.1 Staff assist the 

client in the filing of 

the Sworn State-

ment 

  

None 

  

  

  

  

  

30 minutes/ 

RPU 

  

Frontliners 

  3.2 Forward com-

plete documents to 

the Tax Mapping 

Section 

None 

  

60 minutes 

upon receipt 

Frontliners 

  3.3 Check Tax 

Map 
None 

  

60 minutes 

upon receipt 

Taxmapper II 

Taxmapper I 

Draftsman II 

Draftsman I 

  3.4 Conduct Ocular 

Inspection 
None 

  

10 days Taxmapper II 

Taxmapper I 

Draftsman II 

Draftsman I 

  3.5 Assigning PIN 

in the Tax Maps 
  2 days upon 

receipt 

Taxmapper II 

Taxmapper I 

Draftsman II 

Draftsman I 
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CLIENT STEPS AGENCY ACTIONS 
FEES 

TO BE 

PAID 

PROCESSING 

TIME 
PERSON              

RESPONSIBLE 

  3.6 Encoding 

(Appraised and         

Assessed by) in the 

RPAS & generation of 

FAAS 

  3 days LAOO III 

LAOO II 

LAOO I 

TAXMAPPER I 
  3.7 Recommendation 

of Field Appraisal &   

Assessment Sheet 

(FAAS) for Approval 

  1 day Asst. City Asses-

sor, LAOO (REA) 

  3.8 Check, Verify, and 

Approval of FAAS 
None 1 day City Assessor 

  

  3.9 Assigning ARP on 

the Approved Field    

Appraisal Assessment 

Sheet (FAAS) and     

approval transactions in 

the Real Property     

Assessment System 

(RPAS) 

  20 minutes 

(per RPU) 

 Assessment Clerk 

II, Bookbinder II 

  3.10 Generation of Tax 

Declaration and Notice 

of Assessment 

  1 day  Assessment Clerk 

II, Bookbinder II 

  

4. Receive Tax Declara-

tion & Notice of As-

sessment 

4.1 Releasing of            

approved Tax            

Declaration & Notice of 

Assessment 

  60 minutes BOOKBINDER 

                                                               TOTAL: 19 DAYS, 5 HRS. & 35 MINUTES 
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1.5 ASSESSMENT OF NEWLY DISCOVERED BUILDING, OTHER STRUCTURE, 

MACHINERY AND EQUIPMENT OF REAL PROPERTY 

AS TO ACTUAL USE 

It shall also be the duty of any person or his authorized representative, person acquiring real prop-

erty or making improvements thereon, it is the duty of the City Assessorôs Office to declare the real 

property as provided by law. (Sec. 203 of R.A. 7160) 

 

For the case of re-assessment/re-classification of real property, the property owner shall request 

ocular inspection in writing on the property concerned. 

Office or Division: Examination Assessment Operation Evaluation section / Tax mapping 

section 

Classification: Highly Technical 

Type of Transaction: G2C Government to Citizen, G2G Government to Government, G2B 

Government to Business 

Who may avail: All Kabankalan City real property owners/taxpayers, and other parties 

of interest. 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter request from the property own-

er or any authorized representative 

Request for Ocular Inspection 

Form. 

Valid ID attached to the letter re-

quest 

Complete mailing address 

Special Power of Attorney, Au-

thorization Letter (if requested 

by a representative) 

Owner   

Sworn Statement (notarized or       

administered by the City Assessor, 

Asst. City Assessor) 

2.1 Approved building permit, building 

plan, and /or Certificate of       

Completion or Certificate of        

Occupancy permit from local       

officials concerned. 

2.2 Accomplished affidavit of owner-

ship or Sworn Statement of the 

market value. Of the property, in 

the absence of a building permit or 

Certificates required under 2.1. 

Assessorôs Office/ Notary Public 

ADDITIONAL REQUIREMENTS IF 

TRANSACTED BY REPRESENTATIVE 

Photocopy of a valid ID of the       

representative 

(Present original for verification,     

provide photocopy for submission) 

Authorized Representative 
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4. Special Power of Attorney / Au-

thorization letter or recorded voice 

message or Corporate Secretary 

Certification, in the case of corpo-

ration 

Owner 

CLIENT STEPS 
AGENCY 

ATIONS 

FEES TO 

BE PAID 

PRCESSING 

TIME 

PERSON  

RESPONSIBLE 

1. Sign in the      

Client's Log          

1.1 Staff assist 

the client 
None 10 minutes Frontliner: 

Admin Aide 

Submit               

requirements 

2.1 Staff receive 

& check the      

documents 

2.2Check RPAS 

for previously de-

clared records, if 

any 

None 20 minutes 

upon receipt 

Frontline: 

LAOO II 

LAOO I 

Bookbinder I 

Admin Aide I 

2.3 Forward com-

plete documents 

to the CA for 

scheduling of Oc-

ular Inspection 

None   
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2.1.a. If 

building 

2.1 Conduct    

Ocular Inspection 
  within 15 

working days 

Tax mapping &      

Assessment Team 

2.2 Fill in the 

Field Appraisal 

and Assessment 

Sheet (FAAS) per 

findings in the   

ocular inspection 

  within 3 

working days 

after ocular 

inspection 

LAOOs, Tax Mapper 

2.3 Generate the 

Field Appraisal 

and Assessment 

Sheet (FAAS) 

and sign it by the 

encoder 

  10 minutes LAOOs, Tax Mapper 

2.4                 

Recommendation 

of Field Appraisal 

and  Assessment 

Sheet (FAAS) for 

Approval 

None 60 minutes 

upon receipt 

Asst. City Assessor, 

LAOO (REA) 

2.5 Review and 

Approval of Field 

Appraisal and  

Assessment 

Sheet (FAAS) 

None 60 minutes 

upon receipt 

City Assessor 

  

  

  

2.6 Assign ARP 

on the Approved 

Field Appraisal 

and Assessment 

Sheet (FAAS) 

and Approved 

transaction in the 

RPAS 

None 30 minutes 

upon receipt 

Book Binder 

Assessment Clerk 

Admin Aide 

2.7 Generate Tax 

Declaration and 

Notice of          

Assessment 

None 20 minutes 

upon receipt 

Book Binder 

Assessment Clerk 

Admin Aide 

2.8 Sign Tax  

Declaration and 

Notice of           

None 30 minutes 

upon receipt 

City Assessor, Asst. 

City Assessor 
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1.5 CORRECTION / UPDATING OF ENTRY / ADDITIONAL ANNOTATIONS IN 

THE TAX DECLARATION 

 

CLIENT STEPS AGENCY ACTIONS FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON  

RESPONSIBLE 

Receive Tax Declaration 

and Notice of        

Assessment 

3.1 Releasing of  

approved Tax      

Declaration & Notice 

of Assessment 

  10 minutes BOOKBINDER 

  

  TOTAL   

18 Days, 5 

hours & 

50mins. 
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Office or Division: Examination Assessment Operation Evaluation section /  Admin    

Section 

Classification: Complex 

Type of Transaction: G2C Government to Citizen, G2G Government to Government, G2B 

Government to Business 

Who may avail: All Kabankalan City real property owners/taxpayers, and other parties 

of interest. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Certified true copy of Title Register of Deeds (ROD)  

ADDITIONAL REQUIREMENTS IF  

TRANSACTED BY REPRESENTATIVE 

2. Photocopy of the valid ID of the      

representative (Present original for               

verification, provide photocopy for 

submission) 

 Authorized representative 

3. Special Power of Attorney /             

Authorization letter or recorded voice 

message, or Corporate Secretary 

Certification, in the case of a          

corporation 

Owner 

CLIENT STEPS 
AGENCY 

 ACTIONS 

FEES TO 

BE PAID 

PRCESSING  

TIME 

PERSON  

RESPONSIBLE 

1. Sign in the       

Client's Logbook 

1.1 Staff assist 

the client 
None 5 minutes Frontline: 

Admin Aide 

2. Submit             

requirements for             

assessment & 

Verification 

2.1 Staff receive 

& check the    

documents 

None 60 minutes 

upon receipt 

Frontline: 

LAOO II 

LAOO I 

Bookbinder I 

Admin Aide I 

  2.2 Check the 

Real Property  

Assessment   

System (RPAS) 

for the current  

assessment    

record. 

None 30 minutes 

upon receipt 
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CLIENT 

STEPS 

AGENCY  

ACTIONS 

FEES 

TO BE 

PAID 

PRCESSING  

TIME 

PERSON  

RESPONSIBLE 

  2.3 Verify the  status 

of the title at the      

Register of Deeds 

(ROD) 

None 1 day LAOO 

Admin Aide 

Bookbinder 

  2.4 Encode additional/

correct data in the Re-

al Property              

Assessment System 

(RPAS) 

  60 minutes LAOO III 

LAOO II 

LAOO I 

TAX MAPPER I 

  2.5 Generate & Sign 

Field Appraisal &     

Assessment Sheet 

  30 minutes LAOO III 

LAOO II 

LAOO I 

TAXMAPPER I 

  2.6 Recommendation 

of Field Appraisal &      

Assessment Sheet 

(FAAS) for Approval 

  30 minutes Asst. City Assessor, 

LAOO (REA) 
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  2.7 Review and        

Approval of Field  

Appraisal &             

Assessment Sheet 

(FAAS) 

None 30 minutes City Assessor 

  

  

  

  

  2.6 Assign ARP on 

the Approved Field 

Appraisal and            

Assessment Sheet 

(FAAS) and            

Approved            

transaction in the 

RPAS 

None 30 minutes 

upon receipt 

Book Binder 

Assessment Clerk 

Admin Aide 

  2.7 Generate Tax 

Declaration and No-

tice of                    

Assessment 

None 20 minutes 

upon receipt 

Book Binder 

Assessment Clerk 

Admin Aide 

  2.8 Sign Tax       

Declaration and    

Notice of                    

Assessment 

None 30 minutes 

upon receipt 

City Assessor, 

Asst. City Assessor 

3.  Receive Tax 

Declaration and 

Notice of       

Assessment 

3.1 Releasing of       

approved Tax         

Declaration &        

Notice of               

Assessment 

  10 minutes BOOKBINDER 

  

  TOTAL   

1 Day, 5 

hours & 35 

minutes. 
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1.6 CANCELLATION OF ASSESSMENT (DEMOLISHED/NON-EXISTING  

BUILDING/MACHINERIES) 

Office or Division: Examination Assessment Operation Evaluation section /  Admin     

Section 

Classification: Complex 

Type of Transaction: G2C Government to Citizen, G2G Government to Government, G2B 

Government to Business 

Who may avail: All Kabankalan City real property owners/tax payers, and other parties 

of interest. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter requesting inspection of the owner 

specifying the requested cancellation 

Owner  

Photocopy of I.D.   (Bring the original for Owner 

ADDITIONAL REQUIREMENTS IF 

TRANSACTED BY REPRESENTATIVE 

  Photocopy of a valid ID of the             

representative 

(Present original for verification, provide 

photocopy for submission) 

  

  

  

Authorized representative 

Special Power of Attorney / Authorization 

letter or recorded voice message or 

Corporate Secretary Certification, in 

the case of a corporation 

Owner 
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CLIENT STEPS 
AGENCY  

ACTIONS 

FEES TO 

BE PAID 

PROCESSING  

TIME 

PERSON  

RESPONSI-

BLE 

1. Sign in the Client's 

Logbook 

1.1 Staff assist 

the client 
None 10 minutes Frontliner 

Admin Aide 

2. Letter request for 

inspection 

2.1 Staff receive 

& check the     

request 

2.2 Check the 

Real Property  

Assessment   

System for      

current             

assessment    

records 

None 60 minutes Frontline: 

LAOO II 

LAOO I 

Bookbinder I 

Admin Aide I 

2.3 Forward letter 

request to City 

Assessor 

  30 minutes City Assessor 

  2.4 Review the 

request and 

schedule for    

ocular inspection 

  60 minutes    

upon receipt 

City Assessor 

  2.5 Conduct    

Ocular Inspection 
  Within 5 days 

upon receipt 

Tax Mapping & 

Assessment 

Team 
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CLIENT STEPS AGENCY ACTIONS FEES TO 

BE PAID 

PROCESSING 

TIME 
PERSON RESPONSI-

BLE 
  2.6 If no building and 

machinery exist, 

make a Notice of 

Cancellation 

  
1 day at most 

LAOO III 

LAOO II 

LAOO I 

  2.7 Approval of No-

tice of Cancellation 
None 

30 minutes up-

on receipt 
Asst. City Assessor/City 

Assessor 

  

  

TOTAL   6 Days, 3 

hours & 10 

minutes 
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2.0 ISSUANCE OF PROPERTY HOLDING CERTIFICATION /NO  

PROPERTY / TAX MAP 

 The city Assessor provides a Certificate of Property Holding or Certificate of No Prop-
erty holding upon the request of the owner or his authorized  representative, any Govern-
ment agency, or private entity. This service allows the taxpayer to obtain a list of his/her 
property holdings as a reference for payment of taxes, and for other legal purposes it may 
serve. 

Office or Division: Tax mapping Section / Administrative Section 

Classification: Simple 

Type of Transac-

tion: 

G2C Government to Citizen, G2G Government to Government, G2B 

Government to Business 

Who may avail: All Kabankalan City real property owners/tax payers, and other   

parties of interest. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Official Receipt of Secretaryôs Fee City Treasurerôs Office  

2. Photocopy of I.D. Owner 
ADDITIONAL REQUIREMENTS IF  

TRANSACTED BY                          

REPRESENTATIVE 

3. Photocopy of valid ID of               

representative (Except for request 

of Tax Map) 

(Present original for verification,      

provide photocopy for  

submission) 

Authorized representative 

4. Special Power of Attorney /          

Authorization letter or recorded 

voice message or Corporate     

Secretary Certification, in the case 

of a corporation 

Owner 
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CLIENT STEPS 
AGENCY  

ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON  

RESPONSIBLE 

1. Sign in the 

Client's 

Logbook 

1.1 Staff assist 

the client 
None 10 minutes Frontliner 

Admin Aide 

2. Submit                     

require-

ments for 

the          

requested 

certification/

Tax Map 

2.1 Staff receive 

& check the    

documents     

submitted 

  

None 60 minutes     

upon receipt 

Frontliner 

LAOO II 

LAOO I 

Bookbinder I 

Admin Aide I 
2.2 Research  

Real Property  

Assessment   

System (RPAS) 

for requested  

certification/Tax 

Map 

None 60 minutes    

upon receipt 

Assessment Clerk 

Administrative Aide 

Tax Mapper 

Draftsman 

Tax Mapping Aide 



ну 

3.0 APPRAISAL OF LAND DECLARED FOR THE FIRST TIME 

(FOR TITLED PROPERTY) 

(Based on Sec. 5, Chapter IV, MRPAAO under LAR No. 1-04 issued by the Department  

of Finance on October 01, 2004) 

Office or Division: Examination Assessment Operation Evaluation Section/Tax Mapping 

Section 

Classification: Highly Technical 

Type of Transac-

tion: 

G2C Government to Citizen, G2G Government to Government, G2B 

Government to Business 

Who may avail: All Kabankalan City real property owners/taxpayers, and other parties 

of interest. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Certified True Copy of free patent, 

homestead or miscellaneous sales   

application/ Certified true copy of Title 

Register of Deeds (ROD)  

2. Sworn Statement of the true current and 

fair market value of Real Properties. 

Required under Sections 202 & 203 of 

Republic Act of 7160. 

Owner/Authorized representative 

3. Approved Survey Plan Department of Environment and Natural Re-

sources (DENR) 

4. Request for Ocular Inspection with a   

valid ID and complete mailing address 

Owner 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

ADDITIONAL REQUIREMENTS IF 

TRANSACTE  BY  REPRESENTATIVE 

5. Photocopy of valid ID of representative 

(present original for verification,        

provide photocopy for submission) 

Owner 
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3.  Wait for the docu-

ment 

3.1 Produce re-

quested Certifica-

tion/Tax Map 

 

P60.00/

cert. 

P200.00/

tax map 

  

30 minutes 

upon receipt 

Assessment Clerk 

Administrative Aide 

Tax Mapper 

Draftsman 

Tax Mapping Aide 

CLIENT STEPS 
AGENCY  

ACTIONS 
FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON  

RESPONSIBLE 

  3.2 Sign Certifi-

cation/Tax Map 
None 10 minutes up-

on receipt 

 City Assessor, Asst. 

City Assessor 

LAOO (REA) 

4. Receive re-

quested Certifi-

cation/Tax Map 

4.1 Releasing of 

Signed certifica-

tion/Tax Map 

  10 minutes up-

on receipt 

BOOKBINDER 

Administrative Aide 

 TOTAL   3 hours  

6. Special Power of Attorney/Authorization letter or 

recorded voice message or Corporate Secretary 

Certification, in the case of a corporation. 

Owner 

CLIENT STEPS 
AGENCY  

ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Sign in the Client's 

Logbook 

1.1 Staff assist 

the client 
None 10 minutes Frontline: 

Admin Aide 

2. Submit requirements 

(1-4) 

2.1 Staff receive, 

check & verify the 

documents      

submitted 

None 

  

3 days LAOOs 

  

  

2.2 Forward/

verified           

documents 

3. Submit a request for 

Ocular Inspection 

3.1 Schedule the 

conduct of Ocular 

Inspection/       

investigation 

None 

  

  

Within 10 days LAOOs 

Tax Mapper 

Draftsman 

Administrative Aide 
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 4. Wait for     

Ownerôs Copy 

of Tax         

Declaration 

4.1 Prepare Field 

Appraisal &      

Assessment 

Sheet (FAAS) 

None 1 day LAOOs 

Tax Mapper I 

  

4.2 Recommen-

dation of Field 

Appraisal &      

Assessment 

Sheet (FAAS) for       

approval 

None 2 days Assistant City Asses-

sor, LAOO (REA) 

4.3 Review and 

Approval of Field 

Appraisal &      

Assessment 

Sheet (FAAS) 

None 3 days City Assessor 

4.4 Assign ARP 

on the approved 

Field Appraisal & 

Assessment 

Sheet (FAAS) 

and approved 

transaction in the 

Real Property  

Assessment   

System (RPAS) 

None 1 day Assessment Clerk II 

Bookbinder II 

Administrative Aide I 

4.5 Generate Tax 

Declaration and 

Notice of          

Assessment 

None 30 minutes Assessment Clerk II 

Bookbinder II 

Administrative Aide I 

4.6 Sign Tax   

Declaration and     

Notice of              

Assessment 

None 30 minutes City Assessor, Asst. 

City Assessor 
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5. Receive Owner's 

Copy of Tax         

Declaration and     

Notice of                

Assessment 

5.1 Release Tax 

Declaration and 

Notice of          

Assessment 

None 10 minutes Administrative Aide 

  

  TOTAL   

19 days, 2 

hours & 20 

minutes 

  



он 

3.1 APPRAISAL OF LAND DECLARED FOR THE FIRST TIME  

 (FOR UNTITLED PROPERTY) 

(Based on Sec. 5, Chapter IV, MRPAAO under LAR No. 1-04 issued by the Department  

of Finance on October 01, 2004) 

 Office or Division: Examination Assessment Operation Evaluation Section/Tax Mapping 

Section 

Classification: Highly Technical 

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

Who may avail: All Kabankalan City real property owners/taxpayers, and other parties 

of interest. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Survey plan prepared by a duly      

licensed Geodetic Engineer & duly 

approved by the Land Management 

Bureau of the Department of        

Environment and Natural               

Resources. 

Land Management Bureau (LMB) of the Depart-

ment of Environment and Natural Resources 

(DENR)  

2. Certification stating that the land is 

within the alienable and disposable 

(A&D) area. 

Community Environment and Natural Resources 

Office (CENRO) 

3. Affidavit of Ownership that the       

applicant is in open, continuous,   

exclusive, and notorious possession 

of the property. 

Notary Public 
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4. Sworn Statement of the true current 

and fair market value of Real     

Properties. Required under Sections 

202 & 203 of Republic Act of 7160. 

Owner 

5. Certification of the Barangay Captain 

that the declarant is the present  

possessor and occupant of the land, 

and the certification of the adjoining 

owners, duly sworn to the barangay 

Punong Barangay 

6. Request for Ocular Inspection with 

valid ID & complete mailing address. 

Owner 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

ADDITIONAL REQUIREMENTS IF 

TRANSACTED BY                    

REPRESENTATIVE 

7. Photocopy of valid ID of                

representative (present original for 

verification, provide photocopy for 

submission) 

Owner 

8. Special Power of Attorney/

Authorization letter or recorded 

voice message or Corporate        

Secretary Certification, in the case 

of a corporation. 

 Owner 
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CLIENT STEPS 
AGENCY AC-

TIONS 

FEES TO 

BE PAID 

PRO-

CESSING 

TIME 

PERSON RESPONSI-

BLE 

1. Sign in the       

Client's        

Logbook 

1.1 Staff assist 

the client 

None 10 minutes Frontlines: 

Admin Aide 

LAOOs 

Bookbinder 

2. Submit            

requirements   

(1-5) 

2.1 Staff receive 

& check, and  

verify submitted 

documents. 

  

None 

  

Within 3 

days 

LAOOs 

  

  

2.2 Forward/

verified           

documents to the 

City Assessors 

3. Submit a request 

for Ocular      

Inspection 

3.1 Schedule the 

conduct of Ocular 

Inspection/       

investigation 

None 

  

  

Within 150 

days 

LAOOs 

Tax Mapper 

Draftsman 

Administrative Aide 
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 4. Wait for 

Ownerôs 

Copy of Tax     

Declaration 

4.1 Prepare Field 

Appraisal &       

Assessment 

Sheet (FAAS) 

None 1 day LAOOs 

Tax Mapper I 

  

4.2 Recommen-

dation of Field 

Appraisal &       

Assessment 

Sheet (FAAS) for 

approval 

None 2 days Assistant City    

Assessor 

4.3 Review and 

Approval of Field 

Appraisal &      

Assessment 

Sheet (FAAS) 

None 3 days City Assessor 

4.4 Assign ARP 

on the approved 

Field Appraisal & 

Assessment 

Sheet (FAAS) 

and approved 

transaction in the 

Real Property  

Assessment   

System (RPAS) 

None 60 minutes Assessment Clerk 

II 

Bookbinder II 

Administrative 

Aide I 

4.5 Generate Tax 

Declaration and 

Notice of          

Assessment 

None 30 minutes Assessment Clerk 

II 

Bookbinder II 

Administrative 

Aide I 

4.6 Sign Tax  

Declaration and 

Notice of          

Assessment 

None 30 minutes City Assessor, 

Asst. City          

Assessor 
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5. Receive Owner's 

Copy of Tax 

Declaration and 

Notice of       

Assessment 

5.1 Release Tax 

Declaration and 

Notice of          

Assessment 

None 10 minutes Administrative Aide 

  

  

TOTAL   19 days, 2 

hours, 20 

minutes 
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3.2 ISSUANCE OF CERTIFICATE OF NO IMPROVEMENT  

 Office or Division: Examination Assessment Operation Evaluation Section/Tax Mapping 

Section 

Classification: SIMPLE/COMPLEX 

Type of Transac-

tion: 

G2C Government to Citizen, G2G Government to Government 

Who may avail: All Kabankalan City real property owners/taxpayers, and other parties of 

interest. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter request from the property   

owner 

Owner  

2. Official Receipt City Treasurerôs Office 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

ADDITIONAL REQUIREMENTS IF 

TRANSACTED BY                    REP-

RESENTATIVE 

3. Photocopy of valid ID of                 

representative (present original for 

verification, provide photocopy for 

submission) 

Owner 

4. Special Power of Attorney/

Authorization letter or recorded voice 

message or Corporate        Secretary 

Certification, in the case of a         

corporation. 

 Owner 
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CLIENT STEPS 
AGENCY  

ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Sign in the       

Client's      

Logbook 

1.1 Staff assist the 

client 
None 10 minutes Frontliners 

  

2. Submit             

requirements 

2.1 Staff receive & 

check submitted 

requirements 

None 

  

30 minutes Frontliners 

  

  2.2 Check the   

Real Property    

Assessment    

System (RPAS) for 

existing             

improvements 

None 30 minutes Frontliners 

  

 2.3 Forward letter 

request to City  

Assessor 

  10 minutes   

 2.4 Schedule    

Ocular Inspection 

to verify in the field 

the existence or 

non-existence of 

improvements 

None 30 minutes City Assessor 
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CLIENT STEPS 
AGENCY  

ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON  

RESPONSIBLE 

3. Wait for the 

schedule of 

Ocular         

Inspection 

3.1 Conduct      

Ocular Inspection 

None 

  

  

Within 5 days LAOOs 

Tax Mapper 

Draftsman 

Administrative Aides 

Support Staff 

  3.2 If no existing 

building or other 

structure, issue a 

Certificate of No 

Improvement 

P 60.00 60 minutes LAOOs 

Tax Mapper I 

  3.2.1 Sign        

Certificate of No 

Improvement 

None 10 minutes City Assessor, 

Assistant City        

Assessor, LAOO 

(REA) 

  3.3 If there is an 

existing             

improvement,   

prepare the Field 

Appraisal &       

Assessment Sheet 

(FAAS) for the   

improvement 

None Within 3 days 

after Ocular  

Inspection 

LAAOs 

Tax Mapper I 

  3.3.1 Generate 

Field Appraisal & 

Assessment Sheet 

(FAAS) 

 None 30 minutes LAAOs 

Tax Mapper I 

  3.4 Recommenda-

tion of Field       

Appraisal &       

Assessment Sheet 

(FAAS) for         

approval 

None 30 minutes Assistant City        

Assessor 

  3.5 Approval of 

Field Appraisal & 

Assessment Sheet 

(FAAS) 

None 30 minutes City Assessor 
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CLIENT STEPS 
AGENCY  

ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

  

3.6 Assign ARP on 

the approved Field 

Appraisal &       

Assessment Sheet 

(FAAS) and       

approved        

transaction in the 

Real Property    

Assessment    

System (RPAS) 

None 30 minutes Assessment Clerk II 

Bookbinder II 

Administrative Aide I 

  

3.6.1 Generate 

Tax Declaration 

and Notice of    

Assessment 

None 30 minutes Assessment Clerk II 

Bookbinder II 

Administrative Aide I 

3.7 Sign Tax    

Declaration and 

Notice of           

Assessment 

None 30 minutes City Assessor, Asst. 

City Assessor 

 Receive Tax Decla-

ration and Notice 

of Assessment 

4.1 Release Tax 

Declaration and 

Notice of           

Assessment 

None 60 minutes Administrative Aide 

  

  

  

TOTAL   5 days, 3 hrs. 

20 minutes 

to 

6 days, 7 hrs. 
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BUSINESS PERMIT  

LICENCING OFFICE  
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Office or Division: Mayorôs Office ï Business Permit & Licensing Section  

Classification: Simple  

Type of Transaction: G2C ï Government to Client  

Who may avail: Kabankalan City taxpayers engaging in Business and professional 

services  

CHECKLIST OF REQUIREMENTS FOR  

RENEWAL OF BUSINESS 
WHERE TO SECURE 

1. Sales Declaration 

 

Business Owner 

 

2. Current yearôs Community Tax Certificate issued 
in Kabankalan City or other LGUs (if available)  City Treasurerôs Office or other LGUs 

3. Certificate of Registration and By-lawsð1 photo-
copy 

 

 

¶ Valid ID 

¶ Contract of Lease for Market Occupants and   
Lessee 

¶ Special Power of Attorney/Secretaryôs Certificate 

 

 

 

 

 

 

 

 

 

5. Barangay Business Clearance Respective Barangayôs 

1. PROCESSING OF BUSINESS PERMIT RENEWAL 

SCHEDULE OF AVAILABILITY: 

MONDAY TO FRIDAY 8:00am-5:00pm ( NO NOON BREAK )  

Business Owner 

Business Owner 

City Economic Enterprise and 

Management Office 
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CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

A. VERIFICATION AND APPROVAL OF REQUIREMENTS 

 

1. Submit the required  

documents for verifica-

tion and approval 

 

1.1 Accept the docu-

ments for verification and 

approval 

 

None 

 

10 minutes 

 

BPLO Staff 

  

1.2 Verification and Ap-

proval of Requirement 

from City Planning and 

Development Office 

 

None 

 

15 minutes 

CPDO Staff 

  

1.3 Verification and     

Approval of Require-

ments of the City Engi-

neers Office (OBO) 

 

None 

 

15 minutes 

 

OBO Staff 

  

1.4 Verification and Ap-

proval of Requirements 

of the City Health Office 

(Sanitary Permit) 

 

None 

 

15 minutes 

 

CHO Staff 

Sanitary  

Inspector 
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CLIENT STEPS  AGENCY ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

B. ASSESMENT OF BUSINESS TAX  

 

1. Present the Approved 

Sales Declaration,    

Unified Application 

Form and other required 

documents 

 

1.1 Accept the  approved 

sales  declaration,      

Unified Application form 

and Approved Clearanc-

es and Requirements 

 

None 

 

5 minutes 

 

BPLO Staff 

  

1.2 Encode thru the   

system all pertinent          

information from the 

business permit and   

compute City Tax and       

regulatory fees 

 

None 

 

15 minutes 

 

A.A. 1 

 

 

2. Receive  computer-

ized Tax Order of    

Payment for approval of 

authorized signatories 

 

2.1 Issue computerized 

Tax Order of Payment 

 

None 

 

10 minutes 

 

A.A. 1 

 

3. Payment of Assess-

ment of Fees 

 

3.1 Accept the presented 

Tax Order of Payment 

 

 

 

25 minutes 

 

A.A. 1 
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CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

C. ISSUANCE OF BUSINESS PERMIT 

 

1. Present the Ap-

proved Unified Ap-

plication, Clearanc-

es and         Re-

quirements 

 

1.1 Accept the presented 

Unified Application  Clear-

ances and Requirements  

 

None 

 

5 minutes 

 

BPLO Staff 

  

1.2 Printing of Business 

Permit  

 

None 

 

5 minutes 

 

BPLO Staff 

 

 

  

1.3 Approval/Signature of 

Business Permits 

 

None 

 

 30  minutes 

 

LCE 

CITY ADMIN 

L.O. IV 

  

1.4 Releasing of Approved 

Business Permit 

 

None 

 

15 minutes 

 

BPLO Staff 

Total:  3 hours 

15minutes 
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Office or Division: Mayorôs Office ï Business Permit & Licensing Section  

Classification: Simple  

Type of Transaction: G2C ï Government to Client  

Who may avail: Kabankalan City taxpayers engaging in Business and professional 

services  

CHECKLIST OF REQUIREMENTS FOR  

 NEW BUSINESS  
WHERE TO SECURE 

1. Sales Declaration and Unified Application Form    BPLO Office 

2. Current yearôs Community Tax Certificate issued 
in Kabankalan City or other LGUs (if available)  

  City Treasurerôs Office or other LGUs 

3. Certificate of Registration and By-lawsð1 photo-
copy 

 

¶ For CooperativeðCDA 

¶ For AssociationðDOLE 

¶ For CorporationðSEC 

¶ For Single ProprietorshipðDTI 

¶ Valid ID 

¶ Contract of Lease for Market Occupants and   
Lessee 

¶ Special Power of Attorney/Secretaryôs Certificate 

 

 

 

4. Preceding yearôs business tax bill and Official Re-
ceipts 

City Treasurerôs Office 

5. Barangay Business Clearance Respective Barangayôs 

2. PROCESSING OF BUSINESS PERMIT NEW 

SCHEDULE OF AVAILABILITY: 

MONDAY TO FRIDAY 8:00am-5:00pm (NO NOON BREAK) 

Business Owner 

Business Owner 

City Economic Enterprise and 

Management Office 

Business Owner 

Business Owner 

Business Owner 

Business Owner 
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CLIENT STEPS  AGENCY           ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

A. VERIFICATION AND APPROVAL OF REQUIREMENTS 

 

1. Submit the        

required  documents 

for verification and 

approval 

 

1.1 Accept the           

documents for            

verification and approval 

 

None 

 

10 minutes 

 

BPLO Staff 

  

1.2 Verification of        

Requirement from City 

Planning and              

Development Office 

 

None 

 

15 minutes 

CPDO Staff 

  

1.3 Verification of        

Requirements of the City 

Engineers Office (OBO) 

 

None 

 

15 minutes 

 

OBO Staff 

  

1.4 Verification of  

Requirements of the City 

Health Office (Sanitary 

Permit) 

 

None 

 

15 minutes 

 

CHO Staff 

SANITARY  

INSPECTOR 
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CLIENT STEPS  AGENCY ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

B. ASSESMENT OF BUSINESS TAX 

 

1. Present the          

Approved Sales     

Declaration,    Unified 

Application Form and 

other required         

documents 

 

1.1 Accept the  approved 

sales  declaration,      

Unified Application form 

and Approved          

Clearances and          

Requirements 

 

None 

 

5 minutes 

 

BPLO Staff 

  

1.2 Encode thru the   

system all pertinent          

information from the 

business permit and   

compute City Tax and       

regulatory fees 

 

None 

 

15 minutes 

 

A.A. 1 

 

 

2. Receive             

computerized Tax    

Order of    Payment for 

approval of authorized 

signatories 

 

2.1 Issue computerized 

Tax Order of Payment 

 

None 

 

3 minutes 

 

A.A. 1 

 

3. Payment of           

Assessment of Fees 

 

3.1 Accept the presented 

Tax Order of Payment 

  

25 minutes 

 

A.A. 1 
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CLIENT STEPS  AGENCY ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

C. ISSUANCE OF BUSINESS PERMIT 

 

1. Present the   

Approved Unified 

Application,   

Clearances and         

Requirements 

 

1.1 Accept the presented 

Unified Application     

Clearances and             

Requirements  

 

None 

 

5 minutes 

 

BPLO Staff 

  

1.2 Printing of Business 

Permit  

 

None 

 

5 minutes 

 

BPLO Staff 

 

 

  

1.3 Approval/Signature of 

Business Permits 

 

None 

 

 30  minutes 

 

LCE 

CITY ADMIN 

L.O. IV 

  

1.4 Releasing of Approved 

Business Permit 

 

None 

 

5 minutes 

 

BPLO Staff 

Total:  3 hours 

15minutes 
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Office or Division: Mayorôs Office ï Business Permit & Licensing Section  

Classification: Simple  

Type of Transaction: G2C ï Government to Client  

Who may avail: Kabankalan City taxpayers engaging in Business and professional 

services  

CHECKLIST OF REQUIREMENTS FOR  

BUSINESS CLOSURE 
WHERE TO SECURE 

1. Barangay Closure Certificate Respective Barangayôs 

2. Letter of Intent to close the business  Business Owner 

3. Original Business Permit   

 

Business Owner 

4. Valid ID Business Owner 

6. Special Power of Attorney/Secretaryôs Certificate Business Owner 

7.Sworn Statement of Gross Sales/Receipts for the 
current calendar year. 

Business Owner 

  

3. PROCESSING OF BUSINESS CLOSURE 

SCHEDULE OF AVAILABILITY: 

MONDAY TO FRIDAY 8:00am-5:00pm ( NO NOON BREAK )  
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CLIENT STEPS  AGENCY ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

A. VERIFICATION AND APPROVAL OF BUSINESS CLOSURE 

1. File 

1.1 Fills-out application 
form for business       
closure and submits the 
said form together with 
documentary              
requirements. 

 

1. 1 Receives form and 
checks completeness of 
submitted requirements. 

 

None 

 

10 minutes 

 

BPLO Staff 

A.A. 1 

  

1.2 Conduct Inspection 

 

None 

 

10 minutes 

 

BPLO Staff 

L.I. 2 

  

1.3 Assesses business 

taxes and fees due and 

prepares order of       

payment. Releases the 

order of payment to the 

applicant.  

 

None 

 

10 minutes 

 

A.A. 1 

B. ASSESMENT OF BUSINESS CLOSURE 

 

2. Receive              

computerized Tax     

Order of    Payment for 

approval of authorized 

signatories 

 

2.1 Issue computerized 

Tax Order of Payment 

 

 

 

10 minutes 

 

A.A. 1 
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CLIENT STEPS  
AGENCY            

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

C. ISSUANCE OF BUSINESS CLOSURE CERTIFICATE 

3. Claim 

3.1 Presents the Official 

Receipt together with the 

business closure form and 

requirements.  

 

3.1 Receives form and 

prepares retirement form 

for approval of the City 

Treasurer.  

 

 

 

 

 

 

BPLO Staff 

A.A. 1 

  

3.2 Approves application 
for business closure.  

 

None 

 

10 minutes 

L.O. IV 

BPLO Staff 

 

 3.3. Prepares             

Certification for signature 

of the Office Manager.  

 

None 

 

10 minutes 

A.A. 1 

 3.4. Signs the            Cer-

tification.  

 

 

 

10 minutes 

L.O. IV 

 3.5. Releases the        

approved form for     busi-

ness closure         togeth-

er with the        certifica-

tion.  

  A.A. 1 

Total:  1 hours 17 

minutes 
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Office or Division: Mayorôs Office ï Business Permit & Licensing Section  

Classification: Simple  

Type of Transaction: G2C ï Government to Client  

Who may avail: Kabankalan City taxpayers engaging in Business and professional 

services  

CHECKLIST OF REQUIREMENTS FOR  

BUSINESS CLOSURE 
WHERE TO SECURE 

1. Barangay Closure Certificate Respective Barangayôs 

2. Letter of Intent to close the business  Business Owner 

3. Original Business Permit   

 
Business Owner 

4. Valid ID Business Owner 

6. Special Power of Attorney/Secretaryôs Certificate Business Owner 

7.Sworn Statement of Gross Sales/Receipts for the 
current calendar year. 

Business Owner 

4. PROCESSING OF BUSINESS UPDATING 

SCHEDULE OF AVAILABILITY: 

MONDAY TO FRIDAY 8:00am-5:00pm ( NO NOON BREAK )  
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CLIENT STEPS  AGENCY ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

A. VERIFICATION AND APPROVAL BUSINESS UPDATING 

1. File 

1.1 Fills-out application 
form for business       
closure and submits the 
said form together with 
documentary              
requirements. 

 

1. 1 Receives form and 
checks completeness of 
submitted requirements. 

 

None 

 

10 minutes 

 

BPLO Staff 

  

1.2 Conduct Inspection 

 

None 

 

10 minutes 

 

BPLO Staff 

  

1.3 Assesses business 

taxes and fees due and 

prepares order of       

payment. Releases the 

order of payment to the 

applicant.  

 

None 

 

10 minutes 

 

A.A. 1 

B. ASSESMENT OF BUSINESS UPDATING 

 

2. Receive              

computerized Tax     

Order of    Payment for 

approval of authorized 

signatories 

 

2.1 Issue computerized 

Tax Order of Payment 

 

 

 

10 minutes 

 

A.A. 1 
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CLIENT STEPS   AGENCY       ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

C. ISSUANCE OF UPDATED BUSINESS PERMIT 

3. Claim 

3.1 Presents the Official 

Receipt together with 

the business closure 

form and requirements.  

 

3.1 Receives form and 

prepares retirement form 

for approval of the City 

Treasurer.  

 

 

 

 

 

 

BPLO Staff 

  

3.2 Approves application 
for business closure.  

 

None 

 

10 minutes 

 

A.A.1 

 

 3.3. Prepares              

Certification for signature 

of the Office Manager.  

 

None 

 

10 minutes 

A.A. 1 

 3.4. Signs the            

Certification.  

 

 

 

10 minutes 

 

A.A.1 

 3.5. Releases the        

approved form for     

business closure         

together with the        

certification.  

  BPLO Staff 

Total:  1 hours 17 

minutes 

 



рс 



рт 

Office or Division: City Civil Registry Office  

Classification: Complex 

Type of Transaction: Government to Stakeholders  

Who may avail: Stakeholders  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Certificate of Live Birth (COLB)  City Civil Registry Office  

2. Community Tax Certificate  City Treasurers Office  

3. Immunization Card/Growth Chart Barangay Health Center  

4. Marriage Certificate (for married  couple) Parents/Local Civil Registrar 

5. Pre-natal Record of the Mother  Clinic/Barangay Health Center  

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PRO-

CESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Fill-out the Data Sheet 1.1 Submit 

Data Sheet  

None 2 minutes CCR Staff 

2. Submit to window 3 for assess-

ment and verification 

2.1 Checking 

of documents 

and start of         

processing of 

request  

None 2 minutes 

 

CCR Staff 

 2.2 Issue                           

acknowledg-

ment receipt  

None  1 minute CCR Staff 

A. TIMELY REGISTRATION OF BIRTH 

1. REGISTRATION OF BIRTH  
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CLIENT STEPS  AGENCY   ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

3. Preparation and   

posting of Birth          

Certificate  

3.1 Encoding 

and Printing of 

all the data in 

the COLB 

None 3 days  CCR Staff 

 3.2 Obtaining 

signature and 

official seal in 

the COLB  

None 1 minute Civil Registration 

Officer I 

Civil Registration 

Officer III 

 3.3 Execution of 

AUSF by the 

mother (for     

unmarried     

couple) 

None 1 minute  CCR Staff 

Client 

4. Proceed to      Treas-

urerôs Office  

4.1 Payment of 

AUSF 

Kab. Resident 

Non Resident 

Foreign 

Resident 

 

 

P 50.00  

P100.00 

P500.00 

1 minute City Treasurers 

Office 

1. REGISTRATION OF BIRTH  

A. TIMELY REGISTRATION OF BIRTH 
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CLIENT STEPS  
AGENCY               

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

5. Registration  of Birth  

Certificate  

5.1 Entry into 

Birth  Registry 

Book and Registry 

of Legal            

Instruments  

None 2 minutes  CCR Staff 

6.  Releasing of Birth       

Certificate 

6.1 Releasing of 

COLB  

None 1 minute CCR Staff 

 6.2 Receiving of 

copy of COLB and 

Signing  in the 

logbook  

None 1 minute  CCR Staff 

Client 

Total:  

For Kabankalan Resident P 50.00  

3 days and 
12 minutes 

For Non Resident P 100.00  

For Foreign Resident 

P 500.00  

A. TIMELY REGISTRATION OF BIRTH 

1. REGISTRATION OF BIRTH  
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B. DELAYED REGISTRATION OF BIRTH  

Office or Division: City Civil Registry Office  

Classification: Complex 

Type of Transaction: Government to Stakeholders 

Who may avail: Stakeholders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Certificate of Live Birth (COLB) City Civil Registry Office 

2. Community Tax Certificate  City Treasurers Office  

3. Immunization Card/Growth Child  Barangay Health Center  

4. Marriage Certificate (for married   
couple) 

Parents/Local Civil Registrar 

5. Baptismal Certificate  Church  

6. Form 137  Last School Attended  

7. Affidavit of Delayed Registration  Notary Public 

8. Driverôs License  Land Transportation Office 

9. GSIS/SSS ID/Philhealth ID/Record  GSIS/Social Security System/Philhealth 

10. Voterôs ID/Certification  COMELEC  

11. TIN ID  Bureau of Internal Revenue 

12. Negative Result (Birth Certificate) Philippine Statistics Authority 

13. National ID Philippine ID System 

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              RESPON-

SIBLE  

1. Fill-out the Data 

Sheet 

1.1 Submit 

Data Sheet  

None 1 minute CCR Staff 
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CLIENT STEPS  
AGENCY                

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON                               

RESPONSIBLE  

2. Submit to      window 3 
for     assessment &   ver-
ification 

2.1 Checking of 
documents and 
start of processing 
the request 

None  2 minutes CCR Staff 

 2.2 Issue            
acknowledgment 
receipt  

None 1 minute CCR Staff 

3. Preparation and Post-
ing of Birth Certificate  

3.1 Encoding and 
Printing of all the 
data in the COLB 

None 10 days CCR Staff 

 3.2 Obtaining     
signature and     
official seal in the 
COLB  

None 1 minute Civil Registra-

tion Officer I 

Civil Registra-

tion Officer III 

City Civil Regis-

trar 

 3.3 Execution of 
AUSF (for          
unmarried couple) 

Kab. Resident  

Non Resident 

Foreign Resident 

 

 

P50.00 

P100.00 

P500.00 

1 minute  CCR Staff 

 3.4 Enter into Birth                
Registry Book  

None 1 minute  CCR Staff 

4. Releasing of Birth Cer-
tificate 

4.1 Releasing of 
Birth Certificate  

None 1 minute CCR Staff 

Total: 

For Kabankalan Resident  P 50.00 

10 days and 
8 minutes 

 

For Non Resident P 100.00  

P 500.00  For Foreign Resident 

B. DELAYED REGISTRATION OF BIRTH  



сн 

C. INCOMING OUT-OF-TOWN REPORTING OF  

CIVIL REGISTRY DOCUMENTS 

Office or Division: City Civil Registry Office  

Classification: Simple  

Type of Transaction: Government to Stakeholders  

Who may avail: Stakeholders  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Certificate of Live Birth (COLB) City Civil Registry Office 

2. Community Tax Certificate  City Treasurers Office  

3. Marriage Certificate (for married  couple) Parents/Local Civil Registrar 

4. Baptismal Certificate  Church/Religious Affiliation  

5. Form 137  Last School Attended  

6. Affidavit of Late Registration  Notary Public 

7. Driverôs License  Land Transportation Office 

8. GSIS/SSS/Philhealth ID/Record GSIS/SSS/Philhealth 

9. Voterôs ID/Certification  COMELEC 

10. TIN ID Bureau of Internal Revenue 

11. Negative Result (Birth Certificate) Philippine Statistics Authority 

12. National ID Philippine ID System 

CLIENT STEPS 
AGENCY           

ACTIONS 

FEES 

TO BE 

PAID 

PROCESSING 

TIME 

PERSON              

RESPONSIBLE 

1. Receipt of Birth Certificate 1.1 Assess-

ment and 

Verification of 

None 1 minute CCR Staff 
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CLIENT STEPS 
AGENCY              
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON                
RESPONSIBLE 

 1.2 Obtaining          

signature and 

official seal in 

the COLB  

None 1 minute Civil Registration 

Officer I 

Civil Registration 

Officer III 

City Civil Registrar 

 1.3 Enter into 

Birth Registry 

Book  

None 1 minute  CCR Staff 

2. Request for                     

Endorsement 

2.1 Payment of 

O.R 

P 100.00 1 minute CCR Staff 

 2.2 Preparation 

of Endorsement 

to PSA 

None 1 minute CCR Staff 

3. Releasing of Birth                  

Certificate  

3.1 Through 

mail or courier 

None  1 minute CCR Staff 

Client 

P 100.00 6 minutes 

 

Total: 

C. INCOMING OUT-OF-TOWN REPORTING OF   

CIVIL REGISTRY DOCUMENTS  
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D. OUTGOING OUT-OF-TOWN REPORTING OF 
CIVIL REGISTRY DOCUMENTS  

Office or Division: City Civil Registry Office  

Classification: Complex 

Type of Transaction: Government to Stakeholders  

Who may avail: Stakeholders  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Certificate of Live Birth (COLB) City Civil Registry Office  

2. Community Tax Certificate  City Treasurers Office  

3. Marriage Certificate (for married couple) Parents/Local Civil Registrar 

4. Baptismal Certificate  Church  

5. Affidavit of Late Registration  Notary Public 

6. Form 137/ Transcript of Records Last School Attended  

7. Driverôs License  Land Transportation Office 

8. GSIS/SSS/Philhealth ID/Record GSIS/SSS/Philhealth 

9. Voterôs ID/Certification  COMELEC 

10. TIN ID Bureau of Internal Revenue 

11. Negative Result (Birth Certificate) Philippine Statistics Authority 

12. National ID Philippine ID System 
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CLIENT STEPS 
AGENCY              

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON              

RESPONSIBLE 

1. Fill-out the Data 

Sheet and Submit to 

window 3 for           

assesment and         

verification 

1.1 Checking of        

documents and 

start of                 

processing the 

request 

None 2 minutes CCR Staff 

2. Proceed to        

Treasurerôs Office 

2.1 Order of    

Payment  

P 100.00 1 minute City Treasurers 

Office 

3. Preparation and 

posting of Birth        

Certificate  

3.1 Encoding and 

Printing of all the 

data in the COLB 

None 10 days CCR Staff 

 3.2 Obtaining of  

signature  

None 1 minute Civil Registration 

Officer I 

Civil Registration 

Officer III 

City Civil        

Registrar 

 4. Releasing of Birth 

Certificate  

4.1 Forwarding of 

Birth Certificate to 

various LCRO 

None 1 minute CCR Staff 

P 100.00 
10 days &      

5 minutes 

 

Total: 

D. OUTGOING OUT-OF-TOWN REPORTING OF 
CIVIL REGISTRY DOCUMENTS  
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Office or Division: City Civil Registry Office  

Classification: Complex 

Type of Transaction: Government to Stakeholders 

Who may avail: Stakeholders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Community Tax Certificate  City Treasurerôs Office  

2. Parents Consent or Advice for parties  below 25 
year old  

City Civil Registry Office 

3. Birth Certificate  Civil Registry Office  

4. Certificate of No Marriage  Philippine Statistics Authority  

5. Legal Capacity to Contract Marriage  Philippine Embassy  Manila/Cebu 

6. Divorce or Annulments Papers  Court of Jurisdiction  

7. Death Certificate for Remarriage  

(if applicable) 

Civil Registry Office 

8. Any Valid ID Applicable Agency 

CLIENT STEPS 
AGENCY                      

ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON              

RESPONSIBLE 

1. Fill-out the Data Sheet & 

Submit for assessment &        

verification 

1.1 Review data 
Sheet for             
completeness  

None 3 minute Civil            

Registration 

Officer I 

CCR Staff 

2. Proceed to City Treasurers 

Office  

2.1 Payment of      

release of marriage 

license 

A. Both are            
residents of   
Kabankalan  
B. One party is not a 
resident of    
Kabankalan 

P10.00 
 
 
P90.00 
 
P140.00 

3 minutes Civil           

Registration       

Officer I 

City         

Treasurers   

Office 

2. APPLICATION OF MARRIAGE LICENSE 

A. MARRIAGE LICENSE  
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CLIENT STEPS 
AGENCY              

ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON             

RESPONSIBLE 

 C. One Party is a 
Foreigner 

P540.00   

 2.2 Signing of      

Parents Consent 

or Advice  

None 1 minute Civil            

Registration 

Officer I 

3. Preparation and 

Posting of Marriage      

License 

3.1 Encoding and 

printing of        

Marriage License  

None 10 days Civil           

Registration 

Officer I 

 3.2 Obtaining   

Signature 

None 1 minute City Civil   

Registrar 

 3.3 Entry into       

Registry of         

Marriage License 

and logbook  

None 1 minute Civil           

Registration 

Officer I 

 3.4 Releasing of 

Marriage License 

None 1 minute Civil           

Registration 

Officer I 

Total: 

Both residents of Kabankalan P 100.00  

10 days &    

12 minutes 

One Party is not a resident of  

Kabankalan 
P 150.00 

 

One Party is a Foreigner P 550.00 

 

A. MARRIAGE LICENSE  
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Office or Division: City Civil Registry Office  

Classification: Simple  

Type of Transaction: Government to Stakeholders 

Who may avail: Stakeholders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Community Tax Certificate  City Treasurerôs Office  

2. Birth Certificate  Civil Registry Office  

3. Certificate of No Marriage  Philippine Statistics Authority  

4. Affidavit under Art 34 of the Family Code Notary Public 

CLIENT STEPS 
AGENCY           
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON             
RESPONSIBLE 

1. Fill-out the Data Sheet for           
assessment and verification 

1.1 Review 
data Sheet &         
requirements  

None 3 minutes Civil Registration 
Officer I 

CCR Staff 

2. Proceed to Treasurers Office  2.1 Order of      
payment 

P 50.00 1 minute City Treasurers 

Office 

3. Preparation of Marriage Certificate  3.1 Encoding 
and Printing 
of  Marriage         
Certificate  

None 3 minutes  CCR Staff 

4. Releasing of Marriage Certificate  4.1 Releas-
ing of      
Marriage         
Certificate for 
ceremony 

None 1 minute Civil Registration 
Officer I 

CCR Staff 

P 50.00 8 minutes 
 

Total: 

B. UNDER ARTICLE 34 OF THE FAMILY CODE  
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Office or Division: City Civil Registry Office  

Classification: Simple  

Type of Transaction: Government to Stakeholders 

Who may avail: Stakeholders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Marriage Certificate  Church/Civil Registrars Office  

2. Authority of the Solemnizing Officer Solemnizing Officer  

3. Marriage License City Civil Registry Office 

CLIENT STEPS 
AGENCY           
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON             
RESPONSIBLE 

1.  Submit Marriage License 

for encoding  

1.1 Encoding 

of Marriage 

Certificate 

P50.00 2 minutes CCR Staff 

 1.2. Reviewing 

of Certificate 

of Marriage 

None  2 minutes CCR Staff 

2. Submit Marriage          

Certificate after ceremony  

2.1. Review 

the document 

and obtain      

signature and    

Official seal  

None 2 minutes Records Officer I 

City Civil      

Registrar  

 2.2 Registra-

tion of        

Marriage           

Certificate & 

Entry in the 

Registry Book  

None 1 minute CCR Staff 

 2.3 Releasing 

of Marriage        

Certificate  

None 1 minute CCR Staff 

None 9 minutes  Total: 

3. MARRIAGE CERTIFICATE 

A. TIMELY REGISTRATION OF MARRIAGE 
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Office or Division: City Civil Registry Office  

Classification: Simple  

Type of Transaction: Government to Stakeholders 

Who may avail: Stakeholders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Community Tax Certificate  City Treasurerôs Office  

2. Parents Consent or Advice for parties be-
low 25 year old  

City Civil Registry Office 

3. Birth Certificate  Civil Registry Office  

4. Certificate of No Marriage  Philippine Statistics Authority  

5. Legal Capacity to Contract Marriage  Philippine Embassy  Manila/Cebu 

6. Divorce or Annulments Papers  Court of Jurisdiction  

7. Death Certificate for Remarriage (if appli-
cable) 

Civil Registry Office 

CLIENT STEPS 
AGENCY           
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON             
RESPONSIBLE 

1. Return of Marriage Certifi-

cate after Ceremony 

1.1 Reviewing of 

Certificate of   

Marriage 

None 2 minutes CCR Staff 

 1.2 Obtaining   

signature and        

Official seal  

None 2 minutes Records Officer I 

City Civil        

Registrar 

 1.3 Registration of 

Marriage         

Certificate and 

Entry in the    

Registry Book  

None 1 minute CCR Staff 

 1.4 Releasing of 

Marriage           

Certificate  

None 1 minute CCR Staff 

None 6 minutes  Total: 

B. DELAYED REGISTRATION OF MARRIAGE    

CERTIFICATE 
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4. REGISTRATION OF DEATH CERTIFICATE  

A. TIMELY REGISTRATION OF DEATH CERTIFICATE  

Office or Division: City Civil Registry Office  

Classification: Simple  

Type of Transaction: Government to Stakeholders / Government to Institution  

Who may avail: Stakeholders  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Certification of Death Punong Brgy & Barangay Midwife 

2. Blotter Report if applicable Philippine National Police 

CLIENT STEPS 
AGENCY             
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON             
RESPONSIBLE 

1. Fill-out the Data Sheet and 

Submit for assessment and     

verification 

1.1 Review data 
Sheet  

None 1 minute  CCR Staff 

2. Preparation of Death    

Certificate  

2.1 Encoding and 

Printing of Death           

Certificate  

None 3 minutes  CCR Staff 

 2.2 Review of 

COD for client 

signature  

None 1 minute CCR Staff 

Client 

3. Proceed to City Health   

Office 

3.1 Reviewing of 

Death Certificate 

None 2 minutes  City Health    
Office 

 3.2 Obtaining   

signature of City 

Health Officer 

None 1 minute City Health     
Officer 
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CLIENT STEPS 
AGENCY          

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON                

RESPONSIBLE 

4. Proceed to     

Embalming       

Station 

4.1 Reviewing  

and annotation 

in the Death    

Certificate  

None 2 minutes  Embalmer  

5. Proceed to City 

Treasurerôs Office  

5.1 Payment of 

Burial Permit 

or 

Transfer of   

Cadaver 

P50.00 

 

 

P50.00 

3 minute City Treasurers  
Office 

6. Proceed to 

Mayors Office 

6.1 Preparation 

of Burial permit/

transfer of     

Cadaver       

Certificate 

None 2 minute  City Mayors Office  

7. Registration of 

Death Certificate  

7.1 Recording 

and entry of 

Death          

Certificate in the 

Registry Book  

None 1 minute CCR Staff 

 7.2 Obtaining 

signature and 

Official Seal  

None 1 minute Records Officer I 

City Civil Registrar  

A. TIMELY REGISTRATION OF DEATH               

CERTIFICATE  
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CLIENT STEPS 
AGENCY          

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON                  

RESPONSIBLE 

8. Releasing of Death  

Certificate  

8.1 Releasing 

of Death          

Certificate  

None 1 minute  CCR Staff 

Records Officer I 

Total: 

For Burial Permit P 50.00 
 

19 minutes 

For Transfer of Cadaver P 50.00 
 

A. TIMELY REGISTRATION OF DEATH               

CERTIFICATE  

B. DELAYED REGISTRATION OF DEATH CERTIFICATE  

Office or Division: City Civil Registry Office  

Classification: Simple  

Type of Transaction: Government to Stakeholders / Government to Institution  

Who may avail: Stakeholders  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Community Tax Certificate  City Treasurers Office 

2. Negative Certificate  Philippine Statistics Authority 

3. Affidavit of Delayed Registration  Notary Public  

4. Certification of Death Punong Barangay and Barangay          

Midwife 

5. Blotter Report if applicable Philippine National Police 
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CLIENT STEPS AGENCY  ACTIONS 
FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON             

RESPONSIBLE 

1. Fill-out the Data 

Sheet and Submit for 

assessment and verifi-

cation 

1.1 Review  Data 

Sheet and           

requirements   

None 1 minute  CCR Staff 

2. Proceed to Public       

Attorneys Office 

2.1 Execute        

Affidavit of delayed  

Registration  

None 3 minutes Notary Public 

3. Preparation of Death 

Certificate  

3.1 Encoding and 

Printing of Death           

Certificate  

None 3 minutes  CCR Staff 

 3.2 Review of COD 

for client signature  

None 1 minute CCR Staff 

4. Proceed to City 

Health Office 

4.1 Reviewing of 

Death Certificate 

None 2 minutes City Health Office 

 4.2 Obtaining     

signature of City 

Health Officer 

None 1 minute City Health          

Officer 

5.  Proceed to                 

Embalming Station 

5.1 Reviewing  and 

annotation in the 

Death Certificate  

None 2 minutes  Embalmer 

B. DELAYED REGISTRATION OF DEATH CERTIFICATE  
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B. DELAYED REGISTRATION OF DEATH CERTIFICATE  

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON                

RESPONSIBLE 

6. Proceed to City 

Treasurerôs Office  

6.1 Payment of 

Burial Permit or 

Transfer of          

Cadaver 

P50.00 

 

P50.00 

1 minute City Treasurers 
Office 

7. Proceed to 

Mayorôs Office 

7.1 Preparation of 

certificate of   

Transfer of         

Cadaver  

None 1 minute  City Mayors Office 

8. Registration of 

Death Certificate  

8.1 Recording & 

entry of Death          

Certificate in the 

Registry Book  

None 1 minute CCR Staff 

 8.2 Obtaining     

signature and     

Official Seal  

None 1 minute Records Officer I 

City Civil Registrar 

9. Releasing of 

Death Certificate  

9.1 Releasing of 

Death Certificate  

None  1 minute  CCR Staff 

Records Officer I 

TOTAL:  

For Burial Permit P 50.00 
 

18 minutes  

For Transfer of Cadaver P 50.00 
 



тс 

5. ENDORSEMENT OF RECORDS TO THE CIVIL 

REGISTRAR GENERAL  

Office or Division: City Civil Registry Office  

Classification: Simple  

Type of Transaction: Government to Stakeholders / Government to Institution / Government to 

Government  

Who may avail: Stakeholders  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Certificate of Birth, Marriage and  

Death Certificate 

Local Civil Registrar 

CLIENT STEPS 
AGENCY           

ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 
PERSON RESPONSIBLE 

1. Request for         

endorsement  

1.1 Making of 

endorsement  

None 1 minute CCR Staff 

 1.2 Certified 

Photocopy of 

the certificate  

P10.00/doc 1 minute  CCR Staff 

2. Proceed to     

Treasurerôs Office  

2.1 Payment of 

required fees  

P100.00 1 minute City Treasurers Office 

 2.2 Verification 

and Obtaining of 

Signature and 

Official Seal  

None 2 minutes Civil Registration Officer 

III 

City Civil Registrar 

3. Releasing of     

Document  

3.1 Issuing of 

the signed    

document  

None 1 minute CCR Staff 

P 100.00 + P10/

doc 
6 mins. 

 
Total: 
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A. APCAS (ADMINISTRATIVE PETITION FOR CORRECTION 

6. PETITION FOR CORRECTION OF CLERICAL  
ERROR AND CHANGE OF FIRST NAME 

Office or Division: City Civil Registry Office  

Classification: Highly Technical 

Type of Transaction: Government to Stakeholders / Government to       Institution  

Who may avail: Stakeholders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Original SECPA of the certificate  Philippine Statistics Authority 

2. NBI clearance  National Bureau of Investigation  

3. PNP clearance Philippine National Police 

4. Community Tax Certificate  City Treasurers Office 

5. Employerôs Certification of no pending 

case 

Employer 

6. Affidavit of Non-Employment  Notary Public  

7. Medical Certification  Any Government Physician 

8. School Record Schools attended 

9. Baptismal Certificate  Church  

10. Birth Certificate of Sibling/Parents/

Children 

PSA/ LCRO 

11. Marriage Certificate of Parents  PSA/ LCRO 

12. GSIS/SSS/Philhealth ID/Record GSIS/SSS/Philhealth 

13. TIN Card Bureau of Internal Revenue 

AUTOMATED SYSTEM) 
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A. APCAS (ADMINISTRATIVE PETITION FOR CORRECTION 
AUTOMATED SYSTEM) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 Voterôs Affidavit /Voters Certification  COMELEC 

 Passport Department of Foreign Affairs 

. National ID Philippine National ID System 

Certificate of Indigency (if applicable) Punong Barangay 

Driverôs License  Land Transportation Office 

 Affidavit of Publication  Editor of Newspaper of General Circulation  

Other documents that may be deemed           

necessary by the Civil Registrar 

 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON                 

RESPONSIBLE 

1. Submit documents for 

assessment and          

verification  

1.1 Review         

documents and    

requirements  

None 10  

minutes 

CCRO Staff 

2. Proceed to Treasurers 

Office  

2.1 Issue order of 
payment  

RA9048  

RA10172 

 

 

P1,000 

P3,000 

5  minutes  City Treasurers   

Office 

3. Publication and Posting 

Requirement 

3.1 Preparation of 

petition  

None 30 minutes CCRO Staff 

¶  Posting None 10 days  CCRO Staff 

¶ A. For RA9048 and 

RA10172 

For change of Sex/

Date of Birth (Day 

and Month only) 

P1,000  Newspaper of       

General Circulation  
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!Φ REPUBLIC ACT NO.  9048/ REPUBLIC ACT NO. 10172 

 

 
AGENCY  ACTIONS 

FEES TO BE 

PAID 

PROCESSING 

TIME 
PERSON RESPONSIBLE 

¶ B. For RA9048 For Change of First Name/

Nickname  

P1,000.00 10 days Newspaper of  General 

Circulation  

 3.2 Obtain  signature of the 

petitioner/LCRO 

None 5 minutes City Civil Registrar 

Client 

4. Releasing of     

documents  

4.1 Issuing of signed         

document  

None 5 minutes CCRO Staff 

5. Sending Signed / 

Certified True copies 

to PSO (Provincial 

Statistics Office for 

validation of          

documents 

Send Documents to PSO None 15  minutes City Civil Registrar 

6. Awaiting feedback 

from PSA Manila         

legal division  

6.1 Monitor results. 

6.1.a If affirmed, submit  

documents to PSA Iloilo for 

annotation thru premium 

annotation or regular       

annotation 

 

None 3 days CCRO Staff 

City Civil Registrar 

 6.1.b If impugned, prepare 

motion for reconsideration to 

PSA legal division 

6.1.c if eventually affirmed, 

submit documents to PSA 

Iloilo for annotation  

  CCRO Staff 

City Civil Registrar 

Client 

7. MR impugned, cli-

ent go to court. 

7.1 Release of documents to 

client 

None 5 minutes CCRO Staff 

Total: 

RA 9048 P1,000.00 

23 days & 

1hour and 

25minutes 

 

RA 10172 P3,000.00  

For change of Sex/Date of Birth P1,000.00  

For Change of First Name/Nickname P3,000.00  
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CLIENT STEPS AGENCY  ACTIONS 
FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON               

RESPONSIBLE 

4. Publication for 

change of name/sex 

4.1 Submit publication 

to newspaper for  

general circulation  

1000 local  

newspaper 

15 days CCR Staff 

Client 

 4.2 Obtain signature 

of the petitioner and 

Signature of CCRO 

and  Official Seal  

None 5 minutes City Civil Registrar 

Client 

5. Releasing of docu-

ments to clients  

5.1 Mailing of  Petition 

to concerned LGU 

None 1 day  CCR Staff 

Total: P 500.00 
31 days & 11 

minutes 

 

A. APCAS (ADMINISTRATIVE PETITION FOR  

CORRECTION AUTOMATED SYSTEM) 
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8. REGISTRATION OF COURT DECREES/OTHER LEGAL INSTRUMETS 

Adoption, Annulment of Marriage/Nullity of Marriage, Legal   Separation,    

Legitimation, Judicial Recognition, Presumptive Death/Reappearance,           

Citizenship, Supplemental Report, and AUSF 

Office or Division: City Civil Registry Office  

Classification: Simple  

Type of Transaction: Government to Stakeholders / Govôt. to Institution  

Who may avail: Stakeholders  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Original SECPA of Birth Certificate  Philippine Statistics Authority 

2. Certificate of Marriage (CEMAR) Philippine Statistics Authority 

3. Marriage Certificate of Parents  Philippine Statistics Authority/LCRO 

4. Community Tax Certificate  City Treasurers Office 

5. Affidavit of Legitimation  Notary Public  

6. Admission of Paternity  Notary Public  

7. Court Decision (3 certified true copies) Court of Jurisdiction  

8. Certificate of Finality (3 certified true     

copies) 

Court of Jurisdiction  

9. Certificate of Authenticity Civil Registrars Office 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON                  

RESPONSIBLE 

1. Submit documents 

for assessment and 

verification  

1.1 Review          

documents and       

requirements  

None 2 minutes Records Officer I 
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A. RA NO. 9048/ REPUBLIC ACT NO. 10172 
7. MIGRANT PETITION 

Office or Division: City Civil Registry Office  

Classification: Highly Technical 

Type of Transaction: Government to Stakeholders / Govôt. to Institution 

Who may avail: Stakeholders  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Original SECPA of the certificate  Philippine Statistics Authority 

2. NBI clearance  National Bureau of Investigation  

3. PNP clearance Philippine National Police 

4. Community Tax Certificate  City Treasurers Office 

5. Employerôs Cert. of no pending case Employer 

6. Affidavit of Non-Employment  Notary Public  

7. Medical Certification  Any Government Physician 

8. School Record Schools attended 

9. Baptismal Certificate  Church  

10. Birth Certificate of Sibling/Parents/

Children 

PSA/ LCRO  

11. Marriage Certificate of Parents  PSA/ LCRO  

12. GSIS GSIS 

13. Passport Department of Foreign Affairs 

14. SSS ID/E4 Social Security System 

15. Philhealth ID/MDR Philhealth 

16. Voterôs Affidavit /Voters Cert. COMELEC 
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A. RA NO.  9048/ RA NO. 10172 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

17. TIN Card Bureau of Internal Revenue 

18. National ID PhilSys National ID 

19. Certificate of Indigency (if applicable) Punong Barangay/CSWD 

20. Driverôs License  Land Transportation Office 

21. Affidavit of Publication  Editor of Newspaper of General            Circulation  

CLIENT STEPS AGENCY  ACTIONS 
FEES TO BE 

PAID 

PROCESSING 

TIME 
PERSON RESPONSIBLE 

1. Submit     

documents for 

assessment and 

verification  

1.1 Review documents 
and  requirements 

None 5 minutes CCR Staff 

2. Proceed to    

Treasurers     

Office  

2.1 Issue order of pay-
ment  for    migrant 
Petition 

P 500.00 1 minute  City Treasurers      

Office 

3. Preparation 

and posting of             

documents  

3.1 Preparation of   

Petition:       

A. Change of Sex/

Date of Birth (Day and 

Month only) 

B. Change of First 

Name/Nickname 

C. For Clerical   Error 

None 15 days CCR Staff 



уп 

CLIENT STEPS AGENCY  ACTIONS 
FEES TO BE 

PAID 

PROCESSING 

TIME 
PERSON RESPONSIBLE 

2. Proceed to     

Treasurers Of-

fice  

2.1 Issue order of 
payment: 

¶ Legitimation   
¶ Court Decrees 
¶ Adoption  
¶ Annulment 
¶ Supplemental 

Report 

 

P100.00 

P200.00 

P200.00 

P500.00 

P100.00 

1 minute  Records Officer I 

3. Preparation of  

document 

3.1 Obtaining of 

Signature and   

Official Seal 

None 3 days Records Officer I 

City Civil Registrar 

 3.2 Endorsement 

to PSA Manila 

P100.00 1 minute CCRO Staff 

4. Releasing of 

documents  

4.1 Issuing of 

signed  document  

None 1 minute Records Officer I 

5. Mailing and     

Postage  

5.1 Mailing of    

Petition to PSA 

Manila 

c/o      carrier 5 minutes CCRO Staff 

Total: 

Legitimation P200.00  

3 days &      10 

minutes 

Court Decrees P300.00  

Adoption P300.00  

Annulment P600.00  

Supplemental Report P200.00  

8. REGISTRATION OF COURT DECREES 
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9. BREQS 

Office or Division: City Civil Registry Office  

Classification: Complex 

Type of Transaction: Government to Stakeholders / Government to       Institution  

Who may avail: Stakeholders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Certificate of Birth, Marriage and 

Death  

Local Civil Registrar 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON             

RESPONSIBLE 

1. Request for Birth, 

Marriage, Death and 

Certificate of No    

Marriage  

1.1 Prepare the 

request and    

verify documents  

None 1 minute CCRO Staff 

 1.2 Payment of 

required fees to 

PSA: 

PSA Certificate  

CENOMAR 

 

 

P155.00 

P210.00 

3 minutes CCRO Staff 

2. Proceed to      

Treasurerôs Office  

2.1 Payment of 

required fees to 

city 

P60.00 1 minute City Treasurers 

Office 
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9. BREQS 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 

PROCESSING 

TIME 
PERSON RESPONSIBLE 

3. Processing 

of request 

3.1 Payment to Bank None 3 days CCRO Staff 

 3.2 Submission of 

batch request to PSA 

Bacolod  

 15 days  CCRO Staff 

4. Releasing of 

SECPA copy 

4.1 Releasing and 

signing in the    log-

book 

None 1 minute CCRO Staff 

Total: 

PSA Certificate P215.00  18 days &   6 

minutes CENOMAR P270.00  

млΦ ¢w!b{/wLt¢Lhbκ/9w¢LCL/!¢Lhb 

Office or Division: City Civil Registry Office  

Classification: Simple  

Type of Transaction: Government to Stakeholders / Government to Institution  

Who may avail: Stakeholders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Any Valid ID Client 

2. Birth Certificate/Marriage Certificate City Civil Registry Office 



ут 
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CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING TIME PERSON RESPONSIBLE 

1. Verification 

& Identification 

1.1 Prepare the    

request and verify            

documents  

None 5 minutes CCRO Staff 

2. Proceed to 

Treasurers   

Office 

2.1 Payment of 

Transcription and 

Certification 

P20.00 per 

copy 

1 minute City Treasurers Office 

 2.2 Obtaining of  

Signature and      

Official Seal 

None 1 minute Civil Registration      

Officer  III 

Civil Registration      

Officer I 

Records Officer I 

 2.3 Releasing of 

Document 

None 1 minute CCRO Staff 

P20.00/

copy for  

local 

50/copy for 

abroad  

 

8 minutes  

Total: 
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Office or Division: City Civil Registry Office  

Classification: Highly Technical 

Type of Transaction: Government to Stakeholders / Government to Institution  

Who may avail: Stakeholders 

ммΦ ah.L[9 w9DL{¢w!¢Lhb 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Certificate of Live Birth (COLB) City Civil Registry Office 

2. Community Tax Certificate  City Treasurers Office /Brgy. Hall 

3. Immunization Card/Growth Child  Barangay Health Center  

4. Marriage Certificate (for married couple) Parents/Local Civil Registrar 

5. Baptismal Certificate  Church  

6. Form 137  Last School Attended  

7. Affidavit of Delayed Registration  Notary Public 

8. Driverôs License  Land Transportation Office 

9. GSIS/SSS ID/Philhealth ID/Record  GSIS/Social Security System/Philhealth 

10. Voterôs ID/Certification  COMELEC  

11. TIN ID  Bureau of Internal Revenue 

12. Negative Result (Birth Certificate) Philippine Statistics Authority 

13. National ID Philippine ID System 

!Φ wŜƎǳƭŀǊ [ŀǘŜ-wŜƎƛǎǘǊŀǝƻƴ 
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CLIENT STEPS  AGENCY ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 
PERSONRESPONSIBLE  

1. Fill-out the Data Sheet 1.1 Submit Data 

Sheet  

None 1 minute Mobile Registration Team/

CCRO Staff 

2. Execution of COLB, 
AUSF, corroboration,    
affidavit of delayed       
registration, attestation by 
the client and witnesses  

2.1 Interview client 
and signed the 
COLB form, AUSF, 
Certification,       
Affidavit of Late   
registration  

None  2 minutes Mobile Registration Team/ 

CCRO Staff 

 2.2  Issue            
acknowledgment 
receipt of birth  

None 1 minute Mobile Registration Team/

CCRO Staff 

 

3. Preparation and Printing 
of Birth Certificate  

3.1 Encoding and 
Printing of all the 
data in the COLB 

None 10 days CCRO Staff 

 3.2 Obtaining       
signature and      
official seal in the 
COLB  

None 1 minute Civil Registration Officer III 

Civil Registration Officer I 

City Civil Registrar 

 3.3 Enter into Birth                
Registry Book  

None 2 minutes  CCRO Staff 

4. Clients acknowledge 
receipt of COLD 

4.1 Releasing of 
Birth Certificate 

None 2 minutes CCRO Staff 

 Total:  10 days and 9 

minutes 
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Office or Division: City Civil Registry Office  

Classification: Highly Technical 

Type of Transaction: Government to Stakeholders / Government to  Institution  

Who may avail: Stakeholders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Certificate of Live Birth (COLB) City Civil Registry Office 

2. Community Tax Certificate  City Treasurers Office /Brgy. Hall 

3. Immunization Card/Growth Child  Barangay Health Center  

4. Marriage Certificate (for married   couple) Parents/Local Civil Registrar 

5. Baptismal Certificate  Church  

6. Form 137  Last School Attended  

7. Affidavit of Delayed Registration  Notary Public 

8. Driverôs License  Land Transportation Office 

9. GSIS/SSS ID/Philhealth ID/Record  GSIS/Social Security System/Philhealth 

10. Voterôs ID/Certification  COMELEC  

11. TIN ID  Bureau of Internal Revenue 

12. BRAP Omnibus Negative Result Philippine Statistics Authority 

13. National ID Philippine ID System 

!Φ .w!t ό.ƛǊǘƘ wŜƎƛǎǘǊŀǝƻƴ !ǎǎƛǎǘŀƴŎŜ tǊƻƧŜŎǘ  
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CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON  RESPONSIBLE  

1. Fill-out the Data Sheet 1.1 Submit Data 

Sheet  

None 1 minute Mobile Registration Team/

CCRO Staff 

2. Execution of COLB, 
AUSF, corroboration,     
affidavit of delayed        
registration, attestation by 
the client and witnesses  

2.1 Interview client 
and signed the COLB 
form, AUSF,         
Certification, Affidavit 
of Late registration  

None  2 minutes Mobile Registration Team/ 

CCRO Staff 

 2.2  Issue                 
acknowledgment   
receipt of birth  

None 1 minute Mobile Registration Team/

CCRO Staff 

 

3. Preparation and Printing 
of Birth Certificate  

3.1 Encoding BRAP 
verification and send 
to PSA 

None 20 minutes CCRO Staff 

 3.2 Encoding and 
Printing of all the data 
in the COLB 

None 10 days CCRO Staff 

 3.3 Awaiting for PSA 
BRAP omnibus     
Results 

None 120 Days Philippine Statistics Authority 

 3.3 Obtaining         
signature and official 
seal in the COLB  

None 1 minute Civil Registration Officer III 

Civil Registration Officer I 

City Civil Registrar 

 3.3 Enter into Birth                
Registry Book  

None 2 minutes  CCRO Staff 

4. Clients acknowledge 
receipt of COLD 

4.1 Releasing of Birth 
Certificate 

None 2 minutes CCRO Staff 

 Total:  130 days and 

29 minutes 
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Office or Division: Out Patient Department 

Classification: Simple 

Type of Transaction: G2C-Government to Citizen 

Who may avail: Constituents of Kabankalan 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Referral slip from Barangay Health Station Barangay Health Station 

CLIENT STEPS  AGENCY  ACTION 

FEES 

TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. TRIAGE  1.1 Patients are     catego-

rize according to urgency  

None 10 minutes OPD Staff CHO 

2. Submit referral slip 2.1 Check and   validate 

the referral slip 

2.2 Interview and fill up of 

Individual Treatment Rec-

ord 

2.3 Checking of vital signs 

2.4 Issuance of white card 

2.5 Interview and fill up of  

PhilHealth Form 

2.6 Logbook of  patients 

and giving of numbers 

None 

  

  

  

  

  

  

20 minutes OPD Staff CHO 

1. Out Patient Consultation 

Provide consultation to the citizen 

Medical Consultation  

¶ Monday - Friday - 8:00AM to 10:00AM (cut off time) 

¶ Anti - tetanus with Skin Testing - 11:30AM (cut off time) 
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CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

  Waiting Time( OPD 

Waiting AREA) 

  1 Hour   

3. Check up of Physician 3.1 Physical           

Examination of the 

patients, prescribe 

medications, refer to 

laboratory or refer to 

pharmacy for      

medicines 

None 20 minutes  Medical Doctors 

CHO 

Total  None 1 hour and 

40 minutes 

 

1. Out Patient Consultation 

2. Issuance of Medico ï Legal 

Office or Division: Administrative Department/Out Patient Department 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen / G2G ï Government to Government  

Who may avail: Constituents of Kabankalan 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Medico-Legal Request Philippine National Police (PNP)  

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON  RESPONSIBLE  

1. Submit the Police Re-

quest or medico legal 

request to OPD staff 

1.1 Interview 

and make 

Individual 

treatment 

record 

.2 Checking of 

vital signs 

None 

 

 

 

None 

10 minutes 

(OPD) 

 

 

5 minutes 

(OPD) 

OPD Staff CHO 

 

 

 

OPD Staff CHO 

¶ Medico legal Examination 

¶ Monday - Friday - 8:00AM to 5:00PM 
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2. Issuance of Medico ï Legal 

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

2. Proceed to Physician 2.1 Examine the    

patient 

1) Postmortem 

2) Rape 

3) Physical Exam 

None 

 

 

None 

None 

None 

30 minutes 

 

90 minutes 

 

90 minutes 

 

30 minutes 

Medical Doctors 

CHO 

. 

3. Proceed to            

Administrative office  

3.1 Prepare and   

record medico-legal 

report 

 

 

None 

 

 

 

 

90 minutes 

 

 

 

Administrative  

Office Staff CHO 

 

 

 

 3.2 For Signature of 

the Medico Legal   

Report by the CHO 

Physician who       

examine the client 

None 5 minutes Medical Doctors 

CHO 

 3.3 Issue the medico 

legal report to Police 

Officer or Requesting 

Officer 

None 24 Hours 

 

 

Administrative  

Office Staff CHO 

Total  None 1 day 5 hours  

25 and  minutes 
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3. Issuance of Death Certificate 

Office or Division: Administrative Department/Out Patient Department 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen / G2G ï Government to Govern-

ment  

Who may avail: Constituents of Kabankalan 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Death Certificate Forms  City Civil Registrar Office (City Hall) 

2. Certifications from Midwife & Brgy.Captain Barangay Health Station and Brgy. Hall 

 

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON       

RESPONSIBLE  

1. Submit requirements to 

OPD 

1.1 Make Individual 

Treatment Record 

None 3 minutes OPD Staff 

CHO 

2. Proceed to Physician 2.1 Fill-up the         

diagnosis of cause 

of death 

None 10 minutes Medical     

Doctors 

CHO 

3. Proceed to           Adminis-

trative office 

3.1 Log or record 

the death certificate 

None 5 minutes Administrative 

Office Staff 

¶ Signing of Death Certificate and other documents (afternoon only) 

¶ Monday - Friday - 1:00PM to 5:00PM  
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3. Issuance of Death Certificate 

CLIENT STEPS  AGENCY   ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON RESPONSIBLE  

 3.2 Advice the client 

to go to embalmer for 

signing of certificate 

of embalmer 

None 3 minutes Administrative Office 

Staff CHO 

4. Proceed to City 

Treasurerôs Office for 

payment 

4.1 Receive payment P 50.00 5 minutes Cashier 

City Treasurerôs Office 

3. Issuance of Death Certificate 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON  RESPONSIBLE  

5. Proceed to City Civil 

Registrar Office for 

registration of death 

certificate 

4.2 Receive the 

death certificate 

None 5 minutes Staff 

City Registrarôs Office 

Total  None 28 minutes  
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4. Issuance of Medical Certificate 

Releasing of Medical Certificate  

¶ Signing of Medical Certificate and other documents (afternoon only) 

¶ Monday - Friday - 1:00PM to 5:00PM  

Office or Division: Out Patient Department 

Classification: Simple 

Type of Transaction: G2C-Government to Citizen 

Who may avail: Constituents of Kabankalan 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Vaccination Card  Clients 

2. Barangay Certification Barangay 

3. Current result: Chest X-Ray PA View (1 

month validity, CBC (2 weeks validity)

Urinalysis (2 weeks validity, Fecalysis (2weeks 

validity), ECG 

Clients 

4. Official Receipt for Medical Certificate City Treasurerôs Office (City Hall) 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Present the Barangay 

Certification, Current   

Laboratory Results: 

Chest X-Ray (PA View), 

CBC, Urinalysis,     

Fecalysis, ECG and     

Official Reciept. 

1.1 Checking the 

requirements, make 

Individual Treatment 

Record and prepare 

the Medical        

Certificate. 

None 10 minutes OPD Staff CHO 
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4. Issuance of Medical Certificate 

CLIENT STEPS  AGENCY   ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

2. Proceed to City Treasurerôs 

Office for payment 

2.1 Receive payment P 20.00 2 minutes Cashier 

City Treasurerôs 

Office 

 2.2 Signing of  Medical 

Certificate 

None 2 minutes Medical Doctors 

CHO 

3. Receive the Medical       

Certificate 

3.1 Issue the Medical 

Certificate 

None 1 minute OPD Staff CHO 

Total  None 15 minutes  
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5. Issuance of Vaccination Certificate, VAXCERT.PH  

Releasing of Vaccination Certificate, VAXERT PH and Medical Certificate  

¶ Monday - Friday - 8:00AM to 5:00PM  

Office or Division: Administrative Department 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Constituents of Kabankalan 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

For Vaccination Certificate: 

1. Vaccination Card Clients 

For VAXERT PH: 

1. Vaccination Card  

2. If lost present an electronic copy/Picture 

of your VAXERT.PH records or have 

your vaccination record checked at 

CHO VAXERT BOOTH 

3. If not found, Please secure a             

vaccination certification issued by your 

Brgy. Midwife  

4. Please submit a notarized Affidavit of 

Loss. 

Clients 
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5. Issuance of Vaccination Certificate, VAXCERT.PH  

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

For Vaccination Certificate: 

1. Submit requirements to 

Vaxcertph booth and fill 

up the request slip 

1.1 Check requirements 

and request slip 

None 5 minutes Encoder 

 1.2 Encode and Print 

the vaccination         

certificate 

None 5 minutes Encoder 

 1.3 Signing of          

Vaccination Certificate 

by the Physician 

None 5 minutes Medical Doctors 

CHO 

. 

2. Receive the            

Vaccination Certificate 

2.1 Issue the            

Vaccination certificate to 

the client 

None 5 minutes Encoder 
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5. Issuance of Vaccination Certificate, VAXCERT.PH  

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

For VAXCERT.PH Certificate: 

1. Present              

Vaccination Card for 

VAXCERT.PH and 

Valid ID 

1.1 Verify Records None 1 minute Encoder 

 1.2 If no records 

found the encoder 

will encode the     

vaccination card 

and upload. 

None 3 minutes Encoder 

 1.3 Advice the client 

to wait at least 24 

hours and provide 

instruction on how 

to generate online 

by themselves. 

1.4 If Records are 

Verified  

 

 

None 

 

 

 

 

 

None 

24 hours 

 

 

 

 

1 minute 

Encoder 

 

 

 

 

 

Encoder 
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5. Issuance of Vaccination Certificate, VAXCERT.PH  

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

 1.5 Request 

VAXERT.PH online then 

Download and Print. 

None 5 minutes Encoder 

FOR EDITING / UPDATING CLIENTS PERSONAL INIFORMATION 

2. Present Vaccination 

and Valid ID 

2.1 Verifying Records 

with their Government 

valid ID 

None 5 minutes Encoder 

 2.2 Edit client Profile 

thru Vasline 

None 5 minutes Encoder 

 2.3 Advice the client to 

wait at least 24 hours 

and provide instruction 

on how to generate 

online by themselves. 

None 24 hours Encoder 

Total  None 2 Days and 

40 minutes 
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6. Dental Services 

Office or Division: CHO-Dental Department 

Classification: Simple 

Type of Transac-

tion: 

G2C-Government to Citizen 

Who may avail: Constituents of Kabankalan 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1.  Referral Form 1 original copy Barangay Health Station 

¶ Oral Examination 

¶ Oral Health Education 

¶ Distribution of Oral Health Kit 

¶ Distribution of Dental IEC materials 

¶ Topical Fluoride Application and Pits and Fissure sealant (Age 5-9 years old) 

¶ Tooth Extraction and Consultation 

¶ Dental Mission 

 City Health Office 

Tooth extraction/Consultation 

Monday to Thursday - 15 patients per day  

Wednesday - 10 Patients (A 

Friday - Check up only 8:00AM to 5:00PM 

 Kabankalan City Hospital 

Wednesday (AM only) - 15 to 20 patients  
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6. Dental Services 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Registration 

* Client should wait for 

his number to be 

called. 

1.1 Fill up ITR  

 

1.2 Vital Signs taking 

 

1.3 Issue a priority 

number and instruct to 

be called. 

None 

None 

 

None 

5 minutes 

10minutes 

 

5 minutes 

 

 

Dental Aides 

CHO 

Dentist 

CHO 

 

Dentist 

CHO 

2. Consultation with 

the dentist 

* Client should wait  

for his number to be 

called. 

2.1 Assessment,    

Prescribe medicines 

and give final           

instruction 

None 15 minutes Dentist 

CHO 

3. Present Prescription 

to Dental Section 

3.1 Dispensing of 

Medicines  

3.2 Instruct client to 

return to the Dentist for 

extraction 

None 

 

None 

15 minutes 

 

5 minute 

Dental Aide 

CHO 

Dentist 

CHO 

4. Client undergo tooth 

extraction and receive 

Post-Operative        

Instructions 

4.1 Tooth Extraction 

4.2 Provide            

Post-Operative        

instructions 

None 

 

None 

30 minutes 

 

5 minutes 

Dentist 

CHO 

Dentist 

CHO 

Total  None 1 hour and 

30minutes 

 

¶ If applicable refer patients to Medical Department for medically compromised patients for 

medical evaluation and medical clearance prior to dental procedure. 
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7. Issuance of Sanitation/Health Certificate 

Office or Division: Sanitation Department 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen / G2G ï Government to Government  

Who may avail: Constituents of Kabankalan 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

A. Health Certificate 

1.Green Card - Current Result of Chest X-ray 

PA view (1 month validity), CBC (2 weeks  

validity), Urinalysis (2 weeks validity),      

Fecalysis (2 weeks validity),  

2.Yellow Card - Chest X-ray PA view (1 

month validity), CBC (2 weeks validity),      

Urinalysis (2 weeks validity), Fecalysis (2 

weeks validity), Anti HAV Igm (2 weeks      

validity) 

3. Official Receipt for Health Certificate 

 

DOH Accredited Laboratory 

 

 

 

DOH Accredited Laboratory 

 

 
City Treasurerôs Office (City Hall) 

B. Sanitary Permit 

1. Business Permit Application Form 

Business Permit Licensing Office (City Hall) 

C. Complaint  

1.Endorsement letter from the Barangay after  

3 Summons. 

 

Barangay Hall 
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7. Issuance of Sanitation/Health Certificate 

CLIENT STEPS  AGENCY  ACTION FEES TO BE PAID  
PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Health Certificate 1.1 Medical Check 

up 

None 15 minutes Medical Doctors 

CHO 

2. Bring all              

Requirements and fill 

up medical health  

Certificate 

2.1 Review         

Requirements for    

Issuance of Health 

Certificate 

20.00 

(City Treasurerôs 

Office) 

2 minutes Sanitary Inspector 

& Sanitary        

Inspector Aide 

3. Sanitary permit 

Bring duly                

accomplished permit 

form 

3.1 Review       

Business Permit 

application for     

Issuance of       

Sanitary Permit 

 

3.2Approved of 

Sanitary Permit/ 

 

 c/o Treasurerôs 

Office 

5 minutes  

 

 

Sanitary Inspector 

& Admin Aide I 
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7. Issuance of Sanitation/Health Certificate 

CLIENT STEPS  AGENCY ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

3. Complaints 

Complainant 

* Files 3 summons to the 

brgy (if not settled) 

* Endorsement letter from 

the barangay official   

addressed to City Health 

Officer. 

* Site inspection of      

sanitary inspector 

* Sanitary reports and  

recommendations to 

City Health Officer for 

appropriate action 

3.1 Inspection of 

Site for Evaluation 

None   

 

 

 

24 Hours 

 

 

Sanitation       

Inspector  

  

 

  

Sanitation       

Inspector  

 

 

Sanitation       

Inspector  

 

City Health      

Officer 

Total  None 1 day and 22 

minutes 
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8. National Tuberculosis Program 

Schedule of TB DOTS 

Monday - Drug Dispensing every Monday or as needed 8am - 5pm 

Monday to Friday - HIV Testing/Counselling  

Tuesday and Thursday - Regular consultation 8am - 5pm 

Tuesday, Wednesday, Thursday - Sputum collection for GeneXpert 7am - 8am 

Wednesday ïTuberculin skin test 

Friday - Reading of skin test 

IDOTS Services 

1. Health Education/Advocacy 

2. Regular consultation 

3. Sputum collection for GeneXpert/DSSM 

4. HIV test / Counselling  

5. Staining Fixing and Reading (DSSM) 

6. Dispensing of medicines  

7. Tuberculin skin testing (TST) 

8. Directly Observed Treatment (DOT) 

9. Contact Investigate (CI) 

10. TB preventive treatment (TPT) 

11. Follow ï up sputum examination 

12. Reporting and Recording to DOH (ITIS) 

13. Management of Adverse Drug Reaction  

14. Drug-resistant TB (DR-TB) screening / Referral 
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8. National Tuberculosis Program 

Office or Division: National Tuberculosis Program (NTP)-CHO 

Classification: Highly Technical 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Constituents of Kabankalan 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

Referral slip Barangay Health Station/Brgy Midwife 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1.Proceed to the Triage 

area. Present referral 

slip from Barangay 

Health center. 

1.1 Receive client 

and conduct initial 

interview. 

 

None  

 

3 minutes 

 

 

OPD staff 

CHO 

 1.2 Vital Signs    

taking 

1.3 Issue a number 

to client and       

instruct to be 

called. 

None  

 

None  

3 minutes 

 

3 minutes 

OPD staff 

CHO 

OPD staff 

CHO 

2. Consultation with the 

Doctor  

2.1 Conduct    

Physical             

examination and 

history taking to 

assess symptoms 

for TB. 

None 10 minutes Medical Doctor 

CHO 
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8. National Tuberculosis Program 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON RESPONSIBLE  

 2.1 Receive a Chest      

X-ray request, laboratory 

request for sputum exam 

or GeneXpert test    

Baseline, SGPT,       

Creatinine, CBC and 

TST. 

None 2 minutes Medical Doctor 

CHO 

3. Collecting of         

Laboratory request. 

3.1 Receive laboratory 

samples  

3.2 Wait for the           

Laboratory result. 

None 

 

 

None 

2 minutes 

 

 

4 Hours 

Medical Technologist 

CHO 

 

Medical Technologist 

CHO 

4. Proceed to IDOTS 

Office for scheduling of 

Sputum exam or     

GeneXpert. 

4.1 Fill up referral form 

Sputum exam or      

GeneXpert examination 

4.2 Collecting of       

specimen samples and 

to submit to TB           

Laboratory 

None 

 

 

 

None 

20 minutes 

 

 

 

24 Hours 

NTP Nurse 

TB Aide 

CHO 

 

Medical Technologist  

CHO 
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CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

5. Perform TB skin 

test for children 

5.1 Conduct Tuberculin  

Skin test  

5.2 Wait for the result of 

TST 

None 

 

 

None 

3 minutes 

 

 

72 hours 

NTP Nurse 

TB Aide 

CHO 

NTP Nurse 

TB Aide 

CHO 

6. Return to IDOTS 

Office for releasing of 

results. 

6.1 Present it to the 

Doctor 

6.2 if Positive enroll   

patient in IDOTS       

program for treatment 

regimen and medication 

intake. 

None 

 

None 

 

 

15 minutes 

 

 

 

NTP Nurse 

TB Aide 

CHO 

 

Doctor 

CHO 

 6.3 Conduct counselling 

for treatment and     

signing of agreement for 

Directly Observed   

Treatment (DOT). 

None 

 

 

 

5 minutes 

 

 

 

NTP Nurse 

CHO 

 

 

 

 

8. National Tuberculosis Program 
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CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

 

6.4 Assess patient for 

Treatment regimen and 

Prescribe medicines  

instructions 

None 5 minutes 
NTP Nurse 

CHO 

7. Conduct counselling 

for HIV testing 

7.1 Assess patient 

counselling and testing  

None 20 minutes NTP Nurse 

CHO 

8. Proceed to Barangay 

Health Station and see 

Barangay Midwife 

8.1 Assess TB patients 

for dispensing of TB 

medicine and give     

advice  how to intake 

medicine  

8.1 Instruct patient for 

the next follow up check 

up. 

None 

 

 

 

 

 

None 

10 minutes 

 

 

 

 

 

5 minutes 

Midwife  

Brgy. Health 

Center 

 

 

 

Midwife  

Brgy. Health 

Center 

Total  None 4 Days  5 

hours and 26 

minutes 

 

8. National Tuberculosis Program 
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9. Laboratory Services 

The CHO provides laboratory services to the people which is blood extraction,     

specimen collections, specimen processing, specimen reading, recording patients 

result and releasing of patients result. 

Schedule of Sample Collection  

¶ Blood Chemistry - 8:00AM to 9:00AM  

¶ Routine examinations - 8:AM to 4:00PM  

¶ Leprosy/AFS - 9:00AM Collection (Result 10:00AM of the following day.) 

¶ Gram Staining - Anytime (Result 10:00AM of the following day.) 

¶ Other Special Test (Swabbing) - As per Schedule 

¶ Pregnant Women - Routine test (FBS, CBC, TYPING, URINALYSIS, HIV,   

SYPHILIS, HBSAg ( 8:00AM - 9:00AM) 

Office or Division: Laboratory Department 

Classification: Simple 

Type of Transaction: G2CðGovernment to Citizen 

Who may avail: Constituents of Kabankalan 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

Prescription of CHO Physician CHO Physician 
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9. Laboratory Services 

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO BE 

PAID  

PROCESSING 

TIME 
PERSON  RESPONSIBLE  

1.Submit Doctorôs Request 

from the OPD and sample  

collection 

 

¶ CBC, Platelet count, Gram 

Staining 

¶ Blood typing 

¶ FBS,T. Cholesterol,       

Triglycerides, HDL Direct, 

LDL Direct, Creatinine, 

SGPT, SGOT, Urinalysis, 

pregnancy test, New born 

Screening, Rapid Antigen 

Test, HIV, Syphilis,   

Fecalysis 

.1 Receive and 

screen patients 

request and 

record patients 

data 

None  20 minutes Medical Technologist & 

Laboratory Aide on Duty 

CHO 

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 
PERSON  RESPONSIBLE  

2. Processing of     sam-

ple and releasing of re-

sult 

2.1 Process and 

read the sample   

taken 

 

 

2.2 Record and    

release the result 

 None 4 Hours 

Medical Technologist on 

Duty CHO 

 

 

Medical Technologist & 

Laboratory Aide on Duty 

CHO 

Total  None 
4 hours and 

20 minutes 
 

9. Laboratory Services 
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10. Issuance of Blood Certification 

¶ Releasing of Blood Certificate - Monday - Friday - 8:00AM to 5:00PM 

¶ Beyond office hours - (One Hospital Command-OHC) 

Office or Division: Laboratory Department 

Classification: Simple 

Type of Transaction: G2C-Government to Citizen 

Who may avail: Constituents of Kabankalan 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Barangay Certificate certifying that the 

patient is a resident of the barangay 

Brgy. Midwife 

2. Blood request from the Hospital labora-

tory where the patient is admitted 

Hospital of confinement  

3. Blood Card corresponding to the    

number of units requested  

Client / Watcher 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON  

RESPONSIBLE  

1. Submit                 

Requirements 

1.1 Review and 

screen             

requirements 

None  10 minutes Nurse On Duty CHO 

2. Receive blood     

certificate 

2.1 Record and 

issue blood      

certification  

None   10 minutes Nurse On Duty CHO 

Total   20 minutes  
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Office or Division: Kabankalan City Birthing Facility 

Classification: Simple  

Type of Transaction: G2C - Government to Citizen  

Who may avail: Constituents of Kabankalan 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

Prenatal Records Brgy. Health Center / Brgy. Midwife  

Result of Ultrasounds (1 original) and1 photocopy Clients 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Admission of patient 

(When patient is fully 

dilated, direct to delivery 

room) 

1.1 Assess and         

examine the patients on 

labor 

None  7 minutes Midwife/Nurses on 

Duty CHO 

2. Proceed to labor 

room for monitoring of 

vital signs and          

partograph 

(If patient is at risk, refer 

to the partner hospital 

with referral slip signed 

by the doctor on duty) 

2.1 Take vital signs, 

record and do the   

charting 

(issue referral slip if   

patient is at risk) 

None 24 hours 

(Every Hour) 

Midwife/Nurses on 

Duty CHO 

11. Normal Deliveries and Newborn Care 

The Lying in and Birthing Home Center handles normal deliveries & newborn 

care, give immunization such as HEPA B and BCG, and provide medicine. 
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CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

3. After Delivery: 

¶ FOR MOTHER 

Observe signs and  

symptoms for post       

eclampsia and bleeding 

¶ FOR BABY 

New born care is given 

Vit k. , BCG, Hepa B, eye 

prophylaxis 

3.1 Check vital 

signs 

None 

 

 

 

 

 

 

24 hours 

(Every Hour) 

 

Midwife/Nurses 

on Duty CHO 

 3.2 Monitor and 

Record 

None 10 minutes Midwife/Nurses 

on Duty CHO 

 3.3 Get Apgar score 

of the baby 

None 5 minutes Midwife/Nurses 

on Duty CHO 

 3.4 Observe the 

conditions of the 

baby and prepare 

vaccines 

None 24 hours  Nurses/Midwifes 

On Dury CHO 

4. Proceed to City    

Treasurerôs Office  for 

payment of Newborn 

screening 

4.1 Receive        

payment and issue 

OR 

1,750.00 5 minutes 

 

Official re-

sult 2-3 

weeks 

Cashier 

CTO 

11. Normal Deliveries and Newborn Care 
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11. Normal Deliveries and Newborn Care 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

5. Give the Philhealth     

records and home based 

records of the patient to the 

midwife or nurse on duty 

5.1 Issue the Philhealth 

forms 

None 24 hours Midwife/Nurses 

on Duty 

6. Discharge of patient 6.1 Give medicines None 24 hours Doctor on duty 

 6.2 Give home         

Instructions 

None 3 minutes Midwife/Nurses 

on Duty 

 6.3 Advice to       

comeback for follow up 

check-up 

None 2 minutes Midwife/Nurses 

on Duty 

Total  None 5 hours and 32 

minutes 
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12. Medicine Assistance 

Provision of free medicines to registered resident of Kabankalan City with prescrip-

tion from private and public clinics and hospitals 

Schedule in releasing of medicine 

¶ Monday - Friday - 8:00AM to 5:00PM 

¶ Saturday - 8:00AM to 3:00PM 

Office or Division: CHO - Pharmacy Department 

Classification: Simple 

Type of Transaction: G2CðGovernment to Citizen 

Who may avail: Constituents of Kabankalan 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Valid Prescription (Reseta) - Depends on the 

prescribed medications. 

Clinic and hospitals 

2. 18 Years and Up - Primary Requirement/s:  

I.) Voterôs ID or Voterôs Certification, ( Must be  

registered voters of Kabankalan City) Secondary 

Requirement/s: 

any 2 of the following IDôs listed below with       

residence in Kabankalan City. 

II.)     NATIONAL ID 

III.)    PASSPORT 

IV.)   DRIVERôS LICENSE 

V.)    UMID 

Client 

3. Newborn - 17 years, 11 months and 29 days - 

Birth Certificate and Voterôs ID of Parents or     

Voterôs Certification (Must be registered voterôs of 

Kabankalan City) 

Client 
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CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 
PERSON RESPONSIBLE  

1. PATIENT        

ASSESMENT 

Present valid prescription 

and requirements for   

assessment 

1.1 Receive the     

prescription and      

requirements and  

asses for availability 

and validity 

None 2 minutes Pharmacist &  

Pharmacy Aide 

CHO 

2. COMPOUNDING 

Wait for the medicines to 

be prepared and for the 

(dispensing)  forms to be 

signed 

2.1 Prepare the    

medicines to be 

(dispensed) and the 

forms to be signed 

None 3 minutes Pharmacist &  

Pharmacy Aide 

CHO 

3. LABELING 

Receive the medicines 

and instructions on itôs 

proper use 

3.1 Provide written 

instructions to the   

patients on the proper 

uses 

None 3 minutes Pharmacist &  

Pharmacy Aide 

CHO 

4. DISPENSING 3.2 Release the   

medicines 

None 1 minute Pharmacist &  

Pharmacy Aide 

CHO 

12. Medicine Assistance 
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CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

5.COUNSELING 3.3 Provides advise 

or information about 

medications to the 

patient. 

None 2 Minutes Pharmacists & 

Pharmacy Aide 

CHO 

  3.4 If the medicines 

are not available 

stamp NO STOCK 

on prescription and 

refer to CSWD 

None 1 minute Pharmacists & 

Pharmacy Aide 

CHO 

Total  None  12 minutes  

12. Medicine Assistance 



мно 

1. Established based on the recommendation of the Center for Health and      

Development (CHD) and certified to have complied with Standards for Quality 

Rabies Exposure Management of the DOH 

2. Manned by a trained physician and nurse by a DOH accredited training facility 

3. Shall use only FDA approved (RIG) and WHO prequalified vaccines 

4. Maintain a standardized recording and reporting system in the Rabies         

Exposure Registry, PEP card, COHORT, NRPCP Report Form, Human      

Rabies Report Forms, PEP Outcome Reporting Form, and updated National 

Rabies Information System 

5. Shall have a functional NRPCP Manual of Procedures, Rabies Exposure /  

Animal Bites Management Guidelines, Waste Management, Cold Chain   

Management, and Two-way referral system 

6. Guided by 1.) RA 9482ðAnti Rabies Act of 2007 2.) CO 2007-003 Rabies and 

Stray Animal Control Ordinance of the City of Kabankalan. 

The ABTC is following the 4 schedule of post exposure treatment. The pet owner 

provides 1 vial of antirabies vaccine (verorab) and 4 syringes at the start of    

treatment schedule. To  augment the high cost of the vaccine, 1 vial of Human 

Rabies Vaccine are provided to Residents of Kabankalan City. This is given    

during the 3rd and 4th dose or Day 7 and Day 28/Day 30 of Post Exposure 

Prophylaxis. To avail of this, proof of their residency must presented; Valid     

Government issued ID (National,GSIS SSS, Philhealth, Senior Citizen,PWD    

SOLO parent) Passport with Kabankalan City address / Voterôs affidavit. The City 

provides 1 vial for the 3rd and 4th schedule. 

13. Animal Bite Treatment 
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13. Animal Bite Treatment 

The  following shall be the programôs order of priority for free vaccine assistance; 

A. Patients bitten by animals found to be positive for ñnegri bodiesò regardless of 

type of bite exposure. 

B. Patients with Category III exposure (exposure in the head and neck area will be 

given greater importance, in times when there is shortage in  the market  of ra-

bies vaccine specifically Verorab which is used by the ABTC ever since) 

C. Individuals exposed to human rabies patients through bite/non-bite exposure 

(mouth to mouth resuscitation, licking of intact mucosa such as eyes, lips and 

vulva. 

D. Patients bitten by animal that are not available for observation (stray/

slaughtered) 

E. Patients with Category II exposure 

5. Only 1 vial of Rabies Immunoglobulin is given for free per patient, (depending on 

the availability of vaccine) the remaining vials must be shouldered by pet   owners. 

Post exposure treatment is preferred in the morning since recording in the registry 

and encoding of patients in the NaRIS are done in the afternoon. 

Schedule of Post Exposure  

¶ Tuesday and Friday - 8:00AM to 5:00PM (Unless there are changes in the 

schedule 
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Office or Division: Animal Bite Treatment Center  

Classification: Simple  

Type of Transaction: G2C - Government to Citizen 

Who may avail: All Residents of Kabankalan City 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

Referral Form / Doctorôs Order /  

Prescription 

Brgy. Health Center / Brgy. Midwife 

Doctor 

Government Issued ID with Kabankalan       

Address or Voterôs Certification 

Client 

Birth Certificate for  below 18 years old Client 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON  RESPONSIBLE  

1. Submit                 

requirements to the 

Out Patient          

Department 

1.1 Check             

requirements 

1.2 Interview for 

Medical History and 

get vital signs 

1.3 Issuance of     

Individual Treatment 

Records(ITR) and 

white card 

None  

 

None 

 

 

 

None 

5 minutes 

 

10 minutes 

 

 

 

5 minutes 

Nurse/Midwife 

CHO 

Nurse/Midwife 

CHO 

 

 

Nurse/Midwife 

CHO 

13. Animal Bite Treatment 
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13. Animal Bite Treatment 

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

2. Doctorôs              

consultation (for       

patients who have not 

undergone medical 

consultation in private 

clinics/ hospital) 

2.1 Give Medical 

consultation and 

issue prescription 

for treatment 

None  1 Hour Medical Doctors 

CHO 

3. Submit ITR in the 

ABTC 

3.1 Interview     

patient for PEP 

treatment 

None 10 minutes ABTC Nurse/ 

ABTC Encoder 

CHO 

 3.2 Assess and 

validate category 

using the           

Algorithm of the 

Management of 

Rabies Exposure 

None  10 minutes ABTC Nurse 

CHO 
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13. Animal Bite Treatment 

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

 3.3 Injection of Anti 

rabies vaccine as 

PEP using the 5Rs 

¶ Right patient 

¶ Right drug 

¶ Right Dose 

¶ Right route 

¶ Right time/

schedule 

None 3 minutes ABTC Nurse 

4. Receive the PEP Card 4.1 Record and is-

sue the PEP Card 

None  1 minute  ABTC Nurse 

Total  None 1 hour and 44 

minutes 
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14. One Hospital Command 

Encode patient data at One Hospital Command System 

Provide consultation to the citizen 

¶ Monday to Sunday - 24/7 

Office or Division: One Hospital Command 

Classification: Simple 

Type of Transaction: G2C-Government to Citizen 

Who may avail: Constituents of Kabankalan 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Referral slip from Doctor/Hospital and  

other health facility for admission 

Hospital/Midwife/Doctor 

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Walk in patient  1.1 Assessment 

of patient  

1.2 Interview 

patient of chief 

complaints and 

gather medical 

history 

1.3 Vital signs 

taking 

None 4 minutes OHC Nurse 

CHO 
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CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 
PERSON  RESPONSIBLE  

2. wait for the OHC 

nurse to encode 

2.1. Encode patients 

data at OHC system 

None 4 minutes OHC Nurse 

CHO 

3. Claim reference 

code  

3.1 Give reference 

number to patient/

folks 

3.2 Inform patientôs 

status encoded in the 

system 

None 3 minutes OHC Nurse 

CHO 

14. One Hospital Command 



мол 

14. One Hospital Command 

CLIENT STEPS  AGENCY   ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

3. Wait for referral  

status 

3.1 Inform patient and 

hospital of referred 

status 

None 20 minutes  OHC Nurse 

CHO 

For patients already in the hospital with referral slip for OHC encoding  

4. The folks will give 

the referral slip to the 

OHC nurse  

4.1 Interview folks  

regarding patientôs 

data 

4.2  Encode patientôs 

correct data in the 

OHC system 

4.3 Give the reference 

number and inform 

folks the referral sta-

tus of patients 

4.4 Instruct folks to 

give the reference 

number to the nurse 

on duty  

None  10 minutes OHC Nurse 

CHO 

Total  None 41 minutes  
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I. MANDATE: 

The Kabankalan City Hospital is a 20-bed level 1 hospital that provides clinical care 

and management on the prevalent diseases in the locality. The hospital   provides 

nursing care for patients who require immediate care for 24 hours on service. The 

hospital gives the following services: out-patient and in-patient services, delivery 

room, new-born and maternal care, radiology, laboratory, pharmacy, medical and 

surgical services and medical social services. 

 

II. VISION: 

Quality healthcare for remote Kabankalanons. 

 

III. MISSION: 

To be the center of accessible, affordable and quality curative and preventive health 

care in the upper part of Kabankalan City  and its neighboring areas. 

 

IV. SERVICE PLEDGE: 

We commit to: 

¶ To improve patient outcomes while respecting patient rights and ethically relating 

with patients and other organization. 

¶ The entry processes meet patient needs and are supported by effective systems 

and a suitable environment. 
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¶ Care is delivered to ensure the best possible outcomes for the patients. 

¶ The health care team routinely, systematically evaluates and improve the 

effectiveness and efficiency of care delivered to patients. 

¶ Integrity, safety, access and security of records are maintained and statutory 

requirements are met. 

¶ Patients, staff and other individuals within the organization are provided with 

a safe, functional and effective environment of care. 

 

V. GOALS: 

¶ Patient centeredness 

¶ Safety 

¶ Quality 

¶ Collaboration 

¶ Higher Capability 



моо 
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1. Request for Travel Order 

Staff traveling on official business are required to complete this type of transaction. 

The Administrative Office is open from 8:00 AM to 5:00 PM. 

Office or Division: Kabankalan City Hospitalð Administrative Section, HR Unit 

Classification: Simple 

Type of Transaction: G2C-Government to Government 

Who may avail: Personnel in KCH requiring Official Travel. 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

¶ Request for Travel Order (1 Original Copy) 

¶ Program/ Invitation (1 Photocopy) 

Administrative Office 

Inviting Office 

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

1. Fills up Request for Travel 

Order and supplies necessary 

information and attachments 

such as program or invitation 

then submits this to              

administrative staff for         

evaluation. 

1.1 Receives and 

evaluates request for 

completeness and 

creates an Official 

Travel Order form 

signed by the Chief 

of Hospital.  

 

None  30 minutes Administrative Aide 

2. Client is         informed that 

the form will be sent to the Of-

fice of the City Mayor and will 

return the next  working day 

after approval. 

2.1 Form is sent to 

Office of the City 

Mayor for signing 

and filing.  

None 1 day Administrative Aide and    

Liaison Officer 

 

 

3. Waits in the KCH for update 

on the next day and once ap-

proved, may take the     Official 

Travel on the indicated date. 

3.1 A copy is sent 

back to KCH for fil-

ing. 

 

3.2 Informs client 

that request is    ap-

proved and may 

avail it on the     ap-

proved date. 

None 

 

 

 

None 

 

 

1 hour 

 

 

 

30 minutes 

Office of the City Mayor 

Staff 

 

 

Administrative Aide and    

Liaison Officer 

 TOTAL None 1 day and 2 

hours 
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2. Request for Leave 

Staff who plans to avail their leave are required to complete this type of transaction. 

The Administrative Office is open from 8:00 AM to 5:00 PM. 

Office or Division: Kabankalan City Hospitalð Administrative Section, HR Unit 

Classification: Simple 

Type of Transaction: G2C-Government to Government 

Who may avail: KCH staff who plans to use their leave credits. 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

Leave Form (2 copies original) Administrative Office 

CLIENT STEPS  AGENCY  ACTION 

FEES 

TO BE 

PAID  

PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

1. Fills up leave form 

and submits to staff and 

waits feedback. 

1.1 Evaluates form for 

completeness and 

available leave credits.  

1.2 After form         

evaluation, obtains   

signature of the Chief 

of Hospital and form is 

forwarded to HRMO in 

the city hall for filing. 

None 

 

 

None 

10 minutes 

 

 

30 minutes 

Administrative Staff 

 

 

Administrative Staff 

 

 1.3 Assesses and files 

copy of the leave form 

and deducts the leave 

to the remaining leave 

credits available. 

None 1 day HRMO Staff 

2. Employee may now 

avail of the approved 

leave on the indicate 

dates. 

    

 Total None 1 day and 40 

minutes 
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3. Request for COE, Pay slip, Service Record etc. 

Staff who wants to obtain either COE, pay slip or service record may request 

them from the Administrative office. The Administrative Office is open from 

8:00 AM to 5:00 PM. 

Office or Division: Kabankalan City Hospitalð Administrative Section, HR Unit 

Classification: Simple 

Type of Transaction: G2C-Government to Government 

Who may avail: KCH staff who wants to obtain their COE, pay slip or service record and 

others. 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

Document Request Form (1 original copy) Administrative Office 

CLIENT STEPS  AGENCY ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

1. Fills up document      

request form then submits 

it to staff and waits     

feedback. 

1.1 Evaluates form for 

completeness and 

purpose.  

 

1.2 After form       

evaluation, obtains 

signature of the Chief 

of Hospital and form 

is photocopied for   

filing before           

processing to         

appropriate office. 

None 

 

 

 

None 

10 minutes 

 

 

 

30 minutes 

Administrative Staff 

 

 

 

Administrative Staff 

Liaison Officer 
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3. Request for COE, Pay slip, Service Record etc. 

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

 1.3 Concerned Office 

assesses then starts 

processing  the       

request. 

 

1.4 Obtains the      

document and hands it 

to hospital               

administrative staff  for 

release. 

None 

 

 

 

 

None 

2 days 

 

 

 

 

30 minutes 

Concerned Office Staff 

(HRMO or Accounting) 

 

 

 

Liaison Officer 

2. Claims the requested 

document  to the       

administrative staff. 

2.1 Releases          

document and logs to 

logbook. 

None 5 minutes Administrative Staff 

 Total None 2 day, 1 hour 

and  5 minutes 
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4. Request for Repair of Equipment 

Employees may want their equipment serviced whether IT, medical or regular appliances. 

The KCH HEMU is open from 8:00 AM to 5:00 PM. 

Office or Division: Kabankalan City Hospitalð Administrative Section, Health             

Engineering and Maintenance Unit (HEMU) 

Classification: Simple 

Type of Transaction: G2C-Government to Government 

Who may avail: All hospital employees with equipment for repair. 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

Work Order Form (1 original copy) Administrative Section, Health Engineering and 

Maintenance Unit 

CLIENT STEPS  AGENCY ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

1. Fills up the work order 

form and submits it to 

the office of the hospital 

engineer then awaits 

schedule. 

1.1 Receives and 

evaluates form and 

schedules check up. 

 

 

1.2 Visits  the      

section where 

equipment is found 

then conducts initial 

diagnosis of the 

equipment. 

None 

 

 

 

 

None 

10 minutes 

 

 

 

 

30 minutes 

HEMU staff 

 

 

 

 

HEMU staff 
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4. Request for Repair of Equipment 

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

2. Observes as the 

equipment is inspected 

and diagnosed by the 

hospital engineer, IT or 

medical technician. 

2.1 Conducts        

diagnosis of the 

equipment if for    

repairable or not then 

carries work. 

 

2.2. If the equipment 

is repaired, endorses 

it back to the end   

user and makes him 

sign on the logbook. 

 

2.3 If irreparable or 

needs spare parts, 

referred to 3rd party 

or higher level of  

support (supplier) or 

suggest to be        

decommissioned. 

None 

 

 

 

 

 

None 

 

 

 

 

 

 

None 

1 hour 

 

 

 

 

 

30 minutes 

 

 

 

 

 

 

30 minutes 

Hospital Engineer 

IT Coordinator 

Medical Technician 

 

 

 

Hospital Engineer 

IT Coordinator 

Medical Technician 

 

 

 

 

Hospital Engineer 

IT Coordinator 

Medical Technician 

 Total None 2 hours and 40 

minutes 
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5. Reimbursement Processing 

Staff who travelled on official business are required to process this for their reimbursement 

The Administrative Office is open from 8:00 AM to 5:00 PM. 

Office or Division: Kabankalan City Hospitalð Accounting Unit 

Classification: Simple, 

Type of Transaction: G2C-Government to Client  

Who may avail: All staff who may want to be reimbursed for their travel expenses. 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Signed Travel Order (1 original) 

2. Communication letter (1 copy) 

3. Bus/Fastcraft/Plane tickets (1 original copy 

each) 

4. Boarding pass for air travel ( 1 original) 

5. Registration/ Training Fee ( 1 original copy) 

6. Filled up CERR (1 original copy) for         

expenses not requiring receipts ex. 

Taxi,PUV,PUJ 

City HRMO 

Inviting Agency 

Staff 

 

Staff 

 

Staff 

 

Staff 

 

CLIENT STEPS  AGENCY   ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

1. Submits all documents 

needed to staff and returns 

to  

1.1 Collects the      

submitted documents. 

None 1 hour Accounting staff 
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5. Reimbursement Processing 

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

section and awaits further 

instruction. 

1.2 Assesses submitted 

documents then prints 

the travel itinerary,    

Accomplishment report, 

Annex D, Disbursement  

voucher and OBR. 

None 1 hour Accounting staff 

2.Signs the printed     

documents in the         

Administrative Office then 

is informed when to     

expect the availability of 

the check. 

2.2 Forwards signed 

documents to the Chief 

of Hospital for signing 

then to the mayorôs   

office for checking, 

signing and further   

processing. 

2.3 Informs client if the 

check is already     

available (will depend to 

the processing per    

office). 

None 

 

 

 

 

 

 

 

 

None 

1 hour 

 

 

 

 

 

 

 

 

2 days 

Accounting staff 

Liaison Officer 

 

 

 

 

 

 

 

Accounting staff 

Liaison Officer 

 Total None 2 days and 3 

hours 
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1. Issuance of Medicines to Admitted Patients 

The KCH Pharmacy operates 24 hours a day, 7 days a week, providing continuous 

access to medications at any time.  

Office or Division: Kabankalan City Hospitalð Pharmacy Section 

Classification: Simple  

Type of Transaction: G2C-Government to Client  

Who may avail: All admitted or in patients in Kabankalan City Hospital 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Prescription signed by the Physician on  

duty 

(1 original copy)  

Nurses Station 

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

1. Presents the prescription 

signed by the doctor.  

1.1 Receives the 

prescription, signed 

by the doctor, with 

complete patient 

information then 

checks stock     

availability.  

None 5 minutes Hospital Pharmacist/ 

Pharmacy Assistant  
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1. Issuance of Medicines to Admitted Patients 

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

2. Waits for the 

medicines, then 

deliver them to the 

ward section.  

2. 1 Dispenses   

medicines and    

document with   

complete patient  

information for     

accurate medical 

billing then keeps 

the prescription form 

for filing purposes. 

None  10 minutes  Hospital Pharmacist/ 

Pharmacy Assistant  

3. (If the pre-

scribed medicines 

are unavailable) 

3.1 Informs the client 

and coordinates with 

the physician        

regarding available 

alternative         

medicines, or refer 

externally. 

None  5 minutes  Hospital Pharmacist/ 

Pharmacy Assistant  

 Total See pricelist 

below. 

20 

minutes  
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2. Issuance of Medicines to OPD Patients 

The KCH Pharmacy operates 24 hours a day, 7 days a week, providing continuous 

access to medications at any time.  

Office or Division: Kabankalan City Hospitalð Pharmacy Section 

Classification: Simple  

Type of Transaction: G2C-Government to Client  

Who may avail: All OPD, ER and Walk In Patients 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Valid prescription signed by authorized     

prescriber (original    copy) 

2. Identification (hospital patient ID, senior     

citizen ID, etc.)  

¶ From OPD /ER/Ward  

 

¶ Client/Patient  

CLIENT STEPS  AGENCY ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

1. Present the prescription 

signed by the doctor. 

1.1 Receives the     

prescription from the 

patient or their family, 

signed by the doctor, 

with complete patient 

information then 

checks stock         

availability.  

None  5 minutes  Hospital Pharmacist/ 

Pharmacy Assistant  



мпс 

2. Issuance of Medicines to OPD Patients 

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

(If the prescribed        

medicines are     

unavailable) 

 

 

 

 

 

 

1.3 Informs the client 

and coordinate with 

the physician          

regarding available 

alternative medicines, 

or refer externally. 

None  Cashier/ 

2. Proceeds to pay-

ment, if required. 

2.1 Issues the order of 

payment and instruct 

the client to proceed to 

the cashier section. 

 

 

2.2 For cases          

involving special    

subsidy, direct the   

client to the SWA  

Section for subsidy 

eligibility processing.  

See price list 

for reference. 

 

 

 

 

 

 

 

10 minutes 

 

 

 

 

 

 

 

Medical Social  

Services (SWA)  
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2. Issuance of Medicines to OPD Patients 

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

3. Present the official 

receipt and             

prescription at the 

Pharmacy Section.  

3.1 Verifies the official 

receipt and checks if 

the prescription is 

stamped ñPAIDò or has 

the SWA subsidy      

approval signature. 

None  2 minutes Hospital Pharmacist/ 

Pharmacy Assistant  

4. Claim the medi-

cines. 

4. Dispenses the      

purchased medicines 

and provide proper   

directions for use.     

Advise the client on 

possible side effects, 

storage instructions, 

diet and lifestyle      

considerations, and the 

medicineôs expiry date. 

 

4.1 Keeps the          

prescription for filing 

purposes. 

None  10 minutes  Hospital Pharmacist/ 

Pharmacy Assistant  

 Total See pricelist 

below.  

30 minutes 
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Kabankalan City Hospital Service Fees 
MEDICINES PRICE LIST (as of NOVEMBER 10, 2025) 

Acetylcysteine 100mg sachet 12.00 

Acetylcysteine 200mg sachet 15.00 

Acetylcysteine 600mg tablet 30.00 

Activated Charcoal powder 1kl 100.00 

Acyclovir 800mg tablet 50.00 

Adenosine 3mg/ml 2ml vial 300.00 

AIMgOH 200mg/100mg/5ml 60ml suspension 50.00 

AIMgOH 200mg/100mg tablet 10.00 

Allopurinol 300mg tablet 5.00 

Aminophylline 25mg/ml 10ml ampoule 35.00 

Amikacin 125mg/ml 2ml vial 40.00 

Amiodarone 150mg/3ml ampoule 450.00 

Amlodipine 5mg tablet 2.00 

Amlodipine 10mg tablet 3.00 

Amoxicillin 500mg capsule 3.00 

Amoxicillin 100mg/ml oral drops 30.00 

Amoxicillin 250mg/5ml 60ml suspension 50.00 

Ampicillin 250mg vial 30.00 

Ampicillin 500mg vial 40.00 

Ampicillin 1g vial 25.00 

Ampicillin Sulbactam 750mg vial 350.00 

Ampicillin Sulbactan 1.5g vial 400.00 

Ascorbic Acid 500mg tablet 2.00 

Ascorbic Acid 100mg/ml 15ml oral drops 30.00 

Ascorbic Acid 100mg/5ml 120ml syrup 35.00 

Aspirin 80mg tablet 2.00 

Aspirin 100mg tablet 3.00 

Atorvastatin 40 mg tablet 15.00 

Atorvastatin 80 mg tablet 20.00 
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ATS 1500 I.U. ampoule 100.00 

ATS 3000 I.U. ampoule 160.00 

Atropine sulfate 1mg/ml ampoule 100.00 

Atracurium 10mg/ml 300.00 

Azithromycin 200mg/5ml Suspension 200.00 

Azithromycin 500mg tablet 65.00 

Benzylpenicillin 1,000,000 I.U. vial 18.00 

Betahistine mesylate 16mg tablet 30.00 

Betahistine mesylate 24mg tablet 40.00 

Biperidine 2mg tablet 5.00 

Bisacodyl 5mg pedia suppository 35.00 

Bisacodyl 10mg adult suppository 50.00 

Bisacodyl 5mg tab tablet 5.00 

Bromazepam 1.5mg tablet 30.00 

Budesonide 250mcg/ml nebule 50.00 

Bupivacaine 0.5% 10ml ampoule 760.00 

Butamirate citrate 50mg tablet 10.00 

Calcium gluconate 10mg/20ml polyamp 40.00 

Calcium carbonate 500mg tablet 3.00 

Captopril 25mg tablet 2.00 

Carbamazepine 200mg 2.00 

Carvedilol 25mg Tablet 15.00 

Carvedilol 6.25mg tablet 3.00 

Carboprost 250 mcg/0.5 mL, 0.5mL Ampule 200.00 

Cefalexin 100mg/ml drops 40.00 

Cefalexin 500mg capsule 10.00 

Cefalexin 250mg/5ml 60ml suspension 30.00 

Cefazolin 1g vial 200.00 

Cefixime 200 mg tablet 30.00 

Cefixime 100mg/5ml 60ml suspension 200.00 

Cefixime 20mgmg/ml 10ml Drops 150.00 
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Cefoxitin 1g vial 450.00 

Ceftazidime 1g vial 150.00 

Ceftriaxone 1g vial 300.00 

Cefuroxime 500 mg tablet 20.00 

Cefuroxime 750 mg vial 80.00 

Cefuroxime 250mg/5ml 60ml suspension 150.00 

Celecoxib 200mg capsule 20.00 

Celecoxib 400mg capsule 10.00 

Cetirizine HCl 10mg tablet 5.00 

Ceterizine Hcl 2.5mg/ml 10ml oral drops 30.00 

Ceterizine HCl 5mg/5ml 60ml syrup 50.00 

Chlorhexidine 1.2% solution 60ml 236.00 

Chlorphenamine 4mg Tablet 2.00 

Cinnarizine 25 mg tablet 3.00 

Ciprofloxacin 500mg tablet 10.00 

Citicholine 250mg/ml 4ml ampoule 300.00 

Clarithromycin 500mg tablet 15.00 

Clarithromycin 125mg/5ml 60ml suspension 150.00 

Clarithromycin 250mg/5ml 60ml suspension 420.00 

Clindamycin 300mg capsule 10.00 

Clindamycin 600mg/4ml ampoule 350.00 

Clonidine 150mcg/ml ampoule 100.00 

Clonidine 75mcg tablet 10.00 

Clonidine 150mcg tablet 15.00 

Clopidogrel 75mg tablet 15.00 

Cloxacillin 500 mg capsule 5.00 

Cloxacillin 250mg/5ml 60ml suspension 35.00 

Clozapine 100mg tablet 10.00 

Co-Amoxiclav 312.5mg/ 5ml 60ml suspension 200.00 

Co-Amoxiclav 457mg/5ml 70ml suspension 250.00 

Co-Amoxiclav 625mg tablet 15.00 
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 Colchicine 500mcg tablet 3.00 

Cotrimoxazole 400mg/80mg/5ml 60ml suspension 50.00 

Cotrimoxazole 800mg/160mg tablet 5.00 

D5 0.3 NaCl 1L Bottle 100.00 

D5 0.3 NaCl 500cc bottle 90.00 

D5IMB 1L Bottle 70.00 

D5IMB 500cc bottle 65.00 

D5LR 1L bottle 90.00 

D5NM 1L bottle 100.00 

D5 NSS 1L 90.00 

D5 Water 250ml 90.00 

D5 Water 500ml 90.00 

D10 Water 500ml 70.00 

D50 50ml 100.00 

Dexamethasone sodium phosphate 4mg tablet 25.00 

Dexamethasone sodium phosphate 4mg/2ml amp 30.00 

Diazepam 5mg/ml 2ml ampoule 230.00 

Digoxin 0.25mg tablet 5.00 

Digoxin 250mcg/ml 2ml ampoule 180.00 

Diloxanide furoate 125mg/5ml 60ml suspension 400.00 

Diloxanide furoate 500mg tablet 30.00 

Diphenhydramine HCI 50mg capsule 3.00 

Diphenhydramine HCI 12.5mg/5ml 60ml syrup 50.00 

Diphenhydramine HCI 50mg/ml ampoule 80.00 

Dobutamine 250mg/20ml vial 150.00 

Domperidone 10mg tablet 10.00 

Domperidone 1 mg/mL, 60 mL 100.00 

Dopamine 40mg/ml 5ml ampoule 130.00 

Doxycycline 100mg capsule 10.00 

Dydrogesterone 10mg tablet 70.00 
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Enalapril Maleate 5mg tablet 5.00 

Enalapril Maleate 10mg tablet 10.00 

Enoxaparin 100mg/ml 0.4ml Pre-filled syringe 550.00 

Enoxaparin 100mg/ml 0.6ml  Pre-filled Syringe 500.00 

Epinephrine 1mg/ml ampoule 30.00 

Erythromycin 0.5% Ointment 150.00 

Escitalopram 10mg tablet 15.00 

FESO4 + B-Complex + FA capsule 3.00 

Ferrous Sulfate 500mg capsule 2.00 

Ferrous Sulfate Syrup 220mg/5ml 60ml syrup 20.00 

Folic Acid 5mg capsule 4.00 

Fluphenazine 25mg/ml ampule 70.00 

Fluticasone+Salmeterol 50mcg/25mcg MDI 180.00 

Fluticasone+Salmeterol 125/25mcg MDI 200.00 

Fluticasone+Salmeterol 250/25mcg MDI 400.00 

Fluticasone+Salmeterol 500/50mcg MDI 450.00 

Fluocinolon eacetonide250mcg+Polymyxin B 10,000 

IU+Neomycin 5mg/5ml otic drops 

440.00 

Furosemide 40mg tablet 6.00 

Furosemide 10mg/ml ampoule 50.00 

Gabapentin 100mg tablet 15.00 

Gabapentin 300mg tablet 30.00 

Gentamicin sulfate 80mg/2ml ampoule 25.00 

Glibenclamide 5mg tablet 2.00 

Gliclazide 30mg tablet 3.00 

Gliclazide 60mg tablet 10.00 

Gliclazide 80mg tablet 5.00 

Glimeperide 2mg tablet 2.00 

Glycerin 2.5g (Adult) Suppository 15.00 

Glycerin 1.955g (Pedia) Suppository 15.00 
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Haloperidol 5mg/ml 1ml ampoule 450.00 

Hydralazine 20mg/ml ampoule 40.00 

Hydrocortisone 10% 5g tube 120.00 

Hydrocortisone 100mg vial 150.00 

Hydrocortisone 250mg vial 200.00 

Hydrochlorothiazide 25mg tablet 4.00 

Hyoscine N-Butylbromide 10mg tablet 5.00 

Hyoscine N-Butylbromide 20mg/ml ampoule 55.00 

Ibuprofen 400mg tablet 3.00 

Ibuprofen 200mg/5ml 60 ml suspension 70.00 

Insulin 70/30 (Biphasic Isophane Insulin) 100IU 550.00 

Insulin, Regular 100IU 450.00 

Ipratropium+Salbutamol 500mcg nebule 25.00 

Isosorbide Dinitrate 5mg tablet SL 15.00 

Isosorbide Dinitrate 1mg/ml 10ml ampoule 485.00 

Isosorbide Mononitrate 30mg tablet 12.00 

Isoxsuprine 10mg tablet 15.00 

Ketoconazole 2% 20mg/g 15g cream 110.00 

Ketorolac 30 mg/mL 80.00 

Lactulose 3.5mg/5ml 120ml suspension 180.00 

Lagundi Leaf 600mg tablet 3.00 

Lagundi Leaf 300mg/5ml 120ml syrup 75.00 

Lagundi Leaf 600mg/5ml 120ml syrup 80.00 

Levetiracetam 500 mg 15.00 

Levofloxacin 750mg tablet 50.00 

Lidocaine 20mg/ml (2% w/v) 5ml polyamp 35.00 

Lidocaine 20mg/ml (2% w/v) 50ml bot 60.00 

Lidocaine 10% 50ml spray bottle 2500.00 

Loratadine 10mg tablet 5.00 

Losartan 100mg tablet 5.00 

Losartan 50mg tablet 3.00 
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Magnesium Sulfate 25% (250mg/ml) 20ml bot 90.00 

Mannitol 500cc bottle 250.00 

Mebendazole 100mg/5ml 60ml suspension 40.00 

Mebendazole 500mg tablet 3.00 

Mefenamic 500 mg capsule 5.00 

Mefenamic acid 50mg/5ml syrup 50.00 

Metformin 500 mg tablet 5.00 

Methyldopa 250mg tablet 10.00 

Methylergometrine maleate 200mcg/ml amp 130.00 

Metoclopramide 10mg ampoule 14.00 

Metoclopramide 10mg tablet 5.00 

Metoprolol 50mg tablet 2.00 

Methylprednisolone 4mg tablet 10.00 

Metronidazole 125mg/5ml 60 ml suspension 120.00 

Metronidazole 500mg tablet 10.00 

Metronidazole 500mg/100ml IV bot 60.00 

Montelukast 10mg tablet 10.00 

Montelukast 4mg tablet 5.00 

Morphine 10mg/ml 1ml ampule 150.00 

Multivitamins + Minerals Syrup 120ml 80.00 

Multivitamins + Minerals tablet 3.00 

Multivitamins + iron + B-Complex tablet 10.00 

Mupirocin 20mg/5g ointment 100.00 

Nicardipine HCl 1mg/ml ampoule 600.00 

Nifedipine 5mg tablet SL 5.00 

Nifedipine 10mg tablet SL 7.00 

Norepinephrine 1mg/ml 10ml ampoule 300.00 

Norfloxacin 400mg tablet 12.00 

Nystatin Oral Solution 100,000 IU oral suspension drops 180.00 

Nitroglycerin 5mg/24hrs patch 100.00 
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Omeprazole 40mg vial 120.00 

Omeprazole 40 mg capsule 15.00 

Omeprazole 20 mg capsule 10.00 

Oral Rehydration salts sachet 5.00 

Oxytocin 10 IU ampoule 150.00 

Paracetamol 100mg/ml 15ml suspension 25.00 

Paracetamol 120mg/5ml 60ml suspension 20.00 

Paracetamol 250mg/5ml 60 ml suspension 50.00 

Paracetamol 300 mg ampoule 10.00 

Paracetamol 500 mg tablet 2.00 

Phenobarbital 30mg tablet 5.00 

Phenobarbital 60mg tablet 6.00 

Phenobarbital 90mg tablet 10.00 

Phenytoin 50mg/ml 2ml ampoule 200.00 

PLR 1L bottle 90.00 

PNSS 20ml bottle 20.00 

PNSS 2.5mEq/ml 20ml Vial 65.00 

PNSS 1L bottle 85.00 

PNSS for Irrigation 1L bottle 75.00 

Potassium Chloride 750mg 20.00 

Potassium Chloride 2meq/20ml bot 50.00 

Potassium Citrate 1.080g tablet 10.00 

Prednisone 20 mg tablet 5.00 

Prednisone 10 mg tablet 4.00 

Prednisone 5mg tablet 3.00 

Prednisone 10mg/5ml 60ml suspension 100.00 

Propofol 10mg/ml vial 300.00 

Propanolol HCl 10mg tablet 15.00 

Propanolol HCl 40mg tablet 8.00 

Propylthiouracil 50mg tablet 15.00 

Ranitidine 150mg tablet 3.00 

Ranitidine 50mg ampoule 30.00 
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Risperidone 2mg tablet 20.00 

Ropivacaine 10mg/ml Injection 500.00 

Rosuvastatin 10mg tablet 10.00 

Salbutamol 100mcg/dose MDI 130.00 

Salbutamol 1mg/ml nebule 15.00 

Salbutamol 2mg tablet 2.00 

Salbutamol 2mg/5ml 60ml syrup 50.00 

Silver sulfadiazine 10mg/g cream 100.00 

Simvastatin 10mg tablet 2.00 

Simvastatin 20mg tablet 3.00 

Simvastatin 40mg tablet 5.00 

Sodium Chloride 1g tablet 20.00 

Sodium Chloride 2.5 mEq/ml bot 100.00 

Sodium Bicarbonate 650mg tablet 3.00 

Sodium Bicarbonate 8.4% 20ml/bot 150.00 

Spironolactone 25mg tablet 15.00 

Suxamethonium (Succinylcholine)20mg/ml 500.00 

Telmisartan 40mg tablet 15.00 

Telmisartan 80mg tablet 30.00 

Tetanos Toxoid 0.5ml ampoule 85.00 

Tobramycin eye drops 300.00 

Tobramycin + Dexamethasone eye drops 450.00 

Tramadol HCI 50mg capsule 4.00 

Tramadol HCI 50 mg ampoule 50.00 

Tranexamic Acid 500mg ampoule 130.00 

Tranexamic Acid 500mg capsule 10.00 

Trimetazidine 35mg tablet 15.00 

Vitamin B+ Folic + Ferrous capsule 5.00 

Vitamin B - Complex capsule 10.00 

Vitamin B - Complex ampoule 150.00 

Vitamin K 10mg/ml ampoule 40.00 

Water for Injection 50ml bottle 80.00 

Water for Injection 1L bottle 100.00 

Zinc sulfate 10mg/ml oral drops 50.00 

Zinc sulfate 20mg/5ml 60ml syrup 60.00 
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3. Radiology Services for OPD Patients 

The KCH Radiology is open 24 hours a day and 7 seven days a week to offer 

radiological services to patients. 

Office or Division: Kabankalan City Hospitalð Radiology Section 

Classification: Simple 

Type of Transaction: G2C-Government to Client  

Who may avail: All OPD and ER patients as well as walk in clients 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

X-ray request form (1 original copy) KCH OPD Physician / Requesting Physician 

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

1. Presents valid and 

complete x-ray request 

form from OPD/          

Requesting Physician. 

1.1 Receives x-ray 

request form and 

issues service slip 

with examination 

cost indicated 

 

1.2  Directs        

patients to cashier 

for payment 

None 

 

 

 

 

 

None 

 

5 minutes Radiologic  

Technologist 
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3. Radiology Services for OPD Patients 

CLIENT STEPS  AGENCY ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

2. Proceeds to the 

cashier to settle bill.  

2.1 Receives service 

slip & payment 

 

2.2 Issues official  

receipt, and instructs 

patients to return to 

Radiology              

Department  

Will depend on 

the type of      

examination   

requested. 

 5 minutes Cashier 

3. Presents the   

official receipt to  

Radiology Staff 

3.1 Records official 

receipt number &  

prepares the machine 

and the patient for 

the examination    

requested 

None 5 minutes Radiologic  

Technologist 

4. Enters the       

examination room 

and submits to the 

to the instruction 

given by the        

Radiologic        

Technologist 

4.1 Performs x-ray 

examination on     

patients and sends 

images to the        

Radiologist 

None 5 minutes Radiologic  

Technologist 
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3. Radiology Services for OPD Patients 

CLIENT STEPS  AGENCY   ACTION FEES TO BE PAID  PROCESSING TIME 
PERSON                     

RESPONSIBLE  

 4.2 Informs the   

patient the time and 

date of the        

availability of the 

result 

 

4.3 Interprets the 

image and sends 

official results to 

KCH Radiology   

Department for   

encoding 

 

4.4 Review,         

encodes and print   

results for filing 

None 5 minutes 

 

 

 

 

4 hours 

 

 

 

 

 

5 minutes 

Radiologic  

Technologist 

 

 

 

Radiologist 

 

 

 

 

 

Radiologic  

Technologist 

5. Goes back to 

Radiology Section 

and presents the  

Official Receipt to 

claim the result then 

signs on the logbook 

Verifies the Official 

Receipt them make 

the patient sign  into 

logbook then       

releases the official 

result 

 3 mintues Radiologic  

Technologist 

 Total See price list 

below. 

4 hours  and 28 

minutes 
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4. Radiology Services for Admitted Patients 

The KCH Radiology is open 24 hours a day and 7 seven days a week to offer 

radiological services to patients. 

Office or Division: Kabankalan City Hospitalð Radiology Section 

Classification: Simple 

Type of Transaction: G2C-Government to Client  

Who may avail: All admitted patients in Kabankalan City Hospital 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Request form (1 original copy)  KCH Requesting physician 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

1. Patient is wheeled into 

the Radiology Department 

along with the valid      

request form 

1.1 Receives  and 

verifies x-ray       

request foform and 

logs patient         

information 

 

None 

 

 

 

 

5 minutes Radiologic  

Technologist 

 3.4 Submits service 

slip to Billing section 

for  documentation 

 

3.5 Records patient 

with  PhilhHealth 

benefits 

None 

 

 

 

 

None 

2 minutes 

 

 

 

 

2 minutes 

Radiologic  

Technologist 

 

 

 

Radiologic  

Technologist 

 Total See price 

list below. 

4 hours  and 

19 minutes 
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 KCH RADIOLOGY SERVICE FEES (AS OF JUNE 1, 2025) 

CHEST   

Chest AP or PA or lordotic/Oblique 160.00 

Chest PA & lateral 275.00 

Chest PA & lordotic 275.00 

Chest (bucky) AP or PA 245.00 

Chest Pedia AP/PA/lateral 200.00 

Chest AP or PA & lateral 230.00 

ABDOMEN   

Abdomen AP (supine or upright) 245.00 

Abdomen AP (supine & upright/lateral) 
295.00 

HEAD   

Skull AP or PA or lateral 210.00 

Skull AP & lateral 240.00 

Mandible PA/Oblique 180.00 

Mandible PAO/PAL 210.00 

Paranasal sinuses lateral 270.00 

Paranasal sinuses ï Caldwell 270.00 

Paranasal sinuses ï Waters 270.00 

Paranasal sinuses ï Townes 270.00 

Orbit PAO/APO 210.00 

Nasal bone 450.00 

Neck soft tissue lateral/AP 350.00 

Shoulder Girdle   

Clavicle AP 200.00 

Shoulder AP 200.00 

Shoulder APY 230.00 
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UPPER EXTREMITIES  

Finger/toe only AP & lateral/AP & oblique 230.00 

Hand PA/AP 200.00 

Hand AP & lateral/AP & Oblique/PA & oblique 230.00 

Wrist PA/AP/lateral 230.00 

Wrist PA/AP/lateral 200.00 

Wrist PA & Lateral/AP & lateral 230.00 

Forearm AP/lateral 200.00 

Forearm AP & lateral 230.00 

Elbow AP/Lateral 200.00 

Elbow AP & lateral 230.00 

Humerus AP/lateral 200.00 

Humerus AP & lateral 230.00 

LOWER EXTREMITIES  

Femur AP/lateral 200.00 

Femur AP & lateral 230.00 

Knee AP/ Lateral/ Oblique 200.00 

Knee AP & lateral/ AP & oblique 230.00 

Patella lateral/sunset/sunrise/ AP 200.00 

Patella APL/PAO/sunrise & sunset 230.00 

Leg AP/lateral 200.00 

Leg AP & lateral 230.00 

Ankle APL/APO 230.00 

Ankle APL w/ mortise 500.00 

Ankle mortise 200.00 

Calcaneus APL 230.00 

Foot APL/ APO 550.00 
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Foot AP/LAT/OBL 200.00 

Foot APL/APO 230.00 

PELVIS   

Pelvis AP/inlet/outlet/frogleg 245.00 

Pelvis APL 275.00 

Pelvis inlet & outlet 600.000 

Hip joint AP/lateral 300.00 

Hip APL 450.00 

VERTEBRAE   

Cervical spine AP/LAT 245.00 

Cervical spine APL 275.00 

Thoracic spine AP 245.00 

Thoracic spine APL 275.00 

Thoracolumbar AP/lateral 490.00 

Thoracolumbar AP & lateral 550.00 

Thoracolumbar scoliotic study 1,400.00 

Lumbar AP 245.00 

Lumbar APL 275.00 

Lumbosacral AP & lateral 275.00 

SPECIAL EXAMINATIONS   

Intravenous pyelography 570.00 

Upper gastrointestinal series 625.00 

T-tube cholangiography 380.00 

Small intestinal series 350.00 

Barium enema 640.00 

Esophagogram 270.00 
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5. Enrollment to Point of Service (POS) Program 

The Medical Social Services Office is open 8:00amð5:00pm during weekdays. 

Office or Division: Kabankalan City Hospitalð Medical Social Services 

Classification: Simple 

Type of Transaction: G2C-Government to Client  

Who may avail: Indigent or Financially Incapacitated Patients without or with inactive PhilHealth             

membership. 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. One Photocopy of PhilHealth Member Reg-

istration Form (PMRF) 

2. One Photocopy of the following: 

A. Birth certificate or baptismal certificate or 

Joint Affidavit of Two Disinterested Per-

sons (in the Absence of Birth or  Baptismal 

Certificate) 

B. Marriage certificate (if married) 

3. One Photocopy of Dependentôs: 

A. Birth Certificate or Baptism Certificate 

B. Affidavit of Paternity / Joint Affidavit of Two 

Disinterested Persons (in the Absence of Birth 

or Baptismal Certificate) 

PhilHealth Office 

 

Patient/ Relative 

 

 

 

Patient/ Relative 

 

 

 

Patient/ Relative 

4. At least One Original (1) valid identification 
below: 
¶ PhilHealth ID 
¶ SSS ID 
¶ GSIS ID 
¶ Pag-ibig ID 
¶ Voters ID 
¶ Postal ID 
¶ National ID 
¶ UMID ID 
¶ Police Clearance 
¶ NBI Clearance 
¶ Passport 

Patient/ Relative 

5. PhilHealth Verification Slip  PhilHealth Office 
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CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON  RESPONSIBLE  

1. Submits documentary 

requirements and wait for 

the Medical Social   

Worker to verify the     

patient's information.  

1.1 Conducts an    

interview and        

assessment if pa-

tient will be eligible 

for Point of Service    

enrollment. 

None 40 minutes  Medical Social Worker  

2. Once the patientôs    

information has been 

2.1 Reviews the 

submitted PMRF.  

None 20 minutes Medical Social Worker  

completely verified,     

accomplish and submit 

the PhilHealth Member 

Registration Form 

(PMRF) to the Medical 

Social  Worker, 

In case of a   discrepancy in the 

patientôs   information or      

documentary requirements, the 

relative will comply and       

complete them prior to        

receiving  assistance.Ш 

patient is financially        

incapable, the   

Medical    Social 

Worker will issue a 

certificate and    

enroll them in the 

Point of Service  

program. 

The relative will be referred 

to the appropriate agency 

for necessary corrections 

and then returned to the 

Medical Social Services 

(MSS) office after the cor-

None 20 minutes Medical Social Worker  

3. Waits for the  Medical 

Social  Worker issue an 

MSW service card and 

POS registration slip. 

3.1 The MSW will 

issue a MSW       

service card and 

POS registration 

slip. 

*POS registration 

slip     availability 

depends on the   

processing of PHIC-

LHIO in Kabankalan 

CityШ 

None 10 minutes Medical Social Worker  

4. Awaits instruction of 

the MSW to go to the 

next relevant office. 

4. Instructs client to     

proceed to the           

PHIC-LHIO in      

Kabankalan CityЮ 

None 1 minute Medical Social Worker 

 Total None 1 hr and 11 

minutes 

 

5. Enrollment to Point of Service (POS) Program 
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6. MAFIP Availment for OPD/ ER and In Patients 

The Medical Social Services Office is open 8:00amð5:00pm during weekdays. 

Office or Division: Kabankalan City Hospitalð Medical Social Services 

Classification: Simple 

Type of Transaction: G2C-Government to Client  

Who may avail: All ER, OPD and admitted patients who needs MAIFIP assistance. 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. One original KCH Service Slip 

2. One photocopy of Medical Certificate and/or 

Medical/ Clinical Abstract 

3. One photocopy of the following: 

¶ Drug prescription 

¶ Laboratory request 

¶ Xï ray request 

¶ Certification on the number of sessions availed 

from PhilHealth, if applicable 

4. Photocopy of Valid ID of the patient or Medical 

Social Services issued ID and valid ID of next of 

kin if             applicable. 

5. Statement of Account (SOA) for admitted pa-

tients  

ER/OPD Nurse on Duty (if from ER/OPD) 

Hospital Information Management Office (if admitted) 

 

 

KCH Pharmacy, Laboratory and Radiology 

 

 

 

 

 

Patient/ Relative 

 

 

Billing Section  
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6. MAFIP Availment for OPD/ ER and In Patients 

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

1. Receives referral 

from ER/ OPD/ ward  

1.1 Conducts an interview 

and assessment if the     

patient is financially        

incapable. 

 

1.2 Orients patient/ relative 

on the MSWD services 

covered, depending on the 

assessed classification. 

  

1.3 Validate hospital   

charges to facilitate        

assistance.  

None 

 

 

 

 

 

None 

15 minutes 

 

 

 

 

 

15 minutes 

Medical Social 

Worker 

 

 

 

 

 

Medical Social 

Worker 

2. Awaits instruction to 

visit  the next relevant 

office. 

2.1 Advises the patient/ 

relative to proceed to the 

next relevant office.  

None 1 minute Medical Social 

Worker 

 Total None 31 minutes  
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7. Counselling for VAWC Cases 

The Medical Social Services Office is open 8:00amð5:00pm during weekdays. 

Office or Division: Kabankalan City Hospitalð Medical Social Services 

Classification: Simple  

Type of Transaction: G2C-Government to Client  

Who may avail: All ER, OPD and admitted patients who needs counselling. 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. One original Referral Form (MSWD Form 1) 

2. One Photocopy of referral from  OPD 

3. One Photocopy of Valid ID of the patient or    

Medical Social Services issued ID and valid ID of 

next of kin if applicable. 

4. One photocopy of Medical Certificate (VAWC  

patient) 

ER/ OPD/ Ward Nurse on Duty 

 

OPD Nurse on Duty 

 

Patient/ Relative 

 

 

Records Department 

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

1. Receives referral from 

the ER/ OPD/ ward  

1.1 Conducts an          

interview and              

assessment if the patient 

is willing to undergo 

counseling.  

None 30 minutes Medical Social 

Worker 
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7. Counselling for VAWC Cases 

CLIENT STEPS  AGENCY   ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

 1.2 Orients the patient 

or relative to the     

counseling process and 

confidentiality.  

 

1.3 Provides             

appropriate counseling 

and social work        

interventions in relation 

to the patientôs case.  

None 

 

 

 

 

None 

10 minutes 

 

 

 

 

2 hours 

(case to case 

basis) 

Medical Social Worker 

 

 

 

Medical Social Worker 

2. Comply with 

follow-up      

counseling or 

referral to the 

relevant office or 

agency,      

whichever is  

applicable.  

2.1 Advises the patient/ 

relative to proceed to 

the next relevant office 

or agency.  

None 1 minute Medical Social Worker 

 Total None 2 hours and 

41 minutes 
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8. Laboratory Services for OPD Patients 

The KCH Laboratory is open 24/7, offering uninterrupted access to comprehensive 

laboratory services around the clock. 

Office or Division: Kabankalan City Hospitalð Clinical Laboratory Section 

Classification: Simple 

Type of Transaction: G2C-Government to Client  

Who may avail: ALL OPD and ER PATIENTS as well as walk in clients/ patients. 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

Laboratory Request Form signed by Doctor (1 

original copy)  

KCH OPD Physician/ Requesting Physician 

CLIENT STEPS  AGENCY  ACTION 

FEES 

TO BE 

PAID  

PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

1. Proceeds to               

Laboratory Receiving 

Area and      presents 

the  laboratory request 

form signed by the 

doctor then receive 

necessary instructions 

depending on the         

requested               

examination.    

1. Receives and      

evaluates request from 

patient. 

 

 

1.2 Instruct patient    

according to the        

requested examination. 

None 

 

 

 

 

 

None 

3 minutes 

 

 

 

 

 

5 minutes 

Laboratory Aide / 

Medical Technologist   

assigned in the Reception 

Area 

 

 

Laboratory Aide / 

Medical Technologist   

assigned in the Reception 

Area 
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8. Laboratory Services for OPD Patients 

CLIENT STEPS  AGENCY ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 
PERSON RESPONSIBLE  

2. Waits for the 

issuance of 

Charge Slip  

2.1 Issue Charge Slip 

to the patient  

None 1 minute Laboratory Aide / 

Medical Technologist 

assigned in the         

Reception Area 

3. Proceeds to 

the Cashier to 

settle bill. 

3.1 Receives    service 

slip and payment then  

issues the Official    

Receipt, and            

instructs patients to 

return to Laboratory      

section. 

Will depend 

on the type of 

examination 

requested. 

See price list 

below. 

5 minutes Cashier 

4. Goes back to 

the Laboratory 

and present OR 

to the Laboratory 

Aide/ RMT. 

4.1 Copies the official 

receipt number  

None 2 minutes Laboratory Aide / 

Medical Technologist 

assigned in the         

Reception Area 

5. Submits self for 

the procedure  

5. 1 Explains the     

procedure to the client/ 

patient then proceeds 

wit either Blood        

Extraction or Specimen        

Collection.  

None 10 minutes Laboratory Aide / 

Medical Technologist 

assigned in the         

Reception Area 
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8. Laboratory Services for OPD Patients 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON RESPONSIBLE  

6. Waits for the        

release of Official   

Result. 

6. 1 Processes the 

obtained specimen 

then logs, signs and 

finally encodes    

official results 

None 2 Hours 

Variable 

(depending on the 

laboratory test/s 

requested) 

Registered Medical       

Technologist  

7. Receives Official 

Result then signs in 

the Releasing        

Logbook to 

acknowledge receipt 

of the result. 

7.1 Releases result 

to client/ patient or 

authorized           

representative then 

logs in the Logbook 

the release of      

Official Result. 

None 5 minutes Laboratory Aide / 

Medical Technologist      

assigned in the Recep-

tion Area 

 TOTAL See price 

list below. 

2 hours and 31 

minutes. 
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9. Laboratory Services for Admitted Patients 

The KCH Laboratory is open 24/7, offering uninterrupted access to comprehensive 

laboratory services around the clock. 

Office or Division: Kabankalan City Hospitalð Clinical Laboratory Section 

Classification: Simple 

Type of Transaction: G2C-Government to Client  

Who may avail: All admitted patients in Kabankalan City Hospital. 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

Laboratory Request Form signed by 

Doctor (1 original copy)  

KCH Requesting Physician 

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

1. Receives laboratory 

request form signed by 

the ROD from Nurse   

Station. 

1.1 Receives 

and verifies 

availability of 

Laboratory test 

requested and 

logs patient   

information 

1.2 The Medical 

Technologist 

proceeds to the 

ward and extract 

sample bedside. 

Cost will     

depend on the 

examination 

requested 

10 minutes Registered Medical 

Technologist 
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9. Laboratory Services for Admitted Patients 

CLIENT STEPS  
AGENCY       

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

2. Waits for the release of 

Official Result. 

(for Urine/Stool specimen: 

Midwife/Folks will send the 

sample to the Laboratory 

2.1 Processes           

specimens, logs 

and signs the 

officia result. 

 

2.2 Delivers 

result to Nurse 

Station 

None 2 Hours 

Variable 

(depending on 

the laboratory 

test/s requested) 

Registered Medical 

Technologist  

3. Receives May-go-home /

discharge slip  

3.1 Submits 

service slip to 

Billing Section 

upon request of 

discharge. 

None 5 minutes Registered Medical 

Technologist  

 TOTAL See 

price list 

below. 

2 hours and 15 

minutes 
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10. Blood Station Services for Admitted Patients 

The KCH Blood Station within the Laboratory operates 24/7, providing continuous, 

reliable access to comprehensive blood services around the clock. 

Office or Division: Kabankalan City Hospitalð Clinical Laboratory Section 

Classification: Simple 

Type of Transaction: G2C-Government to Client  

Who may avail: The blood station services are available to hospital patients needing 

transfusions, emergency cases, surgical patients, individuals with   

chronic blood conditions, and registered blood donors. 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

Blood Request Form signed by Doctor (1 

original copy)  

KCH Requesting Physician 

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

1. Receives blood request 

form signed by the ROD 

from Nurse Station. 

1.1 Receives and 

verifies availability 

of Blood Unit      

requested and logs 

patient information. 

1.2 If  Blood Stocks 

are not  available, 

Medical            

Technologist will 

instruct the folks to 

secure blood from 

other Blood Banks   

Blood 

Screening 

and        

Processing 

Fees 

charged in 

compliance 

with AO 

2015-0045 

5 minutes Registered Medical 

Technologist 
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10. Blood Station Services for Admitted Patients 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

2. Secures Blood 

for transfusion. 

2.1 Informs the Nurse 

Station of the Blood Units 

secured by the Patient 

and asks request for 

Crossmatching  the     

performs crossmatching, 

verification and signing of 

Official Result/s   

 

2.2 Delivers result to 

Nurse Station 

See price 

list below. 

2 hours Registered Medical 

Technologist  

3. Receives 

compatible blood 

for transfusion. 

3.1 Nurse on duty gets 

compatible Blood for 

transfusion from the    

Laboratory.  

(Blood transfusion is done 

by the nurses, separately) 

None 5 minutes Registered Medical 

Technologist  

 TOTAL See price 

list  below. 

2 hours and 

10 minutes 
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CLINICAL LABORATORY SERVICE FEES (AS OF JUNE 1, 2025) 

  TEST PRICE 

1 ABO, Rh Typing 75.00 

2 Bleeding Time, Clotting Time 75.00 

3 Complete Blood Count 100.00 

4 CBC with Platelet Count 150.00 

5 Hemoglobin/Hematocrit 30.00 

6 Urinalysis 60.00 

7 Fecalysis 40.00 

8 Pregnancy Test (SERUM) 120.00 

9 Pregnancy Test (URINE) 100.00 

10 HBsAg 150.00 

11 Glucose 80.00 

12 Cholesterol (Total) 105.00 

13 Triglycerides 200.00 

14 Creatinine 120.00 

15 Blood Urea Nitrogen 120.00 

16 Uric Acid 110.00 

17 Sodium 250.00 

18 Potassium 250.00 

19 Chloride 250.00 

20 Calcium 250.00 

21 Lipid Profile 550.00 

22 SGPT 200.00 

  TEST PRICE 

23 SGOT 200.00 

24 Dengue Test 1200.00 

25 Typhidot 750.00 

26 Rapid Antigen Test 600.00 

27 Swab Test 600.00 

28 VDRL 200.00 

29 75g OGTT 600.00 

30 KOH 200.00 

31 Papsmear 250.00 

32 Prothrombin Time 600.00 

33 HBA1c 850.00 

34 Gram Stain 200.00 

35 Fecal Occult Blood 300.00 

36 Crossmatching 350.00 

37 Blood Processing Fee (Whole 

Blood) 

1800.00 
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11. Meals for Admitted Patients 

The KCH Nutrition and Dietetics Services section is open from 8:00 AM to 4:00 

PM to assist with consultations and other nutrition-related services. 

Office or Division: Kabankalan City Hospitalð Nutrition and Dietetics Services 

Classification: Simple 

Type of Transaction: G2C-Government to Client  

Who may avail: Admitted patients in the Kabankalan City Hospital. 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Diet Orders  by physician (1 photocopy) Nurses Station 

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

1. Patient waits for the 

meals schedule.  

¶ Breakfast:         

6:45am-7:45am 

¶ Lunch:           

10:30am-12NN 

¶ Dinner:             

4:00PM-4:45PM 

1.1 Checks new 

admission from 

the ward and 

counts the     

number of patient 

on regular diets 

and therapeutics/

modified diets. 

 

1.2. Prepares and 

cook food for 

breakfast, lunch 

and dinner. 

None 

 

 

 

 

 

 

None 

10 minutes 

 

 

 

 

 

 

1 hour & 30 

minutes 

Registered             

Nutritionist-Dietitian 

 

 

 

 

 

Cook 

Food Server 
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11. Meals for Admitted Patients 

CLIENT STEPS  AGENCY ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

2. Patients obtains their 

meals from assigned   

Nutrition and Dietetics 

Service personnel    

passing outside their 

room/ wards and then 

may start eating. 

2.1 Dish out of meal 

schedule. 

 

None 15 minutes 

 

 

 

Cook/ 

Food Server 

 

3. Returns the used  

kitchen wares to Nutrition 

and Dietetics personnel 

for dish washing. 

3.1 Collects the 

used kitchen wares 

from patient rooms/ 

wards. 

None 15 minutes Cook/ 

Food Server 

 TOTAL None 2 hours and 

10 minutes 

 



мул 

12. Dietary Counselling 

The KCH Nutrition and Dietetics Services section is open from 8:00 AM to 4:00 

PM to assist with consultations and other nutrition-related services. 

Office or Division: Kabankalan City Hospitalð Nutrition and Dietetics Services 

Classification: Simple 

Type of Transaction: G2C-Government to Client  

Who may avail: Admitted patients in the Kabankalan City Hospital who needs diet 

counselling. 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Physicianôs diet Order Ward Nurse on Duty 

CLIENT STEPS  AGENCY           ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

1. Waits in their room/ ward 

prior to counselling. 

1.1.Receives written 

physician diet orders 

for counselling and for-

wards it to Nutrition 

and Dietetics       Ser-

vices. 

 

1.2  Receives and  ver-

ifies the patient details 

in the physician diet 

orders. 

None 

 

 

 

 

 

 

None 

10 minutes 

 

 

 

 

 

 

20 minutes 

Ward Nurse on 

duty 

 

 

 

 

 

 

Registered        

Nutritionist and 

Dietician 
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12. Dietary Counselling 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

2. Undergoes diet 

counselling then 

signs in the     

counselling log 

book. 

2.1 Identifies patient and 

conducts counselling and 

patient education to       

patient,  folks or any family 

member about the diet 

concern of their patient. 

 

2.2 Records the procedure 

in the log book. 

 

None 

 

 

 

 

 

 

 

 

None 

30 minutes 

 

 

 

 

 

 

 

 

5 minutes 

Registered Nutritionist 

and Dietician 

 

 

 

 

 

 

 

Registered Nutritionist 

and Dietician 

 Total None 1 hour and 5 

minutes 
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13. Osterized Tube Feeding 

The KCH Nutrition and Dietetics Services section is open from 8:00 AM to 4:00 

PM to assist with consultations and other nutrition-related services. 

Office or Division: Kabankalan City Hospitalð Nutrition and Dietetics Services 

Classification: Simple, 

Type of Transaction: G2C-Government to Client  

Who may avail: Admitted patients who needs OTF. 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Physicianôs OTF Order (1 photocopy) 

2. Raw materials needed for OTF 

(Vegetable:  Potato, carrots, sayote, squash, 

green papaya, upo/kalubay. 

Fruits: Banana, apple, ripe papaya, grapes. 

Milk: Non-fat milk, low fat milk 

Rice: sliced bread, pandesal, oat, craker,    

lugao 

Meat: Egg, Chicken breast, fish, lean pork, 

lean meat. 

Sugar: brown sugar 

Fats: olive oil, cannola oil, corn oil, sunflower 

oil, vegetable oil) 

Nurses  Station 

 

 

 

 

 

Patient/ Patient Folks 
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13. Osterized Tube Feeding 

CLIENT STEPS  AGENCY ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

1. Patient waits 

for the OTF 

schedule.  

1.1 Nurse on duty       

forwards the OTF Order  

to  

Nutrition and Dietetics 

Services. 

 

1.2 Receives OTF order, 

evaluates and computes 

caloric requirements of 

the patient. 

 

1.3 Identifies patient in 

the room/ ward. 

None 

 

 

 

 

 

 

None 

 

 

 

 

None 

10 minutes 

 

 

 

 

 

 

10 minutes 

 

 

 

 

5 minutes 

Nurse on Duty 

 

 

 

 

 

 

Registered Nutritionist 

and Dietician 

 

 

 

Registered Nutritionist 

and Dietician 

2. Endorses the 

ingredients to 

the Nutrition and 

Dietetics Ser-

vices personnel.  

2.1 Obtains the neces-

sary ingredients for OTF 

from the patient/ folks. 

None 15 minutes Cook/ 

Food Server 

3. Waits for the 

preparation of 

the OTF by the 

Nutrition and 

Deictics Services 

.1 Prepares and cooks 

the ingredients for OTF 

the blends the cooked  

None 60 minutes Registered Nutritionist 

and Dietician 
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13. Osterized Tube Feeding 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

Personnel and 

administration 

later by the 

nurse on duty. 

OTF according to 

required caloric  

requirements. 

3.2 Endorses the 

prepared OTF to 

Nurses station for 

administration. 

 

 

 

None 

 

 

 

5 Minutes 

 

 

 

Cook/ 

Food Server 

 Total None 1 hour & 45 

minutes 
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14. Patient Admission  

The Admitting Section manages the official hospital admission of patients, includ-

ing the collection of necessary demographic and clinical information and the sign-

ing of admission consents. Services are available 24/7, including holidays.  

Office or Division: Kabankalan City Hospitalð Admitting Unit under Health Information and 

Management Office 

Classification: Simple 

Type of Transaction: G2C-Government to Client  

Who may avail: All patients ordered to be admitted in the Kabankalan City Hospital. 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

мΦ Notice of Admission (1 original copy) 

2. Valid ID: National ID, Drivers License, etc. 

оΦ Philhealth ID/MDR (if applicable) 

§ Attending Physician (OPD/ER) 

§ Government Agencies (PSA, LTO,etc)  

 

§ Philhealth Office/Online Portal 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

1. Presents the Notice of 

Admission and valid ID 

1.1 Verifies the  

availability of a    

hospital bed/room 

based on the I ssued 

order. 

None 5 minutes Admitting Clerk 

2. Provides full demograph-

ic and socio-economic data 

2.1 Encodes full   

demographic/profile  

into  Hospital           

Information System 

 None  10 minutes  Admitting Clerk 
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14. Patient Admission 

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

3.  Signs the Consent 

and Data Privacy  

Explain the      

patientôs rights, 

hospital policies  

None 5 minutes Admitting Clerk 

 Total None 20 minutes  
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15. Patient Discharge 

Patient discharge at KCH is available daily from 8:00 AM to 5:00 PM. 

Office or Division: Kabankalan City Hospitalð Administrative Section 

Classification: Simple 

Type of Transaction: G2C-Government to Client  

Who may avail: All patients with order for discharge. 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. For PhilHealth patients: 

a. CSF 

b. CF2 

c. PBEF  

Admitting and Discharge area (PhilHealth Help Desk) 

2. For Non PhilHealth patients: 

a. Statement of Account 

b. Discharge permit  

Billing and Cashier area  

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

1. PhilHealth Patient/ 

watcher goes to admitting 

and discharge area to sign 

documents needed for    

discharge. 

1. 1 Processes the 

CSF, CF2 and PBEF 

forms of patients for 

discharge. 

None 30 minutes Admitting and Discharge 

Staff 

 

 



муу 

15. Patient Discharge 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON  RESPONSIBLE  

 1.2 For Non     

PhilHealth,        

instructs patient/ 

watcher to obtain 

Statement of     

Account and    

Discharge Slip to 

Billing and Cashier 

area. 

None 30 minutes Admitting and Discharge 

Staff 

2. Non PhilHealth 

patient goes to    

Billing and Cashier 

area to settle       

account and obtain 

discharge permit.  

2.1 Reviews     

patient SOA and 

accepts payment, 

issues OR and 

discharge permit 

to watcher. 

 

None Will depend 

on the SOA  

indicated. 

Billing & Claims Personnel 

 

 

Cashier 

3. Patient/watcher 

gives discharge   

permit to Nurseôs 

station for approval 

for discharge and 

afterwards may go. 

3. Discharge     

permit will be    

reviewed and    

given to the      

security guard on 

duty for dispatch. 

None 5 minutes Security Guard on Duty  

 TOTAL Will de-

pend on 

the SOA. 

35 minutes  
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16. Cashiering 

The KCH Cashier is open from Monday-Friday 8:00 am ï5:00 pm. Payments 

beyond that time are given to admitting staff in the admitting area. 

Office or Division: Kabankalan City Hospitalð Administrative Section 

Classification: Simple,  

Type of Transaction: G2C-Government to Client  

Who may avail: The Billing and Cashiering services in Kabankalan City Hospital are available to 

all patients who have received services at the hospital. 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

Service slip with Billed Charges Payment for the service will depend on the hospital     

section such as: 

1. Admission  2. Laboratory 3. Radiology 

4. Pharmacy     5. OPD     6. ER     7. ER 

CLIENT STEPS  
AGENCY           

ACTION 
FEES TO BE PAID  

PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

1. The patient or SO 

hands in the service slip 

containing the amount 

indicated for payment . 

1. The cashier 

will receive the 

service slip and 

will ask the exact 

amount 

Depends on the 

amount indicated 

on the service 

slip 

3 minutes  Cashier 

2. If patient cannot pay 

the indicated amount or 

wants to have a discount,  

2.1 Conducts 

evaluation and 

categorization of 

the patients 

None 3 minutes  Medical Social Worker 
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16. Cashiering 

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

the patient will be 

directed to the 

office of the     

hospitalôs MSW 

for evaluation and 

discount. 

2.2 Determines the 

amount to be paid 

based on the         

evaluation then       

instructs the patient to 

pay the amount to the 

cashier. 

None 15 minutes  Medical Social Worker 

3. Patient or folks 

pay the indicated 

amount after   

seeing the       

hospital MSW and 

waits for the      

issuance of OR  

3. Issues the OR after 

paying  

None 3 minutes Cashier  

 TOTAL Depends on 

the amount 

indicated. 

24 minutes  
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17. Outpatient Department (OPD) Patient Registration 

The registration process involves the collection of personal and health-related 

information to create or update a patientôs official Medical Record. Service is 

from Monday to Saturday at 8:00 amï 4:00 pm. 

Office or Division: Kabankalan City Hospitalð Health Information Management Office 

Classification: Simple 

Type of Transaction: G2C-Government to Client  

Who may avail: All patients seeking medical consultation 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

мΦ Patient Information Sheet 

2. Valid ID: National ID, Drivers License, etc. 

3. Philhealth ID/MDR (if applicable) 

пΦ Hospital Pink Card (for returning /old       

patients) 

¶ Triage/Registration Desk 

¶ Government Agencies (PSA, LTO,etc)  

 

¶ Philhealth Office/Online Portal 

¶ OPD Nurse 

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

1. Gets a queue number 
and fills out the Patient 

Information Sheet 

1.1 Issues queue number 

and verifies completeness 

of the form. 

None 5 minutes Security Guard 

2. Presents self at the  

Triage Area for vital signs 

taking and screening. 

2.1 Conducts initial        

assessment and issues  

Triage Slip 

None 10 minutes Triage Nurse 
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17. Outpatient Department (OPD) Patient Registration 

CLIENT STEPS  AGENCY   ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

3. Submits the    

Triage slip and fills 

out the Patient    

Information Sheet. 

3.1 Verifies, identifies 

and check for existing 

records in the system 

None 5 minutes Encoder/  

HIM Staff 

4. Provide data 

(Name, DOB,      

Address) and sign 

the Data Privacy 

Consent 

4.1 Encode/Update in 

the Hospital            

Information System 

None 10 minutes Encoder/  

HIM Staff 

  Total None 30 minutes  
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18. Emergency Room (ER) Patient Registration 

The ER registration process quickly gathers essential patient information. ER 

services are available 24/7, including holidays. 

Office or Division: Kabankalan City Hospitalð Health Information Manage-

ment Office 

Classification: Simple 

Type of Transaction: G2C-Government to Client  

Who may avail: All patients seeking emergency health care. 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

мΦ Patient Information Sheet 

2. Valid ID: National ID, Drivers License, etc. 

3. Philhealth ID/MDR (if applicable) 

пΦ Hospital Pink Card (for returning /old patients) 

¶ Triage/Registration Desk 

¶ Government Agencies (PSA, 

LTO,etc)  

 

¶ Philhealth Office/Online Portal 

¶ OPD Nurse 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

1. Arrives at the ER Triage.        

Presents the patient for immediate 

assessment. 

1.1 Conducts      

Triaging. Assesses 

severity of the case 

then provides initial 

vital signs check 

None 5 minutes Triage Nurse 

2. Folks/ SO provides patient - 2.1 Encodes full 

demographic  

 None  10 minutes  Encoder/ 

HIM staff 
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18. Emergency Room (ER) Patient Registration 

CLIENT STEPS  AGENCY   ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

information at 

the Patient     

Information 

Sheet. 

demographic and   

social history data into 

Hospital Information 

System 

   

3. Signs the 

Consent for 

treatment and 

Data Privacy 

then returns to  

the side of their 

patient. 

3.1 Explains the     

patientôs rights and 

the use of data for 

Philhealth and DOH 

None 10 minutes Encoder/  

HIM Staff 

 Total Will depend on 

the actual 

charges. 

25 minutes  
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19. Issuance of Certificate of Live Birth 

This service involves processing and releasing of unregistered Certificate of 

Live Birth. Availability of service is from Monday to Friday at 8:00 am-5:00pm 

(No noon break) except holidays. 

Office or Division: Kabankalan City Hospitalð Health Information Management Office 

Classification: Simple 

Type of Transaction: G2C-Government to Client  

Who may avail: All parents and legal guardians of newborns. 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Filled up Data Sheet Form (1 original) 

2. Marriage Certificate (for married) (1       

photocopy) 

3. Community Tax Certificate/Cedula (for    

unmarried)  

4. Authority to Use the Surname of the Father 

(for unmarried) (1 original) 

¶ DR/ Nurse Station  

 

¶ Parents/PSA/Local Civil Registry  

 

¶ City Treasurers Office  

 

¶ Health Information Management Office 

CLIENT STEPS  AGENCY   ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

1. Fills up Data Sheet 

Form 

1.1 Instructs informant to 

fill up the Birth certificate 

preform/data sheet given 

by the nurse. 

None 5 minutes 

  

Informant (Parent) 
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19. Issuance of Certificate of Live Birth 

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

2. Proceeds to 

Health Information 

Management Office, 

submits the          

accomplished form 

and presents       

requirements and 

patiently wait. 

 

2.1 Receives the      

accomplished preform/

data sheet evaluates 

requirements and     

rechecks the data sheet 

for accuracy and    

completeness of data 

entry. 

 

2.2 Transcribes data 

from data sheet form to 

COLB then prepares 

Affidavit to Use the   

Surname of the Father/

AUSF (for unmarried). 

None 

 

 

 

 

 

 

 

 

 

None 

 

 

 

 

 3 minutes 

 

 

 

 

 

 

 

 

 

3 minutes 

 

 

 

 

 Parent/Authorized   

representative 

 

 

 

HIM staff 

 

 

 

 

HIM staff 

 

 

 

 

 

3. Signs the        

Certificate of Live 

Birth (4 copies) and 

signs the AUSF (for 

unmarried) 

3.1 Secures the        

signature of the         

informant and instructs 

the mother of the child 

to sign in the AUSF 

then 

None 3 minutes Parent/Authorized    

representative 
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19. Issuance of Certificate of Live Birth 

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

 secures signature of the 

attending physician on 

the COLB.  

   

4. Pays the 

amount indicated 

on the charge slip/

order of payment 

then returns to 

HIMO. 

4.1 Issues charge slip. 

 

4.2 Receives charge slip/ 

order of payment and its 

corresponding amount 

then issues Official     

Receipt. 

 

4.3 Prepares transmittal 

letter then transmits the 

prepared COLB to 

LCRO. 

 

None 

 

 

Php 50.00 

 

 

 

 

 

 

None 

2 minutes 

 

 

10 minutes 

 

 

 

 

 

 

5 minutes 

 

 

 

 

 

HIM staff 

 

 

Cashier 

 

 

 

 

 

 

HIM staff 
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19. Issuance of Certificate of Live Birth 

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON RESPONSIBLE  

 4.4 Monitors 

and safe keeps 

the hospital 

copy of COLB 

then informs 

the authorized 

claimant when 

to claim the 

registered birth 

certificate. 

None 10 minutes HIM staff 

5. Claims/Receives the 

registered Certificate of 

Live Birth and signs in 

the releasing logbook. 

5.1 Release the 

Certificate of 

Live Birth then 

instructs client 

to sign the    

logbook. 

 None  5 minutes HIM Staff 

  

  

 Total  Php 

50.00 

46 minutes 
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20. Issuance of Death Certificate 

This service processes and releases unregistered Death Certificates for Inpatient, 

ER, and non-medico-legal DOA cases, which is required for registration with the 

Local Civil Registry. It is available Monday to Friday, 8:00 am to 5:00 pm. 

(including noon breaks), excluding holidays.  

Office or Division: Kabankalan City Hospitalð Health Information Management Of-

fice 

Classification: Simple 

Type of Transaction: G2C-Government to Client  

Who may avail: Immediate family members, legal guardians, funeral directors, 

insurance companies, government agencies, legal representa-

tives, educational     institutions, and other entities requiring proof 

of death.  

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Filled up Draft Copy of Certificate of 

Death ( 1 original) 

2. Marriage Certificate (1 photocopy) 

3. PSA Birth certificate of the deceased     

(1 photocopy) 

4. One valid ID  (1 photocopy) 

¶ Doctor/Nurse on duty  

 

¶ PSA/Local Civil Registry  

 

¶ Philippine Statistics Authority  

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

1. Undertake interview 

and confirms the accuracy 

and completeness of the 

information. 

1.1 Prepares draft 

copy of the COD 

and interviews the 

informant of the  

deceased. 

None 10 minutes Nurse on Duty 
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20. Issuance of Death Certificate 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  
PROCESSING TIME 

PERSON                     

RESPONSIBLE  

 1.2 Accomplishes the 

medical certificate 

portion of the COD 

and other required 

details. 

1.3 Forwards the    

accomplished data 

sheet to Health      

Information         

Management Office. 

None 

 

 

 

 

None 

5 minutes 

 

 

 

 

5 minutes 

Attending Physician 

  

  

  

  

Nurse on Duty 

2. Proceeds to 

Health            

Information  

Management 

Office and      

presents         

requirements. 

2.1 Verifies data    

accuracy, transcribes 

it to the Certificate of 

Death, and checks for 

completeness.  

None 5 minutes HIM Staff 

3. Signs the   

Certificate of 

Death 

(4 copies) 

  

3.1 Secures required 

signatures on the 

Certificate of Death 

and affixes own     

signature  

 None 

  

 5 minutes 

  

 HIM Staff 
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20. Issuance of Death Certificate 

CLIENT STEPS  AGENCY   ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

 in the appropriate 

space.  

  

 

   

4. Pays the amount 

indicated on the 

charge slip/order of 

payment then returns 

to HIMO. 

4.1 Issues charge 

slip. 

 

4.2 Receives 

charge slip/ order 

of payment and its 

corresponding 

amount then     

issues Official    

Receipt. 

None 

 

 

Php50.00 

5 minutes 

 

 

10 minutes 

HIM Staff 

 

 

Cashier 

5. Receives the un-

registered Certificate 

of Death then signs 

the releasing logbook. 

  

5.1 Release the 

Certificate of 

Death and          

instructs client to 

sign the logbook 

 

5.2 Advises client 

to process the  

registration of the 

Death Certificate 

at the Local Civil 

Registry Office. 

 None 

  

 

 5 minutes HIM Staff 

  

 

  

 Total Php50.00 50 minutes  
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21. OPD Consultation 

The KCH OPD is available weekdays 8:00am-4:00pm, Sat 8:00am-12:00nn 

Office or Division: Kabankalan City Hospitalð Out Patient Department  

Classification: Simple 

Type of Transaction: G2C-Government to Client  

Who may avail: All patients seeking medical consultation. 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Hospital number   

2. OPD form  

3. Hospital number   

4. Pink card 

Out Patient Dept. (OPD)  

 

 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

1. Fills-out the Patient 

Information Sheet 

and waits for         

registration. 

1.1 Issues Patient 

Information Sheet. 

Encodes to IHOMIS 

portal and Identifies 

if the patient is a 

PhilHealth Yakap 

Beneficiary. 

1.2 Registers the 

patients if 

None 

 

 

 

 

 

 

None 

5 minutes 

 

 

 

 

 

 

5 minutes 

Encoder 

 

 

 

 

 

 

YAKAP Encoder 
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21. OPD Consultation 

CLIENT STEPS  AGENCY  ACTION 

FEES 

TO BE 

PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

 eligible for Yakap 

services then issues 

Yakap Eligibility pass 

to patients availing 

free services. 

   

2. Proceeds to OPD 

Assessment Area 

2.1 Interviews and 

triaging of cases, 

vital signs taking and 

encoding to the 

IHOMIS portal then 

gives queue number 

to patient. 

None 10 minutes Nurse/Midwife 

3. Undergoes        

consultation from 

physician 

3.1 Takes history 

and examines the 

patient then issues 

laboratory and other 

test as needed. 

None 30 minutes Physician 

4. Proceeds to      

ancillary area for the 

following: 

¶ Laboratory 

¶ Radiology 

4.1 Receives request 

and issues service 

slip then directs    

patient or folks to 

proceed to  

None 5 minutes Ancillary staff 
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21. OPD Consultation 

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

¶ Ultrasound 

¶ ECG 

¶ Other tests 

the cashier for 

payment 

   

5. Proceeds to Cashier 

for payment then re-

turns to Ancillary Area 

for the test and obtains 

result. 

5.1 Accepts       

payment and     

issues OR 

None for 

YAKAP  

beneficiary.  

 

Will depend 

on the       

services 

availed. 

5 minutes Cashier 

6. Returns to OPD   

Assessment Area 

6.1 Results are 

attached to           

S-O-A-P form  for 

re-assessment of  

the physician. 

None 5 minutes Nurse/Midwife 

7. Returns to          

Physician for              

re-evaluation 

7.1 Re-evaluates 

patients based on 

the diagnostic    

results.   

None 5 minutes Physician 
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21. OPD Consultation 

CLIENT STEPS  AGENCY   ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON   RESPONSIBLE  

8. Proceed to 

Consultation 

Room 

8.1 Performs Treatment 

Plan: 

 

NOT for Admission: 

Advises patient for     

follow up and provides 

health education and 

home instructions. 

 

8.2 Encodes physiciansô 

orders to IHOMIS      

portal. 

 

FOR Admission:     

Issues Admission      

Orders then accompa-

nies patient to ER for 

admission. 

None 

 

 

 

 

 

 

 

 

 

None 

 

 

 

None 

 

 

 

5 minutes 

 

 

 

 

 

 

 

 

 

5 minutes 

 

 

 

5 minutes 

Physician/ Nurse/ Midwife 

 

 

 

 

 

 

 

 

Encoder 

 

 

 

Nurse/Midwife 

 

 

 Total None 1 hour and 25 

minutes  
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22. Operating Room (OR) - Elective Surgery 

Kabankalan City Hospital offers comprehensive surgical services, including obstetrics 

(OB), orthopedic, and various other general surgical procedures, to address diverse 

patient needs on a pre-scheduled basis. 

Office or Division: Kabankalan City Hospitalð Nursing Service 

Classification: Simple 

Type of Transaction: G2C-Government to Client  

Who may avail: Admitted patients of Kabankalan City Hospital requiring elective surgical 

procedures.  

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Approved Admission Order  

2. Accomplished Surgical Consent Form  

3. Pre-operative Medical Clearance  

4. Anesthesia Clearance 

5. Complete Laboratory and Diagnostic Results 

6. Diagnostic Results (X-ray, ECG, etc.) 

7. OR Booking / Schedule Confirmation  

8. Cardiopulmonary Clearance.  

9. PhilHealth Documents (if applicable)  

 

All OR requirements must be original copies       

(1 copy) each. 

¶ Admitting Physician/Ward 

¶ Ward Nurses/Operating room 

¶ Attending Physician / Medical Service 

¶ Anesthesia Unit 

¶ Clinical Laboratory 

¶ Radiology / Diagnostic Units 

 

¶ Operating Room 

¶ Requesting physician 

¶ PhilHealth Desk / Billing Office 
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22. Operating Room (OR) - Elective Surgery 

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

1. Patient/ folks    

submits complete 

surgical                 

requirements. 

1.1 Reviews documents 

and confirms OR 

schedule and gives   

preoperative             

instructions. 

None 30 minutes  OR Nurse / 

Ward Nurse  

2. Follows pre-

operative instructions 

given and waits for 

the scheduled        

procedure. 

2.1 Coordinates with 

surgeon and              

anesthesiologist to 

come up with a     

schedule. 

None 1ï2 hours  OR Head 

Nurse 

3. Undergoes the   

surgical procedure on 

the scheduled date. 

3.1 Performs surgical 

procedure. 

Case-

dependent.  

PhilHealth case 

rates apply when 

eligible and     

indigent patients 

may be          

endorsed to 

Medical Social 

Service for     

discount. 

Case-

dependent 

Surgical Team 

4. Transfers to      

Recovery Room 

4.1 Provides             

post-operative         

monitoring 

None 1ï2 hours OR / PACU 

Nurse 

CLIENT STEPS  AGENCY ACTION FEES TO BE PAID  PROCESSING TIME 
PERSON                     

RESPONSIBLE  

 Total Case-dependent.  Case-dependent.   
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23. Operating Room (OR) - Emergency Surgery 

Kabankalan City Hospital provides comprehensive emergency surgical services, 

including obstetrics (OB), orthopedic, and other general surgical procedures to 

address urgent and critical patient needs. 

Office or Division: Kabankalan City Hospitalð Nursing Service 

Classification: Simple 

Type of Transaction: G2C-Government to Client  

Who may avail: Emergency patients endorsed by ER or admitting physician. 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. ER Endorsement / Emergency Admission 

Order 

2. Emergency Consent / Waiver (if applicable) 

3. Available Laboratory Results 

4. Available Diagnostic Results 

5. Cardiopulmonary Clearance.  

All OR requirements must be original copies   

(1 copy) each. 

¶ Emergency Room 

 

¶ ER / Operating Room 

 

¶ Emergency Room / Clinical Laboratory 

¶ ER / Radiology Unit 

¶ ER physician 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

1. Presents to Emergency 

Room for immediate care. 

1.1 Assesses and 

endorses patient to 

OR. 

None Immediate ER Physician 
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23. Operating Room (OR) - Emergency Surgery 

CLIENT STEPS  AGENCY  ACTION FEES TO BE PAID  
PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

2. Provides consent  

(if able) 

2.1 Prepares OR     

instruments then    

informs surgical team. 

None 15ï30 minutes OR Team 

3. Undergoes      

emergency surgery to 

OR. 

3.1 Performs       

emergency procedure. 

Case-dependent.  

PhilHealth case 

rates apply when 

eligible and        

indigent patients 

may be endorsed 

to Medical Social 

Service for             

discount. 

Case-

dependent. 

Surgical Team 

4. Transfers to        

Recovery Room 

4.1 Provides          

post-operative      

monitoring. 

 1ï2 hours OR / PACU 

Nurse 

 Total Case-dependent.  Case-

dependent.  
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24. Delivery Room 

The KCH Delivery room is available 24 hours a day. 

Office or Division: Kabankalan City Hospitalð Nursing Service 

Classification: Simple 

Type of Transaction: G2C-Government to Client  

Who may avail: Delivery Room in Kabankalan City Hospital is primarily availed by 

pregnant women who are in labor and ready to give birth.  

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. ITR 

2. Examination result  

OPD/ER  

Laboratory and Radiology  

CLIENT STEPS  AGENCY ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

1. Pregnant patient    

rushes to the ER  

1.1 Triage team        

receives patient and 

directs her to            

appropriate cubicle/

room 

None  5 minutes  Emergency Room 

Nurse    

2. Patient answers   

question being asked 

and provide appropriate 

information to the staff 

2.1 Obtains patient data 

then performs initial  

assessment and brief 

health history and vital 

sign and notifies ROD.  

None  10 minutes  Delivery Room Nurse    
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24. Delivery Room 

CLIENT STEPS  AGENCY   ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

3. Expected to 

cooperate and 

comply with the 

treatment plan 

provided. 

3.1 Assists the patient to 

examining room then    

assesses and records 

vital signs and relays it to 

physician on duty.  

None  10 minutes  Delivery Room (DR) 

Nurse    

4. Answers the 

queries raised by 

the physician 

and submits   

herself to the 

examination.  

4.1 Takes history, assess, 

and examines the       

pregnant patient         

thoroughly then admits 

her in the facility. 

 

 

4.2 Carries out Doctor's 

order/instruction and    

perform nursing care  

None 

 

 

 

 

 

 

 

None 

15 minutes 

 

 

 

 

 

 

 

20 minutes 

OB GYN 

 

 

 

 

 

 

 

Delivery Room Nurse    

Midwife                          

5. Wheeled to 

the Labor Room 

and signs      

necessary     

documents.  

5.1 Assists pregnant 

woman being wheeled to 

labor room then provides 

gown and slippers to pa-

tient. 

None 5 minutes Delivery Room Nurse    

Midwife                          
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24. Delivery Room 

CLIENT STEPS  AGENCY   ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

 5.2 Makes sure that all 

necessary documents 

are filled up. 

 

5.3 Educates patient 

about doôs and donôts, 

policies and procedures 

during labor and       

delivery. 

5.4 Assesses and    

identifies nursing needs 

of patient then do labor 

watch, partograph, and 

monitors patient in    

labor. 

None 

 

 

 

None 

 

 

 

 

 

None 

2 minutes 

 

 

 

10 minutes 

 

 

 

 

 

Depending on 

labor dura-

tion. 

Delivery Room Nurse    

Midwife   

 

 

Delivery Room Nurse    

Midwife            

 

 

 

 

Midwife                   

                        

6. Patient is 

transferred to 

Delivery Room. 

6.1 Performs            

procedures and        

prepares for the safety 

of the patient to assure 

proper technique and 

quality maternal care. 

 5 minutes Delivery Room Nurse    

7. Gives birth 

and the newborn 

baby is kept 

alongside and 

will be endorsed 

to the OB. 

7.1 Allows mother to 

keep her baby       

alongside her. The 

mother and baby will be 

endorsed to the   facili-

tyôs OB. 

None  15 minutes  Delivery Nurse    

 

 

Midwife                

 TOTAL None 1 hour and 

45 minutes  

(Depending 

on the dura-
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25. Emergency Room 

The Emergency Room at KCH is open 24/7, offering round-the-clock urgent 

medical care and support.  

Office or Division: Kabankalan City Hospital-Nursing Service 

Classification: Simple 

Type of Transaction: G2C-Government to Client  

Who may avail: The services of the Kabankalan City Hospital Emergency Room 

are      available to everyone, including all Kabankalan City resi-

dents and visitors, regardless of their ability to pay. 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1.Information Sheet  

2. Hospital Number  

3. S-O-A-P  

4. Request form  

5. Official Receipt  

6. Examination Result 

¶ ER 

¶ ER 

¶ ER 

¶ ER 

¶ Cashier 

¶ Laboratory and Radiology 

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

1. Goes to KCH ER     

accompanied by folks.  

1.1 KCH triage 

receives patient 

and directs the 

patient to          

appropriate       

cubicle/ room. 

None 10 minutes  

ER Nurse                  

ER Physician 
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25. Emergency Room 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

2. Will be assessed 

and asked to provide 

necessary information 

to the triage staff. 

2.1 Performs initial     

assessment and brief 

health history taking 

and takes vital signs 

before informing the 

resident on duty. 

None 15 minutes  ER Nurse    

 

 

 

            

3. Fills-in information 

form provided by the 

ER Triage Nurse and 

will be directed to 

Ihomis Encoding area. 

3.1 Encodes in the 

Ihomis+ the information 

from the patient/ folk. 

None 5 minutes Ihomis Encoder 

4. Cooperates and 

complies with       

treatment plan given 

by the ER staff and 

will be categorized 

with any of the       

following for manage-

ment: 

a. For Consultation 

b. For Admission 

For Consultation: 

 

4.1 ROD assesses and 

manages client case 

then takes history and 

thorough physical     

examination. 

Php200.0

0 

15 minutes ER Physician 

 

 

 

 

 

 

 

ER Nurse                  
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25. Emergency Room 

CLIENT STEPS  AGENCY           ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

c. For 8 hours ob-

servation 

d. For Referral to 

other facility 

e. Disposition of 

cadaver 

3.2 NOD will carry out 

Doctor's order/

instruction and perform 

nursing care.   

   

 3.3 Prescribes medica-

tion to patient  or folks. 

 

3.4 Patient will be cate-

gorized  if OECB or 

NOT 

None 

 

 

 

None 

5 minutes 

 

 

 

5 minutes 

ER Nurse    

 

 

 

ER Nurse                  

4. If case is for Ad-

mission, submits 

self to admission 

protocols by ER 

nurse and admission 

procedures and sign 

consent form and is 

transferred to ward 

later on. 

For Admission: 

4.1 ROD assesses and 

manages client then 

takes history and thor-

ough physical examina-

tion. 

4.2 ER NOD carries out 

Doctor's order and per-

form nursing care. 

 

 

None 

 

 

 

 

None 

 

 

15 minutes 

 

 

 

 

15 minutes 

 

 

ER Physician 

 

 

 

ER Nurse                  
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25. Emergency Room 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

 4.3 Prescribes       

medication and IV    

fluids 

4.4 Explains hospitals 

policies and patient 

rights then inserts IV 

then gives initial dose 

of medication ordered 

and also, makes       

patient/ folks sign     

consent form. 

4.5 Transfers patient  to 

ward then endorses 

patient to the ward 

nurse.  

None 

 

 

None 

 

 

 

 

 

None 

5 minutes 

 

 

5 minutes 

 

 

 

 

 

10 minutes 

ER Physician 

 

 

ER Nurse 

 

 

 

 

 

ER Nurse 

Utility Worker 

4. If case is for          

Observation, submits 

self to observation    

protocols by ER nurse 

and is sent home after 

the observation period. 

For 8 hours Observa-

tion: 

4.1 ROD assesses and 

manages client then 

takes history and    

physical exam. 

Php 350 15 minutes ER Physician 
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25. Emergency Room 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

 4.2 NOD will carry 

out Doctor's order/

instruction and    

perform nursing 

care. 

 

4.3 Monitored and 

observed at ER until 

ordered to go home. 

None 

 

 

 

 

 

None 

15 minutes 

 

 

 

 

 

Within 8hrs 

ER Nurse                  

 

 

 

 

 

ER Nurse                  

4. If case is for Referral 

submits to referral      

protocols by ER nurse 

and prepares for         

ambulance transfer via 

wheelchair/ stretcher.  

Referral to other 

facility: 

4.1 Receives patient 

data on chart then 

performs initial as-

sessment and brief 

health history and 

vital signs, then    

notifies the Resident 

on Duty (ROD) 

6.2 ROD assess and 

manages patient 

case. 

Depends 

on the 

services 

delivered 

before 

referral. 

 

 

 

 

 

 

None 

15 minutes 

 

 

 

 

 

 

 

 

 

15 minutes 

ER Nurse 

 

 

 

 

 

 

 

 

 

ER Physician 
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25. Emergency Room 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON RESPONSIBLE  

 4.3 ROD encode patient 

data to OHC and calls 

the receiving hospital for 

patient status 

 

4.4 Consent for referral 

signed by patient/ folk 

 

4.5 Transfers patients to 

ambulance via       

wheelchair/ stretcher.  

None 5 minutes 

 

 

 

 

 

5 minutes 

 

 

 

5 minutes 

ER Physician 

 

 

 

 

 

ER Nurse 

 

 

 

Utility Worker 

 

4. If case is for      

Disposition of      

Cadaver, the remains 

will be handled with 

utmost respect and 

care and will  undergo 

disposition of cadaver 

protocol. 

Disposition of          

Cadaver: 

4.1 Receives patient 

record  then performs 

initial assessment and 

brief health history and 

vital signs, then notifies 

the ROD. 

 

 

None 

 

 

 

 

 

 

 

5 minutes 

 

 

 

 

 

 

 

 

ER Nurse                  
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25. Emergency Room 

CLIENT STEPS  AGENCY ACTION FEES TO BE PAID  PROCESSING TIME 
PERSON                     

RESPONSIBLE  

 4.2 ROD assesses if 

DOA patient or ER 

death and pronounces 

the time of death 

4.3 Removes        

everything attached to 

the patient and       

endorses personal 

belongings to the 

folks. 

4.4 If unidentified,   

deposits the personal 

belongings to the 

guard on duty. 

4.5 Provides          

post-mortem care. 

4.6 For DOA case, 

gives DOA form to the 

relative with complete 

data with signature of 

the NOD/ROD     

None 

 

 

 

 

None 

 

 

 

 

None 

 

 

 

None 

 

None 

5 minutes 

 

 

 

 

5 minutes 

 

 

 

 

5 minutes 

 

 

 

5 minutes 

 

5 minutes 

ER Physician 

 

 

 

 

ER Nurse                  

 

 

 

 

ER Nurse  

Security Guard 

 

 

 

ER Nurse                  

 

 

ER Nurse                  
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25. Emergency Room 

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  
PROCESSING TIME 

PERSON                     

RESPONSIBLE  

 4.7 Remains will be 

transferred to the      

hospital morgue via 

stretcher       

4.8 Releases cadaver 

to claimant and logs 

complete details on the 

cadaver disposition  

logbook and if DOA log 

to DOA logbook.              

None 

 

 

 

 

None 

10 minutes 

 

 

 

 

5 minutes 

Utility Worker 

 

 

 

 

ER Nurse                  

 Total Will depend 

on the type 

of services 

availed  

Consultation: 40 

minutes 

 

 

Admission: 1 hour 

& 20 minutes 

 

 Total Will depend 

on the type of 

service 

availed  

Referral: 1hour &  

10 minutes de-

pending on the 

availability and 

acceptance of oth-

er facilities. 

 

Disposition of Ca-

daver: 1hour &  10 

minutes 
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26. TB DOTS Services 

Kabankalan City Hospital provides free, accessible treatment and monitoring for 

tuberculosis patients, ensuring proper medication adherence and support from 

Monday to Friday, 8:00 AM to 4:00 PM. 

Office or Division: Kabankalan City Hospitalð Nursing Service 

Classification: Simple 

Type of Transaction: G2C-Government to Client  

Who may avail: TB DOTS services are available to individuals with presumed or con-

firmed TB infection, committed to treatment adherence, residing in 

the area, able to attend regular clinic visits, and willing to participate 

in patient education and contact   tracing efforts. 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Referral Form signed by the Physician (if from 

OPD/ER/INPATIENT). 1 original copy  

2. Referral Form from Barangay Health Station 

duly signed by the midwife (if walk-in client).       

1 original copy  

3. Request for GeneXpert assay (if necessary).   

1 original copy  

4. Doctorôs Order for Treatment. 1 original copy  

¶ Requesting Physician/Nurse Station 

 

¶ Barangay Health Station  

 

 

¶ Requesting Physician  

 

¶ Requesting Physician/Nurse Station  

CLIENT STEPS  AGENCY ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

1. Client/patient presents 

referral form and request 

to TB DOTS Clinic. 

1.1Receives referral 

form and request. 

None 5 minutes NTP Nurse/ TB 

DOTS staff  
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26. TB DOTS Services 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

2. Client/patient is    

interviewed and 

personal              

information will be 

gathered.  

2.1 Interviews      

patient, gathers 

personal          

information then 

explains the test/s 

that need to be 

done. 

None 

 

10 minutes 

 

 

NTP Nurse/TB 

DOTS staff  

3. Submits self for TB 

DOTS test procedure/s. 

 

A. For GeneXpert TB 

diagnosis, client/patient 

prepares to collect    

sputum specimen. 

 

B. For PPD skin test,   

client/patient is      

scheduled for the      

procedure. 

3. Gives instructions 

to the patient/client. 

 

3.1 Instructs the    

client/patient on how 

to properly collect 

sputum specimen. 

 

3.2 Instructs the    

patient or his/her 

guardian to return on 

the scheduled date 

for skin test. 

None 

 

 

 

None 

 

 

 

 

None 

3 minutes 

 

 

 

3 minutes 

 

 

 

 

3 minutes 

NTP Nurse/ TB 

DOTS staff  

 

 

NTP Nurse/ TB 

DOTS staff  

 

 

 

 

NTP Nurse 
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26. TB DOTS Services  

CLIENT STEPS  AGENCY ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

4. For GeneXpert,    

submits sputum       

specimen for GeneXpert 

assay. 

 

 

 

 

 

For PPD, on the    

scheduled date, PPD 

skin test is performed on 

the client/patient. 

4.1 Receives the 

sputum specimen. 

NTP nurse fills-out 

a Laboratory     

Request Form 

which will be    

submitted to the 

RTDL along with 

specimen. 

 

4.2 NTP Nurse 

performs skin test 

on the client/

patient, then he/

she is instructed 

to return after     

48-72 hours for 

the reading of the 

result. 

None 

 

 

 

 

 

 

 

 

None 

2 minutes 

 

 

 

 

 

 

 

 

3 minutes 

NTP Nurse/RTDL MT/

NTP Microscopist 

 

 

 

 

 

 

 

NTP Nurse 

5. Waits for the release 

of official result/s. 

5.1 Sputum     

specimen         

undergoes      

GeneXpert assay 

process then    

forwards official 

result/s to the NTP 

nurse.   

None   5 days 

 

Registered Medical 

Technologist  
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26. TB DOTS Services  

CLIENT STEPS  
AGENCY        

    ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

6. Receives official 

result 

 

For GenXpert: 

6.1 Informed by 

the NTP nurse to 

come back to the 

TB DOTS clinic to 

receive the result/

s. 

 

For PPD: 

6.2 Returns to the 

TB DOTS clinic for 

the reading of PPD 

skin test. 

6.1 Releases official 

result/s to client/

patient. 

 

 

6.2 NTP nurse refers 

GeneXpert and X-ray 

results to the physi-

cian on duty. 

 

6.3 NTP nurse reads 

the skin test results 

and refers the client/

patient to the physi-

cian on duty. 

None 

 

 

 

None 

 

 

 

 

None 

2 minutes 

 

 

 

 

15 minutes 

 

 

 

 

 

5 minutes 

NTP Nurse 

 

 

 

 

NTP Nurse/TB DOTS 

Staff 

 

 

 

 

NTP Nurse 

7. Client/patient 

proceeds to the 

physician for follow

-up consultation. 

7. Examines the cli-

entôs/patientôs test 

results to determine if 

he/she needs to un-

dergo TB treatment. 

None 15 minutes Physician on  duty 
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26. TB DOTS Services  

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

8. If bacteriologically 

confirmed and/or     

clinically diagnosed, 

client is referred back 

to TB DOTS clinic for 

TB treatment. 

 

8.1 Requests the   

required laboratory 

tests for the client/

patient prior to     

treatment. 

 

8.2 Conducts Health 

Education and TB HIV 

Counselling to client/

patient prior to     

treatment. 

None 

 

 

 

 

 

None 

 

3 minutes 

 

 

 

 

 

30 minutes 

NTP Nurse/TB 

DOTS Staff 

 

 

 

 

NTP Nurse 

9. Abides with the   

treatment plan set. 

9. Starts TB treatment 

for client/patient. 

None   5 minutes 

 

NTP Nurse 

 Total None 5 days, 1 hour, 

and 49 minutes 
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27. Admission to Ward 

Ward admissions at Kabankalan City Hospital are available 24/7, ensuring uninterrupted 

access to patient care. 

Office or Division: Kabankalan City Hospitalð Nursing Service 

Classification: Simple 

Type of Transaction: G2C-Government to Client  

Who may avail: All patients who require inpatient care, whether referred by             

physicians, admitted through the Emergency Room, or trans-

ferred from other healthcare facilities. 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Any valid ID for proper identification of the    

patient. 1 original 

Patient/ folks 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

1. Endorsed by ER staff, 

OPD or referring facility to 

ward nurse on duty. 

1.1 Provides the staff 

with information 

about patientôs     

condition, treatment, 

and needs. 

 

1.2 Enters patientôs 

name in the daily 

ward census, kardex 

and diet list  

None  

 

 

 

 

 

None  

10 minutes 

 

 

 

 

 

10 minutes  

ER Nurse/ OPD 

Nurse 

 

 

 

 

Ward Nurse on duty 
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27. Admission to Ward 

CLIENT STEPS  AGENCY   ACTION 

FEES 

TO BE 

PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

2. Prepares needs 

during admission 

such as pillows, bed 

sheets and toiletries. 

2.1 Prepares bed         

assignment, individual 

patientôs supplies and  

materials needed based 

on the information from 

the admitting unit. 

None  10 minutes  Ward Nurse on 

duty 

3. Waits for           

designated area/ 

room. 

3. Prepares patientôs unit 

(bed, bed tag, bedside 

table, oxygen, cardiac 

monitor etc.  

None  10 minutes  Midwife on duty 

And Utility Per-

sonnel 

4. Transported to the 

designated area as 

instructed and      

submits to admission 

care by staff. 

4.1 Accompanies patient 

to the designated area, 

assesses condition,     

records findings in the 

chart, plans appropriate 

nursing care, performs 

admission procedures, 

and carries out             

physicianôs orders. 

None  15 minutes  Ward Nurse on 

duty 
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27. Admission to Ward 

CLIENT STEPS  AGENCY ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

5. Participates and 

cooperate in the 

nursing care plan  

5.1 Informs other 

sections such as    

radiology, laboratory, 

and pharmacy of the 

patientôs needs and 

requirements, while 

also discussing with 

the patient or       

companion the    

medical and nursing 

care plan, including 

the extent of their 

participation. 

None  10 minutes  Ward Nurse on duty 

6. Brings Laboratory 

and radiology      

request.  

6.1 Initiates the     

implementation of 

medical               

management, such 

as requesting        

examinations and 

following official     

diagnostic results. 

None  10 minutes  Ward Nurse on duty 

7.  Abides on the 

discussed nursing 

care plan. 

7.1 Verifies chart 

completeness and 

signature for consent. 

None  5 minutes  Ward Nurse on duty 
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27. Admission to Ward 

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE  

8. Submits self to 

treatment plan being 

implemented until 

ready for discharge. 

8.1 Performs daily     

routine patient care,   

adheres strictly to    

clinical pathway        

procedures for specific 

diseases, and oversees 

overall medical       

management by        

referring and informing 

the Residents on Duty 

of diagnostic results, 

vital signs, and patient 

status. 

None 30 minutes Ward Nurse on duty 

 Total None 1 hour and 50 

minutes 
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Office or Division: City Mayorôs Office 

Classification: Simple 

Type of Transaction: G2CðGovernment to Citizen 

Who may avail: Residents of Kabankalan 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

Police Clearance (Original Copy) PNPðKabankalan City Police Station 

Official Receipt for Mayorôs Clearance  (Original 

Copy) 

City Treasurerôs Office 

  

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Submit all requirements 

to Mayorôs  Office 

1.1 Receive and     

review the               

requirements if     

complete and duly 

signed 

None 5 minutes Mayorôs Office 

Staff 

 1.2 Prepare the    

clearance 

None 5 minutes Mayorôs Office 

Staff 

1. Issuance of Mayorôs Clearance 

There shall be collected an annual fee at the rates provided for the issuance of the 

Mayorôs Clearance certifies that the individual is a resident of the City, of good moral 

character and is a law abiding citizen. 
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CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

 1.3 Sign the 

clearance 

None 30 minutes City Mayor 

2. Receive the 

Mayorôs Clearance 

Get a duplicate 

copy, record and 

release the    

clearance. 

None 5 minutes Mayorôs Office 

Staff 

Total   45 minutes  

1. Issuance of Mayorôs Clearance 

There shall be collected an annual fee at the rates provided for the issuance of the 

Mayorôs Clearance certifies that the individual is a resident of the City, of good moral 

character and is a law abiding citizen. 
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Office or Division: City Mayorôs Office 

Classification: Simple 

Type of Transaction: G2CðGovernment to Citizen 

Who may avail: Residents of Kabankalan with Driverôs License 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

Note for payment of filing fee (Original Copy) Sangguniang Panlungsod Office 

Official Receipt (Original Copy) City Treasurerôs Office 

Certificate of Registration of Motor Vehicle (Original 

Copy) 

LTO 

Signature of different Tricycle Association President 
(Original Copy) 

Association where client is a member 

CTRAMO Inspection Report (Original Copy) CTRAMO 

Approved MTOP Franchise (Original Copy) Sangguniang Panlungsod Office 

Machine Copy of Driverôs License From client 

CLIENT STEPS  AGENCY           ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Submit complete      

Documentary                

requirements to Mayorôs 

Office Staff 

1.1 Receive and review 

the requirements if   

complete and duly 

signed. 

None 10 minutes Mayorôs Office 

Staff 

2. Securing Mayorôs Permit for Motorized Tricycle 

There shall be collected an annual fee at the rates provided for the issuance of 

Mayorôs Permit to every person that operates motorized tricycle for hire. 
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CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

 1.2 Prepare the 

Permit 

None 15 minutes Mayorôs Office 

Staff 

 1.3 Sign the Permit None 30 minutes LCE 

2. Receive the 

Mayorôs clearance 

2.1 Get a duplicate 

copy, record and 

release the Permit 

None 5 minutes Mayorôs Office 

Staff 

Total   60 Minutes  

2. Securing Mayorôs Permit for Motorized Tricycle 

There shall be collected an annual fee at the rates provided for the issuance of 

Mayorôs Permit to every person that operates motorized tricycle for hire. 
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Office or Division: City Mayorôs Office 

Classification: Simple 

Type of Transaction: G2CðGovernment to Citizen 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

Letter Request (Original Copy) From Client 

Official Receipt (Original Copy) City Treasurerôs Office 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Submit Letter Request  

to Mayorôs Office 

1.1 Receive, record and 

forward the request for 

approval 

None 5 minutes Mayorôs Office 

Staff 

 1.2 Approval of request None 20 minutes LCE 

3. Issuance of Special Permit 

Parade/Motorcade/Promotion Sales 

Civil society organizations holding bingo, social benefit dance, programs, exhibitions, 

contests, etc., the proceeds of which shall accrue or benefit welfare organizations or  

persons may be  issued a Special Mayorôs permit free of charge, provided that said civil 

society organizations shall not in any manner violate existing ordinances, laws, rules 

and regulations. A Special Mayorôs Permit shall also be granted to owners and operators 

of business during town fiestas, upon payment of the corresponding fee. 



нос 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

2. Present Official Receipt of 

Payment for corresponding 

request 

2.1 Prepare the 

permit 

None 10 minutes Mayorôs Office 

Staff 

 2.2 Sign the permit None 30 minutes LCE 

3. Receive the permit 3.1 Get a duplicate 

copy, record and 

release the permit 

None 5 minutes Mayorôs Office 

Staff 

Total   1 hour & 10 

Minutes 

 

3. Issuance of Special Permit 

Parade/Motorcade/Promotion Sales 
Civil society organizations holding bingo, social benefit dance, programs, exhibitions,        

contests, etc., the proceeds of which shall accrue or benefit welfare organizations or persons 

may be   issued a Special Mayorôs permit free of charge, provided that said civil society        

organizations shall not in any manner violate existing ordinances, laws, rules and regulations. 

A Special Mayorôs Permit shall also be granted to owners and operators of business during 

town fiestas, upon payment of the corresponding fee. 
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Office or Division: City Mayorôs Office 

Classification: Simple 

Type of Transaction: G2CðGovernment to Citizen 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

Endorsement from CSWDO (for Benefit Dance / 

Carolling) (Original Copy) 

City Social Welfare Development Office 

Barangay Resolution (Cockfight) (Original Copy) Concerned Barangay 

SP Resolution (Cockfight) (Original Copy) Sangguniang Panlungsod Office 

Official Receipt (Original Copy) City Treasurerôs Office 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Submit letter request of 

the event along with the 

corresponding              

endorsement to Mayorôs 

office Staff 

1.1 Receive, record 

and forward for         

approval 

None 5 minutes City Mayorôs Staff 

2. Present Official Receipt 

of Payment for             

corresponding request 

2.1 Prepare Permit None 10 minutes City Mayorôs Staff 

4. Issuance of Special Permit 

Benefit Dance/Carolling/Cock Fighting 



ноу 

CLIENT STEPS  AGENCY ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

 2.2 Approval of 

Permit 

None 30 minutes LCE 

3. Receive the permit 3.1 Get a            

duplicate, copy, 

record and release 

the permit 

None 5 minutes City Mayorôs 

Staff 

Total   50 minutes  

4. Issuance of Special Permit 

Benefit Dance/Carolling/Cock Fighting 
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Office or Division: City Mayorôs Office 

Classification: Simple 

Type of Transaction: G2CðGovernment to Citizen 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

Death Certificate (Original Copy) City Civil Registrarôs Office / Hospital 

Exhumation Permit (Original Copy) City Health Office 

Official Receipt of payment of fees (Original Copy) City Treasurerôs Office 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Submit all                  

requirements to Mayorôs 

Office Staff 

1.1 Receive and review 

the requirements if   

complete and duly 

signed 

None 5 minutes Mayorôs Office 

Staff 

2. Present Official         

Receipt of Payment for 

corresponding request 

2.1 Prepare the permit None 10 minutes Mayorôs Office 

Staff 

 2.2 Sign the permit None 30 minutes LCE 

3. Receive the permit 3.1 Get a duplicate 

copy, record and re-

lease the permit 

None 5 minutes Mayorôs Office 

Staff 

Total   50 Minutes  

5. Other Services 

Transfer Cadaver/Exhumation 
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Office or Division: City Mayorôs Office 

Classification: Simple 

Type of Transaction: G2CðGovernment to Citizen 

Who may avail: Residents of Kabankalan 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

Barangay Clearance (Original Copy) Concerned Barangay 

Police Clearance (Original Copy) PNPðKabankalan City Police Station 

Official Receipt (Original Copy) City Treasurerôs Office 

CLIENT STEPS  AGENCY  ACTION 

FEES 

TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Submit all requirements 

to City Mayorôs Office 

1.1 Receive and review 

the requirements if      

complete and duly signed 

None 5 minutes Mayorôs Office 

Staff 

2. Present Official Receipt 

of Payment for               

corresponding request 

2.1 Prepare the           

certification 

None 10 minutes Mayorôs Office 

Staff 

 2.2 Sign the certification None 30 minutes LCE 

3. Receive the               

certification 

3.1 Get a duplicate copy, 

record and release the 

certification 

None 5 minute Mayorôs Office 

Staff 

Total   50 Minutes  

This service is intended for students availing of scholarship grants, job applicants, to 

help indigent families to avail of services such as medical/hospital referral. 

6. Issuance of Certificate of Good Moral 
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Office or Division: City Mayorôs Office 

Classification: Simple 

Type of Transaction: G2C ïGovernment to Citizen 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

Application Letter (Original Copy) Provided by client 

Zoning and environmental clearances (Original 

Copy) 
City Planning and Development Office 

Official Receipt (Original Copy) Treasurer 

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Submit all             

requirements to City 

mayorôs Office 

1.1 Receive and review 

the requirements if   

complete and duly 

signed 

None 5 minutes Mayorôs Office 

Staff 

 1.2 Posting of             

application to City Hall 

Bulletin Board 

None 14 days Mayorôs Office 

Staff 

2. Present Official    

Receipt of Payment 

for corresponding    

request 

2.1 Prepare the          

certification of posting 

None 5 minutes Mayorôs Office 

Staff 

7. Issuance of Certification-

Quarry/Small Mining 
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CLIENT STEPS  AGENCY   ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

 2.2 Sign the            

certification 

None 30 Minutes LCE 

3. Receive Certification 3.1 Get a duplicate 

copy, record and     

release the             

Certification. 

None 5 minutes Mayorôs Office 

Staff 

 3.2 Endorsement of 

Application for SP 

Resolution 

None 30 Minutes Mayorôs Office 

Staff 

Total   14 Days, 1 

Hour & 15 

Minutes 

 

7. Issuance of Certification-

Quarry/Small Mining 
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Office or Division: Public Employment Service Office 

Classification: Simple 

Type of Transaction: G2CðGovernment to Citizen 

Who may avail: Graduates, jobseekers, displaced workers ages 18 years old and 

above. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Resumeô or Biodata (1 original/

photocopy) 

From Client 

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON  RESPONSIBLE  

1. Register to the log 

book 

1.1 Give the        

National Skills    

Registry Form 

1.2 Give       

instruction on 

how to fill up 

the NSRP 

form 

None 

 

 

 

 

None 

5 minutes 

 

 

 

 

3 minutes 

Labor and Employment 
Assistant/Administrative 
Aide/Job Order 

1. REGISTRATION OF THE PUBLIC EMPLOYMENT 

INFORMATION SYSTEM 

The uploaded data of applicants to the Bureau of Labor and Employment 

(BLE) and database of the PESO provide employment opportunities to the 

applicants. 
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1. REGISTRATION OF THE PUBLIC EMPLOYMENT 

INFORMATION SYSTEM 

CLIENT STEPS  
AGENCY  AC-

TION 

FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON  RESPONSIBLE  

2. Fill-up the NSRP 

form and return the 

fully filled up form 

2.1 Review the 

fully filled up 

NSRP form 

None 10 minutes Labor and Employment 
Assistant/Administrative 
Aide/Job Order 

3. Client waiting 3.1 Instruction 

to follow PESO 

FB page to be       

updated of the 

status of               

registration. 

 

3.2 Encode/

Update the Da-

ta to the  sys-

tem. 

None 

 

 

 

 

 

None 

5 minutes 

 

 

 

 

 

10 minutes 

Labor and Employment 
Assistant/Administrative 
Aide/Job Order 

Total: None 33 minutes 
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Office or Division: Public Employment Service Office 

Classification: Simple 

Type of Transaction: G2CðGovernment to Citizen 

Who may avail: Graduates, jobseekers, displaced workers ages 18 years old and 

above. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. copy of resume (original or photo-

copy)  

Client 

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO BE 

PAID  

PROCESSING 

TIME 
PERSON  RESPONSIBLE  

1. Register to the log 

book 

1.1 Get the 

resume 

None 

 

 

 

 

 

5 minutes 

 

 

 

 

 

Labor and Employment 
Assistant/

Administrative Aide/Job 
Order 

2. REFERRAL LETTER 

To issue referral letters to interested applicants for employment 

opportunities with PESO-affiliated employers.  
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2. REFERRAL LETTER 

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON RESPONSIBLE  

2. Client waiting 2.1 Make the 

Referral Letter 

None 15 minutes Labor and Employment 
Assistant/Administrative 
Aide/Job Order 

3. Receive Referral 

Letter and instruc-

tions. 

3.1 Give instr 

uction to submit 

the Referral Let-

ter to the Com-

pany/Agency  

wish to apply 

None 

 

 

 

 

 

 

5 minutes 

 

 

 

Labor and Employment 
Assistant/Administrative 
Aide/Job Order 

 3.2 Encode the 

Data. 

None 10 minutes Labor and Employment 
Assistant/Administrative 
Aide/Job Order 

Total: None 35minutes 
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3. LOCAL RECRUITMENT ACTIVITIES 

Office or Division: Public Employment Service Office 

Classification: Simple 

Type of Transaction: G2CðGovernment to Citizen 

Who may avail: Local employers, local business establishments 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter Request (Addressed to the City 

Mayor &ATTN. to PESO Manager 

Client 

2. Companyôs Profile Client 

3. Latest Business Permit (1 photocopy) BPLO 

4. List of job opening w/ qualifications, re-

muneration 

DOLE 

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON  RESPONSIBLE  

1. Submit the letter request 1.1 Receive 
and check the 
letter. 

None 5 minutes Labor and Employment 
Assistant/Administrative 

Aide 

2. Present the details of the 
activity 

2.1 Review the            

documents         

required &     

discuss the   

mechanics of 

the activity 

 

None 10 minutes PESO  

Manager 

Employer, local business establishments filling up their manpower              

requirements. This activity provide employment to the job seekers. 
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CLIENT STEPS  AGENCY  ACTION 
FEES TO 
BE PAID  

PROCESSING 
TIME 

PERSON  RESPONSIBLE  

 2.2 Finalize the 
event 

None 10 minutes PESO  

Manager 

3. Client waiting 3.1 Provide     
calling card in 
case of changes 

None 3 minutes PESO  

Manager 

4. Client waiting 4.1 Prepare/
provide venue for 
the activity 

None 15  minutes Labor and Employment 
Assistant/

Administrative Aide 

Total: None 43 minutes  

3. LOCAL RECRUITMENT ACTIVITIES 
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4. SPECIAL RECRUITMENT ACTIVITIES 

Office or Division: Public Employment Service Office 

Classification: Simple 

Type of Transaction: G2CðGovernment to Citizen 

Who may avail: Local employers, local business establishments 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter Request (Addressed to the 

City Mayor &ATTN. to PESO Manager 

Client 

2. Companyôs Profile Client 

3. Latest Business Permit (1 photocopy) BPLO 

4. List of job opening w/ qualifications, 

remuneration 

DOLE 

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON  RESPONSIBLE  

1. Submit the letter 
request 

1.1 Receive 
and check the 
letter. 

None 5 minutes Labor and Employment 
Assistant/Administrative 

Aide 

2. Present the                 
required documents 

2.1 Review the            
documents          
required and 
prepare the No 
Objection             
Certificate 

 

 

None 15 minutes PESO  

Manager 

Pre-interview of interested applicants by the representative of overseas employment 

agencies to work abroad. 
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CLIENT STEPS  AGENCY  ACTION 
FEES TO 
BE PAID  

PROCESSING 
TIME 

PERSON  RESPONSIBLE  

 2.2 Sign the       
certificate 

None 5 minutes PESO  

Manager 

3. Client waiting 3.1  Provide calling 
card in case of 
changes 

None 3 minutes PESO  

Manager 

4. Receive the No   
Objection Certificate 

4.1 Release the            
documents, record 
and file 

 

 

None 10 minutes Labor and Employment 
Assistant/

Administrative Aide 

5. Submit Special   
Recruitment Authori-
ty issued by Depart-
ment of Migrant 
Workers(DMW) 

4.1 Prepare/
provide venue for 
the activity 

None 15 minutes Labor and Employment 
Assistant/

Administrative Aide 

Total: None 53 minutes  

4. SPECIAL RECRUITMENT ACTIVITIES 
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5. SPECIAL PROGRAM FOR EMPLOYMENT OF 

STUDENTS 

Youth employment bridging program which aims to provide temporary employment to 

poor but deserving students, out-of-school youth, and dependents of displaced or 

would be displaced workers during summer vacation to augment the familyôs income 

to help ensure that beneficiaries are able to pursue their education. 

Office or Division: Public Employment Service Office 

Classification: Simple 

Type of Transac-

tion: 

G2CðGovernment to Citizen 

Who may avail: Students, OSY 15ð30 years old (Residents of Kabankalan City) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Form 138/School Certification with 

passing general weighted average 

(Original) 

School 

2. Combined net income after tax of par-

ents 

BIR 

3. Birth Certificate (1 photocopy) Local Civil Registrar 

4. SPES ID PESO 

5. Barangay Indigency (Original) Brgy. Hall 

CLIENT STEPS  AGENCY   ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON  RESPONSIBLE  

1. Submit the          
requirements 

1.1 Receive and 
check the required 
requirements 

None 5 minutes Labor and Employ-
ment Officer/ Labor 
and     Employment 

Assistant/
Administrative Aide/

Job Order 
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5. SPECIAL PROGRAM FOR EMPLOYMENT OF 

STUDENTS 

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  
PROCESSING TIME PERSON  RESPONSIBLE  

2. Client waiting 2.1 Evaluate the 
validity of the 
documents 

None 5 minutes Labor and Employment 
Officer/ Labor and      

Employment Assistant/
Administrative Aide/ Job 

Order 

 2.2 Interview 
the applicant 

None 5 minutes PESO Manager 

3. Client waiting 3.1 Print the  
final documents 

None 10 minutes Labor and Employment 
Officer/ Labor and     

Employment Assistant/
Administrative Aide/Job 

Order 

4. Receive and 
sign the           
documents and 
return to PESO 

4.1 Release the 
documents 

None 5 minutes Labor and Employment 
Officer 

Total: None 30 minutes 
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6. LABANKALAN CITY - SUMMER JOB ASSISTANCE 

PROGRAM FOR THE STUDENTS (KC-SAPS) 

Youth employment bridging program which aims to provide temporary employment to poor 

but deserving students, out-of-school youth, and dependents of displaced or would be       

displaced workers during summer vacation to augment the familyôs  income to help ensure 

that beneficiaries are able to pursue their education. 

Office or Division: Public Employment Service Office 

Classification: Simple 

Type of Transaction: G2CðGovernment to Citizen 

Who may avail: Students, OSY 15ð30 years old (Resident of Kabankalan City) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Form 138/School Certification with passing 

general weighted average  

(1-Original) 

School 

2. Combined net income after tax of parents BIR 

3. Birth Certificate (1-photocopy) Local Civil Registrar 

4. SPES ID PESO 

5. Barangay Indigency (1-Original) Brgy. Hall 
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6. LABANKALAN CITY - SUMMER JOB ASSISTANCE 

PROGRAM FOR THE STUDENTS(KC-SAPS) 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON RESPONSIBLE  

1. Submit the          
requirements 

1.1 Receive and 
check the required   
requirements 

None 5 minutes Labor and Employment 
Officer/ Labor and        

Employment Assistant/
Administrative Aide/Job 

Order 

2. Client waiting 2.1 Evaluate the      
validity of the          
documents 

None 5 minutes Labor and Employment 
Officer/ Labor and        

Employment Assistant/
Administrative Aide/ Job 

Order 

 2.2 Interview the      
applicant 

None 5 minutes PESO Manager 

3. Client waiting 3.1 Print the  final  
documents 

None 10 minutes Labor and Employment 
Officer/ Labor and        

Employment Assistant/
Administrative Aide/Job 

Order 

4. Receive and 
sign the           
documents and 
return to PESO 

4.1 Release the     
documents 

None 5 minutes Labor and Employment 
Officer 

Total: None 30 minutes  
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7. LABOR CASE INTAKE (SINGLE ENTRY 

APPROACH) 

Office or Division: Public Employment Service Office 

Classification: Simple 

Type of Transaction: G2CðGovernment to Citizen 

Who may avail: Laborer/worker 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Valid ID of the worker Client 

CLIENT STEPS  
AGENCY                    

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON  RESPONSIBLE  

1. Register to the Log-
book 

 

 None 5 minutes Labor and Employment 

Officer/ Administrative 

Aide 

2. Submit ID 2.1 Receive ID None 2 minutes Labor and Employment 

Officer/ Administrative 

Aide 

3. Present the details of 
the present situation of 
the worker 

3.1 Interview 
the worker and      
prepare  Labor 
case based on 
the data provid-
ed 

None 30 minutes Labor and Employment 

Officer/ Administrative 

Aide 

The worker experience unfair Labor practice from the employer 
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7. LABOR CASE INTAKE (SINGLE ENTRY 

APPROACH) 

CLIENT STEPS  AGENCY                    

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON  RESPONSIBLE  

4. Client waiting 4.1 Sign the      
Labor Case 
Form 

None 2 minutes Peso Manager 

 4.2 Give the 
form to be 
signed by the 
client 

None 3 minutes Labor and Employment 

Officer/ Administrative 

Aide 

5. Sign the Labor 
Case Form 

5.1 Email the        
Labor Case 
Form to 
DOLE 

None 5 minutes Labor and Employment 

Officer/ Administrative 

Aide 

Total: None 47 minutes 
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8. WELFARE CASE INTAKE 

Office or Division: Public Employment Service Office 

Classification: Complex 

Type of Transaction: G2CðGovernment to Citizen 

Who may avail: Immediate family, in-laws of distressed OFW 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Passport of OFW Client 

2. Contract with the employer Client 

3. Any valid ID of Requesting Party Client 

4. Birth Certificate /Marriage Certificate 

(Original/Photocopy) Proof of Relation-

ship 

Client 

CLIENT STEPS  AGENCY   ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON  RESPONSIBLE  

1. Register to log 
book 

 None 5 minutes Labor and Employment 

Officer/ Administrative 

Aide 

2 Submit the             
documents 

2.1 Receive the     
documents 

None 3 minutes Labor and Employment 

Officer/ Administrative 

Aide 

The process of assisting the family of OFWs who are in distressed situation 

while in the custody of their employers. 
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8. WELFARE CASE INTAKE 

 

CLIENT STEPS  AGENCY                    

ACTION 

FEES 

TO BE 

PAID  

PROCESSING 

TIME 

PERSON  RESPONSIBLE  

3. Present the details 
of the present          
situation of the worker 

3.1 Interview the 
client and        
prepare the    
Welfare case 
based on the   
data provided 

None 30 minutes Labor and Employment 

Officer/ Administrative 

Aide 

 3.2. Give the form 
to be signed by 
the client 

None 3 minutes Labor and Employment 

Officer/ Administrative 

Aide 

4. Sign the Welfare 
Case Form 

4.1 Email the      
Welfare Case to 
OWWA and 
DMW 

None 5 minutes Labor and Employment 

Officer/ Administrative 

Aide 

Total: None 46 minutes 
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9. REQUEST FOR REPATRIATION 

Office or Division: Public Employment Service Office 

Classification: Complex 

Type of Transaction: G2CðGovernment to Citizen 

Who may avail: Immediate family, in-laws of distressed OFW 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Passport of OFW (Photocopy) Client 

2. Contract with the employer (Photocopy) Client 

3. 1 valid ID (Original/Photocopy) of Request-

ing Party 

Client 

4. Birth Certificate /Marriage Certificate 

(Original/Photocopy) Proof of Relationship 

Client 

CLIENT STEPS  
AGENCY                  

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON  RESPONSIBLE  

1. Register to log book 

 

 None 5 minutes Labor and Employment 

Officer/ Administrative 

Aide 

2. Submit documents 2.1 Receive the 
documents 

None 3 minutes Labor and Employment 

Officer/ Administrative 

Aide 

The process of assisting the family of OFWs who are in  distressed situation 

while in the custody of their employers and need to be repatriated. 
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9. REQUEST FOR REPATRIATION 

 

3. Present the details 
of the present          
situation of the    
worker 

3.1 Interview the 
client and prepare 
the request based 
on the data     
provided 

None 30 minutes Labor and Employment 

Officer/ Administrative 

Aide 

 3.2. Give the form 
to be signed by 
the client 

None 3 minutes Labor and Employment 

Officer/ Administrative 

Aide 

4. Sign the             
Repatriation  Form 

3.1 Email the      
Welfare Case to 
OWWA and DMW 

None 5 minutes Labor and Employment 

Officer/ Administrative 

Aide 

Total: None 46 minutes  

CLIENT STEPS  
AGENCY                  

ACTION 

FEES TO BE 

PAID  

PROCESSING 

TIME 
PERSON  RESPONSIBLE  
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10. KABANKALAN TRABAHO, OPORTUNIDAD 

KAG ABILIDAD (KATROPA) 

Office or Division: Public Employment Service Office 

Classification: Simple 

Type of Transaction: G2CðGovernment to Citizen 

Who may avail: 22-30 years old, Resident of Kabankalan, Graduate of any 2-year or 4-year 

course, Without work experience, Dependents of (Solo-parent, Victims of 

armed conflict, Displaced or termination from work, Displaced migrant     

worker). 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Application Letter Client 

2. Transcript of Records (TOR) (1-Original/Photocopy) School 

3. Diploma or Certificate of Graduation                           

(1-Original/Photocopy) 

School 

4. Valid ID (1-Original/Photocopy) Client 

5. Birth Certificate (1-Photocopy) Client 

6. Proof (Brgy. Certification, Solo Parent ID, Termination 

Certificate) 1-Original/Photocopy 

Client 

To provide temporary employment to deserving poor/indigent graduates of 

different educational institutions within the city and to engage beneficiaries 

into public service. 
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10. KABANKALAN TRABAHO, OPORTUNIDAD KAG 

ABILIDAD (KATROPA) 

 

CLIENT STEPS  AGENCY                    

ACTION 

FEES 

TO BE 

PAID  

PROCESSING 

TIME 

PERSON  RESPONSIBLE  

1.Register to log book 

 

 None 5 minutes Labor and Employment 

Officer/ Administrative 

Aide 

2. Submit the           
requirements 

2.1 Receive and 
check the docu-
ments 

None 10 minutes Labor and Employment 

Officer/ Administrative 

Aide 

 2.2 Interview the    
applicants 

None 10 minutes PESO  

Manager 

3. Client waiting 4.1 Give instructions 
on when to start the 
temporary              
employment 

None 5 minutes Labor and Employment 

Officer/ Administrative 

Aide 

Total: None 30 minutes 
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11. TEMPORARY EMPLOYMENT AFTER SPES 

(TEAS) 

Office or Division: Public Employment Service Office 

Classification: Simple 

Type of Transaction: G2CðGovernment to Citizen 

Who may avail: SPES Baby(availed the program for 3 years),  Newly graduate and 

without work experience, 21-30 years old, Graduate of 2-year or 4-

year course from any educational institutions within Kabankalan City, 

Resident of Kabankalan City 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. SPES ID (1-Photocopy) Client 

2. Transcript of Records/Diploma/ Certifi-

cate of Graduation (1-Photocopy) 

School 

3. Birth Certificate (1-Photocopy) Client 

4. Residence Certificate (1ï Photocopy) Brgy. 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON  RESPONSIBLE  

1. Register to log 
book 

 

 None 5 minutes Labor and Employment 

Officer/ Administrative 

Aide 

To provide temporary employment to Special Program for Employment of 

Students (SPES)  graduates and to engage them into public service.. 
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11. TEMPORARY EMPLOYMENT AFTER SPES (TEAS) 

CLIENT STEPS  AGENCY                    

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON  RESPONSIBLE  

2 Submit the             
documents 

2.1. Receive and 
check documents 

None 10 minutes Labor and Employment 

Officer/ Administrative 

Aide 

 2.2 Interview         
applicant 

None 10 minutes PESO  

Manager 

3. Client waiting 3.1 Give instructions 
on when to start the 
temporary           
employment 

None 5 minutes Labor and Employment 

Officer/ Administrative 

Aide 

Total: None 30 minutes  
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12. START-UP BUSINESS CAPITAL FOR THE 

UNEMPLOYED 

Office or Division: Public Employment Service Office 

Classification: Complex 

Type of Transaction: G2CðGovernment to Citizen 

Who may avail: 30 years old and above, Graduate of 2-year vocational or at 

least 2-year   degree,  Unemployed, Does not own any business 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Birth Certificate (1-Original/Photocopy) Local Registry Office 

2. Diploma/ Transcript of Recors/Certificate of 

Completion (1-Photocopy)Photocopy) 

School 

3. Bio-data or Resumeô(1-Original) Client 

4. Certificate of No Business BPLO 

5. Project/Business Propsosal Client 

6. Certificate of Completion DTI 

7. Residence Certificate Baranggay 

To provide zero-interest loan for interested applicants to help them 

become self-employed by helping them start their own business. 
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12. START-UP BUSINESS CAPITAL FOR THE UNEMPLOYED 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON  RESPONSIBLE  

1. Register to log 
book 

 

 None 5 minutes Labor and Employment 

Officer/ Administrative 

Aide 

2. Submit application 2.1 Receive and 
check documents 

None 15 minutes Labor and Employment 

Officer/ Administrative 

Aide 

 2.2 Interview          
applicant 

None 15 minutes PESO  

Manager 

3. Client waiting 3.1 Interview the 
beneficiary, sched-
ule of panel inter-
view/product pitch-
ing 

None 5 minutes PESO Manager/Labor 

and Employment       

Officer/ Administrative 

Aide 

Total: Total: None 40 minutes  
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13. BALIKABANKALAN ASSISTANCE TO DISTRESSED OFWs 

Office or Division: Public Employment Service Office 

Classification:  

Type of Transaction: G2CðGovernment to Citizen 

Who may avail: Unfinished Contract/Distressed OFW, Resident of Kabankalan 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Passport/ Travel documents of OFW (1-

Photocopy) 

Client 

2. Contract with the employer/OEC/OFW Infor-

mation Sheet(1-Photocopy) 

Agency, OWWA, DMW 

3. Proof of case (Referral Letter/Endorsement from 

the Phil. Embassy/Deployment Cert./Medical Cert./ 

Termination Letter/Cert. of Redundancy) 1-

Photocopy 

Agency, Embassy, OWWA, Hospi-

tal,   Company, Employer 

4. Residence Certificate (1-Original) Brgy. 

5. Business Proposal Client 

6. Affidavit of Undertaking Client 

To provide financial assistance to returning   OFWôs who were not able to finish 

their contract because of  maltreatment from their foreign employers. 
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13. BALIKABANKALAN ASSISTANCE TO DISTRESSED OFWs 

CLIENT STEPS  
AGENCY                  

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON  RESPONSIBLE  

1. Register to log 
book 

 

 None 5 minutes Labor and Employment 

Officer/ Administrative 

Aide 

2. Submit documents 2.1 Receive and 
evaluate             
documents 

 

 

None 15 minutes 

 

 

 

Labor and Employment 

Officer/ Administrative 

Aide 

 2.2 Interview       
applicant 

None 30 minutes PESO 

 Manager 

3. Client waiting 3.1 Interview        
beneficiary, give  
instruction  for the 
release of SP    
Resolution 

None 5 minutes Labor and Employment 

Officer/ Administrative 

Aide 

None 55 minutes  Total: Total: 
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14. PRE-DEPARTURE LOAN FOR KABANKALANON 

Office or Division: Public Employment Service Office 

Classification: Complex 

Type of Transaction: G2CðGovernment to Citizen 

Who may avail: 23 years old, First time to work abroad, Resident of Kabankalan City 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Passport of OFW (1-Photocopy) Client 

2. Overseas Employment Certificate        

(1-Photocopy) 

DMW 

3. 1 valid ID (Original/Photocopy)  Client 

4. Birth Certificate (1-Photocopy) Client 

5. Residence Certificate (1-Original) Brgy. 

6. Promissory Note Client 

CLIENT STEPS  
AGENCY                  

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON RESPONSIBLE  

1. Register to log 
book 

 

 None 5 minutes Labor and Employment 

Officer/ Administrative 

Aide 

To provide zero-interest Loan for individual processing to work 

abroad for the first time. 
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14. PRE-DEPARTURE LOAN FOR KABANKALANON 

 

CLIENT STEPS  AGENCY   ACTION FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON  

RESPONSIBLE  

2.1 Submit the             
documents 

2.1 Receive and check   
documents 

None 15 minutes Labor and            

Employment Of-

ficer/ Administrative 

Aide 

 2.2. Interview appli-
cant 

None 15 minutes PESO  

Manager 

3. Client waiting 3.1  Interview           
beneficiary, give        
instruction  for the      
release of SP         
Resolution 

None 5 minutes Labor and            

Employment Of-

ficer/ Administrative 

Aide 

Total: None 40 minutes 
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15. CAREER AND EMPLOYMENT COACHING PROGRAM 

The program will guide the Senior High School Students the right course to take 

base on their interest and skills and usher the college graduating students to the 

world of work 

Office or Division: Public Employment Service Office 

Classification: Simple 

Type of Transaction: G2CðGovernment to Client 

Who may avail: Senior High Schools, Colleges and Universities 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter Request Client 

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON RESPONSIBLE  

1. Submit the letter request 1.1 Receive 
the letter 
request 

None 3 minutes Labor and Employment 
Assistant 

2. Present the details of the   
activity 

2.1 Discuss 
the activity 

None 10 minutes PESO  

Manager 

3. Further inquiries 3.1 Finalize 
the activity 

None 10 minutes PESO  

Manager 

 3.2 Provide 
testing              
materials 

None 5 minutes Labor and Employment 

Officer/ Labor and    

Employment Assistant 

4. Receive the materials to 
be used during the activity 

Record and 
file the     
receiving 
copy 

None 5 minutes Labor and Employment 

Officer/ Labor and    

Employment Assistant 

None 33 minutes  Total: 
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Office or Division: City Mayorôs Office-KCEAP Office 

Classification: Simple 

Type of Transaction: G2C-Government to Citizen 

Who may avail: Senior High School (enrolled in Private schools within Kabanka-

lan) 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

Walk-in Application KCEAP Office 

1. Latest/Updated Voterôs certificate (if minor parent/

guardian voters) (photocopy)  

COMELEC Office 

 

2. Birth certificate (photocopy) Registrar Office 

3. 2pcs (2x2) latest id pictures Photo printing shop  

4. Parent payslip (worker) (family monthly gross income 

(P30,000.00 or below) or barangay indigency (no work) 

Barangay Hall, Company 

5. . Latest report card or grade card (photocopy) School where the applicant graduated in Junior 

6. Certificate of good moral character from the school 

where the applicant graduated or last  

attended (photocopy) 

School where the applicant graduated in Junior 

High 

7. Latest proof of enrollment /Certificate of  Enrollment School where the applicant enrolled. 

8. Long plastic envelope  School Supplies store 

1. Kabankalan City Educational Assistance Program 

The Kabankalan City Educational Assistance Program provides educational assistance to deserving beneficiaries/

grantees for Senior High School, College and Higher Education. 
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CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON  RESPONSIBLE  

1. Qualifying Test 1. Conduct and  

assist applicants  

during the  

qualifying test & 

check.  

None 1 hr April Rose L.Capunong/

Mariel G. Isidro 

2. Interview 2. Interview       

applicants.  

None 2 minutes April Rose L.Capunong/

Mariel G. Isidro 

3. Fill-out Application 

Form 

3. Validate the   

data filled by the 

applicant 

None 2 minutes April Rose L.Capunong/

Mariel G. Isidro 

4. Submit              

requirements. 

 

4. Validate the 

documents       

submitted by the 

applicant 

None 2 minutes April Rose L.Capunong/

Mariel G. Isidro 

5.Claim KCEAP ID Issue KCEAP ID to 

the beneficiary 

None 2 minutes April Rose L.Capunong/

Mariel G. Isidro 

6. Submit copy of      

latest School              

Assessment/Original 

Certificate of             

Enrollment/Original    

official receipt. 

6. Receive            

documents for             

Educational         

Assistance          

processing. 

None 5 minutes April Rose L.Capunong/

Mariel G. Isidro 

 Total  None 1hr  &         

13 minutes 

 

1. Kabankalan City Educational Assistance Program 

Senior High School Category 
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Office or Di-

vision: 

City Mayorôs Office-KCEAP Office 

Classifica-

tion: 

Simple 

Type of 

Transaction: 

G2C-Government to Citizen 

Who may 

avail: 

Collegiate (Private & State Colleges) 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

Walk-in Application KCEAP Office 

1. Latest/Updated Voterôs certificate (if minor parent/guardian voters) 

(photocopy)  

COMELEC Office 

 

2. Birth certificate (photocopy) Registrar Office 

3. 2pcs (2x2) latest id pictures Photo printing shop  

4. Parent payslip (worker) (family monthly gross income (P30,000.00 

or below) or barangay indigency (no work) 

Barangay Hall, Company 

5. . Latest report card or grade card (photocopy) School where the applicant graduated in 

Junior High 

6. Certificate of good moral character from the school where the ap-

plicant graduated or last  

attended (photocopy) 

School where the applicant graduated in 

Junior High 

7. Latest proof of enrollment /Certificate of  Enrollment School where the applicant enrolled. 

8. Long plastic envelope  School Supplies store 

2. Kabankalan City Educational Assistance Program 

Program 

College Category 
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CLIENT STEPS  AGENCY  ACTION 

FEES 

TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Qualifying Test 1. Conduct and assist     

applicants during the   

qualifying test & 

check.  

None 1 hr April Rose 

L.Capunong/

Mariel G. Isidro 

2. Interview 2. Interview                 

applicants.  

None 2 minutes April Rose 

L.Capunong/

Mariel G. Isidro 

3. Fill-out Application 

Form 

3. Validate the data 

filled by the applicant 

None 2 minutes April Rose 

L.Capunong/

Mariel G. Isidro 

4. Submit               

requirements. 

 

4. Validate the docu-

ments submitted by 

the applicant 

None 2 minutes April Rose 

L.Capunong/

Mariel G. Isidro 

5.Claim KCEAP ID 5. Issue KCEAP ID to 

the beneficiary. 

None 2 minutes April Rose 

L.Capunong/

Mariel G. Isidro 

6. Submit copy of      

latest School              

Assessment/Original 

Certificate of             

Enrollment/Original    

official receipt. 

6. Receive documents 

for  Educational              

Assistance                  

processing. 

None 5 minutes April Rose 

L.Capunong/Mariel 

G. Isidro 

 Total  None 1hr  &         

13 minutes 

 

2. Kabankalan City Educational Assistance Program 

College Category 
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Office or Division: City Mayorôs Office-KCEAP Office 

Classification: Complex 

Type of Transaction: G2C-Government to Citizen 

Who may avail: Post-Graduate (Teachers & City Employees) 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Endorsement Letter from Agency Head Addressed 

to the City Mayor 

Agency of the applicant 

2. Application Letter (Addressed to the City Mayor) Personal 

3. Sangguniang Panlungsod Resolution SP Office 

4. Memorandum of Agreement KCEAP Office 

5. Latest/updated ±ƻǘŜǊΩǎ ŎŜǊǝŬŎŀǘŜ όǇƘƻǘƻŎƻǇȅύ  COMELEC Office 

 

сΦ ƭŀǘŜǎǘ {ŜǊǾƛŎŜ wŜŎƻǊŘκ/ŜǊǝŬŎŀǘŜ ƻŦ 9ƳǇƭƻȅƳŜƴǘ School were Teaching 

тΦ [ŀǘŜǎǘ hǊƛƎƛƴŀƭ /ŜǊǝŬŎŀǘŜ ƻŦ ŜƴǊƻƭƭƳŜƴǘκ

hǊƛƎƛƴŀƭ hŶŎƛŀƭ wŜŎŜƛǇǘκǇƘƻǘƻŎƻǇȅ ƻŦ {ŎƘƻƻƭ !ǎπ

ǎŜǎǎƳŜƴǘ  

School attended  

3. Kabankalan City Educational Assistance Program Program 

Post-Graduate (Teachers & City Employees) Category 

CLIENT STEPS  AGENCY ACTION 
FEES TO BE 

PAID  
PROCESSING TIME 

PERSON              

RESPONSIBLE  

1. Submit            

Endorsement Letter 
1.1. Receive, evaluate, and check the 

endorsement and  application letters 

submitted by the applicant.  

None 3 days April Rose L.  

Capunong 



нтф 

CLIENT STEPS  AGENCY ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

 1.2 Submit list of            

applicants to the City 

Mayorôs Office for an SP 

Resolution approving 

the grant of Educational 

Assistance. 

None 1 day April Rose L.  

Capunong 

 1.3 Waiting for SP     

Resolution approval of 

Educational                 

Assistance for City Em-

ployees and Teachers"  

None 3 weeks April Rose L.  

Capunong 

2. Fill out the Memoran-

dum of Agreement 

(MOA),      forward it to 

the Office of the City 

Mayor for signature, and 

have it notarized  

2. Validated Memorandum 
of Agreement  

None  4 days April Rose L.  

Capunong 

3. Submit copy of  nota-

rized             Memoran-

dum of Agreement. 

3. Receive Memoran-

dum of Agreement copy 

with notarized. 

None  1 day April Rose L.  

Capunong 

4. Submit copy of  latest 

School Assessment/

Original Certificate of En-

rollment/Original official 

receipt. 

4 Receive documents 

for       Educational As-

sistance         pro-

cessing. 

None 5 minutes April Rose L.  

Capunong 

 Total  None 30 days &    

5 minutes 

 

3. Kabankalan City Educational Assistance Program 

Post-Graduate (Teachers & City Employees) Category 
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1. SECURING AID TO INDIVIDUAL IN CRISIS      

SITUATION (AICS) REGULAR 

The City Social Welfare and Development Office (CSWDO) provides financial     
Assistance or referrals for free service to individuals and families who are in         
extremely difficult situations and have inadequate resources. 

Office or Division: City Social Welfare and Development Office 

Classification: Highly Technical 

Type of Transaction: G2Cï Government to Client 

Who may avail: Indigent Clients who are in crisis situation residing in the 32            

Barangays of Kabankalan City. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.1 For Medical Assistance (Hospitalization) 

1.1.1 (1) Original  & (1)  photocopy of Barangay Indigency   

1.1.2 (1) Original & (1) photocopy of Medical Certificate/

Medical Abstract  

1.1.3 (1) Original & (1)  photocopy of Hospital Bill  or Billing 

Statement  or Official Receipt  

1.1.4 (1) Original and (2)  photocopies of Valid ID of Claimant   

1.1.5 (1) original copy & (1) photocopy of Authorization Letter 

from client  if the representative is not an immediate family 

member 

  

Barangay 

 

Attending Physician 

 

Issuing Agency/Hospital 

 

From the client/patient 

From the client/patient 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.2 For Laboratory/ 2D Echo/CT Scan Assistance/Other          

Proceedures 

1.2.1 (1) Original & (1)  photocopy copy of Barangay Indi-

gency   

1.2.2 (1) Original & (1) photocopy of Medical Certificate/

Medical Abstract  

1.2.3 (1) Original & (1) photocopy of Official Receipt   

1.2.4 (2) Photocopies of Result of Laboratory/2D Echo/

CT Scan 

1.2.5 (1) Original copy & (1) photocopy of  Authorization 

Letter if the representative is not an immediate family 

member 

  

Barangay 

    

Issuing Agency 

 

Issuing Agency 

 

Issuing Agency 

 

 

From the client/patient 

1.3 For Burial Assistance 

1.3.1 (1) Original & (1)  photocopy copy of Barangay 

Indigency   

1.3.2 (2) Certified True Copy of Death Certificate   

1.3.3 (2) photocopies of Valid ID of Claimant   

1.3.4 (1) Original copy & (1) photocopy of Authorization 

Letter if the representative is not an immediate family 

member/ID of   representative 

  

Barangay 

 

Issuing Agency 

 

From the client 

 

From the client/patient 

1.4 Fire/Natural/Man Made Calamity Disaster 

1.4.1 (1) Original & (1)  photocopy copy of Barangay 

Indigency   

1.4.2 (1) Original & (1) photocopy of Barangay Certification  

for the total/partially damage of their houses 

1.4.3 (2) Copies of Picture of Damage Houses printed 

in a bond paper with signature of Barangay Officials & 

DRRMO/BFP/Other Govôt Offices 

 

Barangay 

 

Barangay 

 

From the client/Barangay/DRRMO 
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1. SECURING AID TO INDIVIDUAL IN CRISIS      

SITUATION (AICS)  

CLIENT STEPS AGENCY  ACTION FEES TO BE PAID PROCESSING TIME 
PERSON                     

RESPONSIBLE 

 1. Client       

submit the                

requirements 

with approval of  

Mayorôs Office 

1.1 The CSWDO        

personnel conducts a 

one-on-one interview 

with the client to get    

pertinent  information 

and validate presented 

documents 

 None  15 minutes Admin Aide I 

 

  

2. Client signed     

certificate of       

eligibility  

2. The CSWD Staff will 

encode the data for the 

Certificate of Eligibility 

None 15 Minutes Admin Aide I 

3. The Client 

will wait for the 

release of the 

assistance 

3.1 CSWD  Personnel       

prepare documents for  

processing after           

determining amount of           

assistance to be         

extended. 

a. Case Summary 

b. Payroll 

c. Obligation Request 

 None 19 days   

Admin Aide II 

 

  

 Total None 19 days and 30 

minutes 
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The assistance is extended to help indigent families/client to 

avail possible free    hospitalization, medical assistance for 

their laboratories, surgical expenses, educational assistance 

Office or Division: City Social Welfare and Development Office 

Classification: Complex 

Type of Transaction: G2Cï Government to Client 

Who may avail: Indigent Clients of City of Kabankalan  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.1. For Medical Assistance: 

1.1. 1. (1) Photocopy of Medical abstract or medical        

certificate  

1.1.2. (1) Original Barangay certificate of indigency 

1.1.3. (1) Photocopy of Valid ID of claimant  

1.1.4.  (1) original copy of Referral letter or printed 

copy of the list of requirements indicating the need for 

the case study 

 

Attending Physician 

 

Barangay 

Issuing Agency 

 

NGO/NGA/GA/GOCC 

1.2. For Educational Assistance: 

1.1.1. (1) Photocopy of Recent Report Card 

1.1.2. (1) Original Barangay certificate of indigency 

1.1.3. (1) Photocopy of Valid ID of claimant  

1.1.4. Referral letter or printed copy of the list of re-

quirements indicating the need for the case study 

 

Recent School 

 

Barangay 

Issuing Agency 

 

NGO/NGA/GA/GOCC 

2. SECURING A SOCIAL CASE STUDY REPORT 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.1. For Livelihood Assistance: 

1.1.2. Original Barangay certificate of indigency 

1.1.3. (1) Photocopy of Valid ID of claimant  

1.1.4. Referral letter or printed copy of the list of require-

ments indicating the need for the case study 

 

Barangay 

 

Issuing Agency 

 

NGO/NGA/GA/GOCC 

CLIENT STEPS AGENCY  ACTION 
FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON              

RESPONSIBLE 

1.Client submit the     

requirements for      

medical, educational, 

livelihood assistance 

1.1 The   CSWDO    

personnel  conducts a        

one-on-one             

interview with the   

client to get  pertinent 

information and              

validate presented          

documents 

 None 35  minutes Administrative 

Aide II 

  

  

Administrative 

Aide I 

 

2. SECURING A SOCIAL CASE STUDY REPORT 
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2. SECURING A SOCIAL CASE STUDY REPORT 

CLIENT STEPS 
AGENCY                 

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON                   

RESPONSIBLE 

2. Accompany the     

social worker dur-

ing interview 

(informed the cli-

ent in writing that 

an extension of 7 

days per client is 

in need   

2.1  social worker            

conduct home     

visitation to       

validate             

socio-economic 

status of the    

family 

 None 1 day     SWO ï1 

SWO-II 

  2.2 CSWDO           

personnel        

prepare the      

Social Case 

Study Report 

 None 5 days SWO ïI 

SWO-II 

3. Receive the          

approved case 

study report            

3.1 CSWDO chief 

approves the   

Social Study    

Report,            

Certificate of          

Indigency and      

Referral Letter 

 None 25 minutes CSWDO  

None 7 days   Total: 
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3. SECURING FINANCIAL ASSISTANCE TO CHILDREN IN 

NEED OF SPECIAL PROTECTION, CHILD-AT-RISK, AND 

CHILDREN IN CONFLICT WITH THE LAW 

The City Social Welfare and Development Office (CSWDO) provides financial    
Assistance to Children in Need of Special Protection, Child-at-Risk and Children in 
Conflict with the law to assist them in their cases and promote their well-being. 

Office or Division: City Social Welfare and Development Office 

Classification: Simple 

Type of Transaction: G2Cï Government to Client 

Who may avail: CNSP, CAR and CICL clients residing in the 32 Barangays of 

Kabankalan City. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.1 For CNSP, CAR, CICL Educational Assistance 

1.1.1 (1) Original  of Barangay Indigency 

1.1.2 (1) photocopy of Birth Certificate, Baptismal 

Certificate, or Barangay Certification  

1.1.3 (1) Original Certificate of Enrollment or 

school certification  

мΦмΦпΦ (1) photocopy of blotter report  

11.1.5.(3) Original Copies of Case summary 

1.1.76(2) Original Copies of Cert. of Eligibility  

  

 

Barangay 

 

Barangay  

School 

 

Barangay/PNP 

/{²5h 

/{²5h  
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3. SECURING FINANCIAL ASSISTANCE TO CHILDREN IN NEED 

OF SPECIAL PROTECTION, CHILD-AT-RISK, AND CHILDREN IN 

CONFLICT WITH THE LAW 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.2. For CNSP and CAR Transportation Assistance  

1.2.1 (1) Original  of Barangay Indigency 

1.2.2 (1) photocopy of Birth Certificate, Baptismal Certificate, 

or Barangay Certification  

1.нΦоΦ (1) photocopy of blotter report  

1.2.4.(3) Original Copies of Case summary 

1.2.5.(2) Original Copies of Cert. of Eligibility  

мΦнΦсΦ όмύ tƘƻǘƻŎƻǇȅ ƻŦ ƴƻǝŎŜ ƻŦ ƘŜŀǊƛƴƎΣ ŘƛǾŜǊǎƛƻƴ ŎƻƴŦŜǊŜƴŎŜ ǎŎƘŜŘǳƭŜΣ 

/{²5h ǊŜŦŜǊǊŀƭ  

  

 

Barangay 

Barangay  

Barangay/PNP 

/{²5h 

/{²5h  

/ƻǳǊǘκ .ŀǊŀƴƎŀȅκ/{²5h 

1.3. For CICL Livelihood Assistance  

1.3.1 (1) Original  of Barangay Indigency  

1.3.2 (1) photocopy of Birth Certificate, Baptismal Certificate, 

or Barangay Certification  

1.оΦоΦ (1) photocopy of blotter report  

1.3.4.(3) Original Copies of Case summary 

1.3.5.(2) Original Copies of Cert. of Eligibility  

  

Barangay 

Barangay  

 

Barangay/PNP 

/{²5h 

/{²5h  

1.4. For CICL Laboratory and Medical Assistance  

1.4.1 (1) Original  of Barangay Indigency  

1.4.2 (1) photocopy of Birth Certificate, Baptismal Certificate, 

or Barangay Certification  

1.пΦоΦ (1) photocopy of blotter report  

1.4.4.(3) Original Copies of Case summary 

1.4.5.(2) Original Copies of Cert. of Eligibility  

мΦпΦсΦ όмύ tƘƻǘƻŎƻǇȅ ƻŦ /ƻǳǊǘ ƻǊŘŜǊ ŦƻǊ ŎƻǳǊǘ-ƳŀƴŘŀǘŜŘ ƭŀōƻǊŀǘƻǊȅ ƻǊ ƳŜŘƛπ

Ŏŀƭ ǘŜǎǝƴƎΣ ƛŦ ŀǇǇƭƛŎŀōƭŜΤ 

  

Barangay 

Barangay  

Barangay/PNP 

From the client 

/{²5h 

/{²5h  

/ƻǳǊǘ 



нуф 

3. SECURING FINANCIAL ASSISTANCE TO CHILDREN IN 

NEED OF SPECIAL PROTECTION, CHILD-AT-RISK, AND 

CHILDREN IN CONFLICT WITH THE LAW 

CLIENT STEPS AGENCY               ACTION 
FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON                     

RESPONSIBLE 

 1. Client       

submit the                

requirements 

with approval of  

Mayorôs Office 

1.1 The CSWDO personnel         

conducts a one-on-one interview 

with the client to get pertinent             

information and validate           

presented documents 

 None  15 minutes Admin Aide I 

 

  

2. Client signed     

certificate of       

eligibility  

2. The CSWD Staff will encode 

the data for the Certificate of  

Eligibility 

None 15 Minutes Admin Aide I 

3. The Client 

will wait for the 

release of the 

assistance 

3.1 CSWD Personnel prepare          

documents for  processing after 

determining amount of            

assistance to be extended. 

a. Case Summary 

b. Payroll 

c. Obligation Request 

 None 30 Minutes  

Admin Aide II 

 

Social Welfare 

Officer I and II 

 

  

 Total None 1 hour                                                          
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4. SECURING MEDICINE ASSISTANCE 

The assistance is extended to help indigent families/client to avail 

possible free medicine 

Office or Division: City Social Welfare and Development Office 

Classification: Simple 

Type of Transaction: G2Cï Government to Client 

Who may avail: Indigent Clients who need immediate medicine 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. (1) Original Medicine prescription is-

sued by attending physician 

Attending Physician 

2. (1) Valid ID of bearer Issuing Agency 

3. (1) Valid ID of Patient Issuing Agency 
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4. SECURING MEDICINE ASSISTANCE 

CLIENT STEPS AGENCY ACTION 
FEES TO 

BE PAID 
PROCESSING TIME 

PERSON              

RESPONSIBLE 

 3. Client proceed 

back to CSWDO to 

give the price of 

medicines from        

accredited           

pharmacies 

3.1 Issuance of Vale 

Form signed by the 

CSWD Officer 

 None 15 minutes Administrative 

Aide I  

 

4. Proceed to the 

pharmacy to claim 

the medicine using 

the Vale Form 

4.1 Pharmacy with 

the lowest price      

release the medicine 

 None 30 minutes Pharmacist/ 

Pharmacy aide 

5. Bring purchased           

medicine to the CBR 

for inspection 

5.1 Conduct           

inspection of the    

medicine: 

5.1.1 to determine the 

expiration date of the 

medicine given to the 

client 

5.1.2 to give           

instruction for the 

right dosage of the 

medicine given to   

patient 

 None 15 minutes Acupressure 

Technician 

  

  

 

None 
1 hour &    30 

minutes 

 

Total: 



нфн 

5. SECURING AUXILIARY SOCIAL SERVICES FOR 

PERSONS WITH DISABILITY (PWD) ï PHYSICAL 

RESTORATIVE DEVICES 

Office or Division: City Social Welfare and Development Office 

Classification: Highly Technical  

Type of Transaction: G2Cï Government to Client 

Who may avail: Persons with Disabilities from the 32 barangays of the City of Kabankalan . 

Persons with Disability who have receive certification or recommendation 

from   rehabilitation doctor /Physiatrist of the corresponding assistive       

devices to be used as based on the nature of  disability; 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

рΦмΦ CƻǊ ²ƘŜŜƭ ŎƘŀƛǊΣ vǳŀŘ ŎŀƴŜΣ /ǊǳǘŎƘŜǎΣ ²ŀƭƪŜǊΣ ²ƘƛǘŜ ŎŀƴŜΣ 

{ƛƴƎƭŜ ŎŀƴŜΦ 

рΦмΦмΦ όмύ hǊƛƎƛƴŀƭ ϧ όнύ tƘƻǘƻ ŎƻǇƛŜǎ ƻŦ .ǊƎȅΦ /ŜǊǝŬŎŀǘŜ ƻŦ        

ƛƴŘƛƎŜƴŎȅΦ 

рΦмΦнΦ όмύ hǊƛƎƛƴŀƭ ϧ όнύ tƘƻǘƻ ŎƻǇƛŜǎ aŜŘƛŎŀƭ ŎŜǊǝŬŎŀǘŜ  

рΦмΦоΦ !ǎǎŜǎǎƳŜƴǘ ŦǊƻƳ /ƻƳƳǳƴƛǘȅ .ŀǎŜŘ                                    

wŜƘŀōƛƭƛǘŀǝƻƴ ό/.wύ tƘȅǎƛŎŀƭ ¢ƘŜǊŀǇƛǎǘ 

рΦмΦпΦ wŜŎŜƴǘ όоύ ŎƻǇƛŜǎ ǿƘƻƭŜ ōƻŘȅ ǇƛŎǘǳǊŜ 

рΦмΦрΦ όоύ tƘƻǘƻ ŎƻǇƛŜǎ /ƻƳƳǳƴƛǘȅ ¢ŀȄ /ŜǊǝŬŎŀǘŜ ό/ŜŘǳƭŀύ ƻŦ ǘƘŜ 

ŎƭƛŜƴǘΩǎ ǊŜǇǊŜǎŜƴǘŀǝǾŜΦ bŜŜŘŜŘ ŦƻǊ 5ŜŜŘ ƻŦ 5ƻƴŀǝƻƴ 

рΦмΦсΦ όоύ tƘƻǘƻ ŎƻǇƛŜǎ ƻŦ t²5 L5 ǿƛǘƘ όоύ ƻǊƛƎƛƴŀƭ ǎƛƎƴŀǘǳǊŜ ƻǊ 

ǘƘǳƳō ƳŀǊƪ ƻŦ ŎƭƛŜƴǘΦ 

tŜǊǎƻƴǎ ǿƛǘƘ 5ƛǎŀōƛƭƛǘȅ !ũŀƛǊǎ hŶŎŜ όt5!hύ 

.ŀǊŀƴƎŀȅ 

 

/ƛǘȅ IŜŀƭǘƘ hŶŎŜκ!ǧŜƴŘƛƴƎ tƘȅǎƛŎƛŀƴΦ 

/.w /ŜƴǘŜǊ 

LƳƳŜŘƛŀǘŜ ŦŀƳƛƭȅ ƻŦ ŎƭƛŜƴǘ 

 

/ƛǘȅ ¢ǊŜŀǎǳǊŜǊΩǎ hŶŎŜ 

/ƭƛŜƴǘ 

This program ensures that the marginalized persons with Disabilities (PWD) 

are provided with auxiliary services that will restore social functioning and            

participation in community affairs. 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

5.2. For Artificial Legs, Arm & Hearing Aide. 

5.2.1. (1) Original & (2) Photo copies of Brgy. 

Certificate of indigency. 

5.2.2. (1) Original & (2) Photo copies Medical cer-

tificate  

5.2.3. from Community Based Rehabilitation 

(CBR) Physical Therapist 

5.2.4. Recent (3) copies whole body picture 

5.2.5. (1) Original Community Tax Certificate 

(Cedula) of the clientôs representative. 

5.2.6. (3) Photo copies of PWD ID with signature 

or thumb mark 

5.2.7. Statement of Account 

5.2.8. Case Summary 

 

Persons with Disability Affairs Office 

(PDAO) 

Barangay 

 

City Health Office/Attending Physician. 

CBR Center 

Immediate family of client 

City Treasurerôs Office 

 

Client 

Service Provider 

Social Worker Officer I/II 

5. SECURING AUXILIARY SOCIAL SERVICES FOR PERSONS 

WITH DISABILITY (PWD) ï PHYSICAL RESTORATIVE DEVICES 

CLIENT STEPS AGENCY ACTION 
FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON              

RESPONSIBLE 

1. Proceed to      

Persons with          

Disability  Affairs   

Office (PDAO)  

to present         

required       

documents for 

validation 

1. The PDAO Officer   

conduct initial  Interview 

with the PWD client or his/

her immediate family & 

validate pertinent         

document for the        

availment of                 

recommended physical 

restorative device. 

 None 15 minutes PDAO      

  Officer 

2. Wait for 

schedule of     

approval for    

release of      

assistive device. 

2.  Physical  Therapist of 

the Community Based   

Rehabilitation Center 

(CBR) will evaluate all 

necessary documents and 

recommend the specific 

restorative device for the 

client. 

None Within 5 days 

after          

submission of 

complete  

document 

PDAO       

 Officer 

 

CBR      

Physical  

Therapist 
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5. SECURING AUXILIARY SOCIAL SERVICES FOR PERSONS 

WITH DISABILITY (PWD) ï PHYSICAL RESTORATIVE DEVICES 

CLIENT STEPS AGENCY ACTION 
FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON              

RESPONSIBLE 

3. Signed the 

Deed of        

Donation 

3.Preparation of Documents & 

Approval with CSWD Officer; 

If Physical Restorative  Device 

is available ; release the        

requested device; If not       

available, the CSWD personnel 

to allow the procurement      

process facilitate the Purchase 

request of the requested       

devices; 

 None   

  

30 minutes 

  

  

  

 

PDAO Officer 

  

 

 

 

Admin Aide II 

4. Signed the 

Deed of         

Donation 

4. Prepare Documents to      

process the customized          

assistive devices according to 

Government procurement     

process (prepare, OBR,  PR, 

Brgy. Indigency, Valid ID of 

claimant) 

None 7 days CSWDO 

None 
12 days &  

45 minutes 

 

Total: 
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5. SECURING AUXILIARY SOCIAL SERVICES FOR PERSONS WITH 

DISABILITY (PWD) ï PROJECT PAG-ULIKID  

Office or Division: City Social Welfare and Development Office 

Classification: Highly Technical  

Type of Transaction: G2Cï Government to Client 

Who may avail: Persons with Disabilities from the 32 barangays of the City 

of      Kabankalan ages 0-59 years old, individuals with 

mobility problem or whom are unable to perform activities 

of daily living, holders of a valid PWD ID, Nonð

beneficiaries of the Pantawid Pamilyang Pilipino           

Program. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

5.1. For Wheel chair, Quad cane, Crutches, Walker, White 

cane, Single cane. 

5.1.1. (1) Original & (2) Photo copies of Brgy. Certificate of 

indigency. 

5.1.2. (1) Original & (2) Photo copies Medical certificate  

5.1.3. Assessment from Community Based                                    

Rehabilitation (CBR) Physical Therapist 

5.1.4. Recent (3) copies whole body picture 

5.1.5. (3) Photo copies Community Tax Certificate 

(Cedula) of the clientôs representative. 

5.1.6. (3) Photo copies of PWD ID with (3) original signa-

ture or thumb mark of client. 

Persons with Disability Affairs Office 

(PDAO) 

Barangay 

 

City Health Office/Attending Physician. 

CBR Center 

Immediate family of client 

 

City Treasurerôs Office 

Client 

This program provides financial Assistance and Hygiene kit to bedridden 

PWDs in Kabankalan City.  
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5. SECURING AUXILIARY SOCIAL SERVICES FOR PERSONS 

WITH DISABILITY (PWD) ï PROJECT PAG-ULIKID  

CLIENT STEPS AGENCY ACTION 
FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON              

RESPONSIBLE 

1. Clientôs  immediate 

family or guardian 

should proceed to 

PDAO for application 

and schedule of 

home visitation and 

1.1 The PDAO personnel  

conducts   a one- on ï one   

interview with the client to 

get pertinent information 

and    validate presented 

documents. 

bhb9 30 minutes  PDAO In-charge  

2. Inform client about 

schedule of         

home- visitation 

1.2 PDAO personnel     

conduct home-visit to    

evaluate the    clients     

current situation.  

NONE 20 minutes PDAO In-charge  

 2.2. PDAO will prepare the  

social case study report 

and encode the lists of 

names of beneficiaries 

NONE 2 days PDAO In-charge  

3. Gathering all           

necessary require-

ments of identified                 

beneficiaries  

3.1 PDAO will collect all 

requirements to be check 

for correction and filling   

accordingly. 

bhb9 30 minutes  PDAO In-charge  

4. Preparation of pay-

roll  

4.1 PDAO will prepare the 

payroll of the identified 

beneficiaries  

NONE 20 minutes PDAO In-charge  

 TOTAL NONE 17 days & 

50 minutes 
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6. SECURING PWD IDENTIFICATION CARD AND BOOKLET  

Office or Division: City Social Welfare and Development Office 

Classification: Simple 

Type of Transaction: G2Cï Government to Client 

Who may avail: Persons with Disabilities from the 32 barangays of the City of 

Kabankalan 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. (1) Original copy of Brgy. Certificate of Residency Barangay  

2. (1) Photo copy Medical certificate/ medical        

abstract  from  private or public Doctor. 

Private Clinic or City Health Office 

3. Recent (3) copies 1 x 1 ID picture Immediate Family of PWD 

 4. (1) copy Profiler Form PDAO 

CLIENT STEPS AGENCY ACTION 
FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON              

RESPONSIBLE 

1. Proceed to Persons with    

Disability Affairs Office ( PDAO) 

and bring all the requirements  

for validation 

1. The PDAO Officer 

conduct initial interview 

w/ the PWD client     

validate pertinent      

documents for the     

issuance of ID Card 

and Booklet. 

 None 15 minutes PDAO Officer 

2. Wait for Release of ID Card 

and Booklet. 

2. ID card forwarded to 

the   Office of the City 

Mayor for signature 

 None 3 days after 

the ID card 

from PDAO  

City Mayor 

None 
3 days &  

15 minutes 

 
Total: 

This card serves as a proof for availing of the benefit & privileges for persons 

w/ disabilities in Kabankalan City. Getting a PWD ID is free & valid for 5 years. 

Pertinent documents are required for renewal. 
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A certificate of indigency is issued by the City Social Welfare & Development 

Office as attestation that a client belongs to low-income earner of a particular                   

barangay. Said certificate will inhibit client from paying dues or fees charge by 

the Office of the City Prosecutor, Public Attorneyôs Office and the City Civil 

Registrarôs Office. 

Office or Division: City Social Welfare and Development Office 

Classification: Simple 

Type of Transaction: G2Cï Government to Client 

Who may avail: Indigent Residents of the 32 barangays of the City of Kabankalan 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. (1) Original Brgy. Certificate of  Indigency 

2. (1) Photocopy of Valid ID 

Barangay Hall 

 

Issuing Agency 

CLIENT STEPS  AGENCY ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Submit  Barangay              

indigency and other documents/

request or letter form CHED, 

DepEd, Court, etc. to  

CSWDO 

1.1 The CSWD       

personnel conduct 

one-on-one           

interview with the 

client to get         

pertinent              

information &       

validate presented     

documents 

 None 15 minutes Admin Officer 

II 

7. SECURING A CERTIFICATE OF INDIGENCY 
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CLIENT STEPS AGENCY  ACTION 
FEES TO 

BE PAID 

PROCESSING 

TIME 
PERSON  RESPONSIBLE 

  1.2 The CSWD        

personnel prepares the 

documents for the City 

Social  Welfare &            

Development Officer to        

approve the              

certification in 3 copies.  

 None  15 minutes Administrative Officer 

II 

2. Received the  

Certificate of             

Indigency 

2.1 Approves and     

Release of Certificate 

of Indigency 

None 15 minutes  

CSWDO 

None 45 minutes 

 

Total: 

7. SECURING A CERTIFICATE OF INDIGENCY 
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The Kabankalan Training Center is a vocational school of the City             

Government of Kabankalan in cooperation with the Technical Education and 

Skills Development Authority (TESDA) which aims at creating a dependable 

pool of well-trained manpower and equip them with appropriate skills in      

various fields of technical vocational courses to provide alternative learning to 

the out of school youths especially those who cannot afford a higher          

education and as a means to address unemployment.  

 

Regular Courses Offered: 

1. Shielded Metal Arc Welding NC I (SMAW NC I) 

2. Shielded Metal Arc Welding NC II (SMAW NC II) 

3. Plumbing NC I 

8. PROVISION OF TECHNICAL VOCATIONAL TRAININGS 

FOR THE OUT OF SCHOOL YOUTHS AND UNEMPLOYED 

ADULTS (REGULAR COURSES) 

Office or Divi-

sion: 

City Social Welfare and Development Office 

Classifica-

tion: 

Simple 

Type of 

Transaction: 

G2Cï Government to Client 

Who may 

avail: 

Indigent Clients and unemployed adults (High School Undergraduate, High 

School Graduate, College Undergraduate) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Two (2) photocopies of High School 

Card/Transcript of Records/Diploma 

Respective Schools of clients 

2. Five (5) Photocopies of PSA/NSO                  

Authenticated Birth Certificate  

Philippine Statistics Office / City  Civil Registrar 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

3. Five (5) Photocopies of Marriage Certificate (For 

married female applicants ) 

 Philippine Statistics Office / 

City Civil Registrar 

4. One (1) Original and one(1) photocopy of Certifi-

cate of Indigency 

Respective Barangay 

5. One(1) Original and one(1) photocopy of Medical      

Certificate 

City Health Office 

6. Five (5) pieces (not computer generated, white        

background, shirt with collar, short hair, front view, 

no    earrings, necklace, no name tags) Latest 1x1 

colored    picture  

Photo studio 

7. Five (5) pcs. (3.5cm x 4.5 cm with head size rang-

ing from 27mm to 31mm from forehead to chin; white       

background; T-shirt/dress with collar/business attire 

and with name clearly written at the back; short hair 

(for male); front view; no earrings/necklace/

mustache; without hat/head dress/eyeglasses or sun 

glasses; paper not glossy; no stapled damage; not 

edited/express nor 3-minute ID photo; no name tags; 

computerized pictures not   acceptable) Latest col-

ored passport size pictures  

Photo studio 

8. PROVISION OF TECHNICAL VOCATIONAL TRAININGS FOR 

THE OUT OF SCHOOL YOUTHS AND UNEMPLOYED ADULTS 

(REGULAR COURSES) 
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CLIENT STEPS AGENCY  ACTION 
FEES TO 

BE PAID 
PROCESSING TIME 

PERSON                  

RESPONSIBLE 

1. Client submit the  

complete                 

requirements 

1.1 The KTC          

personnel  provide      

necessary              

information to       

clients during           

inquiry. 

None   15 minutes Administrative 

Aide  

2. Fill up Registration 

Form 

2.1 Assist the client 

in filling out the  

registration form. 

None 15 minutes Administrative 

Aide 

3. Wait for training     

schedule instructions 

through phone call 

2.1 KTC personnel   

informs clients 

through phone call 

the  training     

schedule and other 

training related       

instructions. 

 None (depends on the 

training schedule 

and no. of       

enrollees) 

Administrative 

Aide  

 

8. PROVISION OF TECHNICAL VOCATIONAL TRAININGS 

FOR THE OUT OF SCHOOL YOUTHS AND UNEMPLOYED 

ADULTS (REGULAR COURSES) 
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CLIENT STEPS AGENCY ACTION 
FEES TO 

BE PAID 

PROCESSING 

TIME 
PERSON  RESPONSIBLE 

4. Start of Training Trainings            
conducted in       
various courses: 

 SMAW NC I 

  

  

  

SMAW NC II 

  

  

 Plumbing NC I 

  

  

Plumbing NC II 

  

  

Cookery NC II 

None   

  

34 days 

  

  

  

34 days 

  

  

 21 days 

  

  

26 days 

  

  

40 days 

 

 

 

TrainersðSMAW NC I  

 

 

 

 

TrainersðSMAW NC II 

 

 

Trainer ð Plumbing 
NC I 

 

 

 

Trainer ð Plumbing 
NC II 

 

 

 

TrainerðCookery NC 
II 

None 30 minutes 
 

Total: 

8. PROVISION OF TECHNICAL VOCATIONAL TRAININGS 

FOR THE OUT OF SCHOOL YOUTHS AND UNEMPLOYED 

ADULTS (REGULAR COURSES) 
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The Kabankalan Training Center is a vocational school of the City             

Government of Kabankalan in cooperation with the Technical Education and 

Skills Development Authority (TESDA) which aims at creating a dependable 

pool of well-trained manpower and equip them with appropriate skills in      

various fields of technical vocational courses to provide alternative learning to 

the out of school youths especially those who cannot afford a higher          

education and as a means to address unemployment.  

 

Community-Based Courses Offered: 

1. Dressmaking 

2. Tailoring 

3. Hilot Wellness Massage 

8. PROVISION OF TECHNICAL VOCATIONAL TRAININGS 

FOR THE OUT OF SCHOOL YOUTHS AND UNEMPLOYED 

ADULTS (COMMUNITYðBASED COURSES) 

Office or Division: City Social Welfare and Development Office 

Classification: Simple 

Type of Transaction: G2Cï Government to Client 

Who may avail: Indigent Clients and unemployed adults (High School Under-

graduate, High School Graduate, College Undergraduate) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. One (1) photocopy of High School Card/

Transcript of Records/Diploma 

Respective Schools of clients 

2. One (1) Photocopy of PSA/NSO Authenticated 

Birth Certificate  

Philippine Statistics Office / City  Civil 

Registrar 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

3. One (1) Photocopy of Marriage Certificate           

(For married female applicants ) 

 Philippine Statistics Office / City Civil    

Registrar 

4. One (1) Original and one(1) photocopy of Certificate 

of Indigency 

Respective Barangay 

5. One(1) Original and one(1) photocopy of Medical 

Certificate 

City Health Office 

6. One (1) piece (not computer generated, white    

background, shirt with collar, short hair, front view, no 

earrings, necklace, no name tags) Latest 1x1 colored 

picture  

Photo studio 

7. One (1) pc. (3.5cm x 4.5 cm with head size ranging 

from 27mm to 31mm from forehead to chin; white 

background; Tshirt/dress with collar/business attire and 

with name clearly written at the back; short hair (for 

male); front view; no earrings/necklace/mustache;  

without hat/head dress/eyeglasses or sun glasses;   

paper not glossy; no stapled damage; not edited/

express nor 3-minute ID photo; no name tags;        

computerized pictures not acceptable) Latest colored 

passport size pictures  

Photo studio 

8. PROVISION OF TECHNICAL VOCATIONAL TRAININGS FOR 

THE OUT OF SCHOOL YOUTHS AND UNEMPLOYED ADULTS 

(COMMUNITYðBASED COURSES) 
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CLIENT STEPS AGENCY  ACTION 
FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON                  

RESPONSIBLE 

1. Client submit 

the complete     

requirements 

1.1 The KTC          

personnel  provide      

necessary information 

to clients during           

inquiry. 

None   15 minutes Administrative Aide  

2. Fill up         

Registration Form 

2.1 Assist the client in 

fill out the registration 

form. 

None 15 minutes Administrative Aide 

3. Wait for training     

schedule            

instructions 

through phone call 

2.1 KTC personnel   

informs clients 

through phone call the    

training schedule and 

other training related       

instructions. 

 None (depends on 

the training 

schedule and 

no. of              

enrollees) 

Administrative Aide  

 

8. PROVISION OF TECHNICAL VOCATIONAL TRAININGS FOR THE 

OUT OF SCHOOL YOUTHS AND UNEMPLOYED ADULTS 

(COMMUNITYðBASED COURSES) 
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CLIENT STEPS AGENCY ACTION 
FEES TO 

BE PAID 

PROCESSING 

TIME 
PERSON RESPONSIBLE 

4. Start of Training Trainings            
conducted in       
various courses: 

 Dressmaking 

  

  

  

Tailoring 

  

  

 Hilot Wellness 
Massage 

  

  

Beautycareð 
Nailcare Services 

  

  

 

None   

  

30 days 

  

  

  

30 days 

  

  

 15 days 

  

  

 

15 days 

  

  

 

 

 

 

Trainersð Dressmak-
ing  

 

 

 

 

Trainersð Tailoring 

 

 

 

Trainer ð Hilot Well-
ness Massage 

 

 

 

 

Trainer ð Beauty 
careðNailcare Ser-

vices 

 

 

 

None 30 minutes  Total: 

8. PROVISION OF TECHNICAL VOCATIONAL TRAININGS FOR THE 

OUT OF SCHOOL YOUTHS AND UNEMPLOYED ADULTS 

(COMMUNITYðBASED COURSES) 
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The City Social Welfare and Development Office and the Office of Senior  Citizens 

Affairs provide the issuance of OSCA Identification Card and Booklet to senior       

citizens or elderly (ages 60 years old and above) of Kabankalan City. The OSCA 

Identification Card grant benefits and privileges to senior citizens. 

9. SECURING OSCA IDENTIFICATION CARD AND BOOKLET FOR SENIOR      

CITIZENS 

Office or Divi-

sion: 

City Social Welfare and Development Office 

Classification: Simple  

Type of Transac-

tion: 

G2Cï Government to Client 

Who may avail: Residents of the 32 barangays of the City of Kabankalan who is 60 

years old or over. A resident of the City for an least 6 months prior to ap-

plication. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. (2) Photocopies of Birth Certificate or 

Baptismal or any Government issued 

ID  

2. Recent Two (2) pieces (1x1) ID picture 

 

3. Accomplish Registration Form 

Government Agencies                                               

 

Client 

 

OSCA Office 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON  RESPONSIBLE  

1. Senior Citizen   

applicants proceed 

to OSCA to submit 

all the documents 

1.1 OSCA personnel 

conduct one-on-one 

interview with senior 

citizen & present 

needed documents 

for the issuance of 

OSCA ID. 

None 30 minutes Administrative Officer V 
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9. SECURING OSCA IDENTIFICATION CARD AND BOOKLET 

FOR SENIOR CITIZENS 

CLIENT STEPS  AGENCY   ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

 1.2 Upon completion of 

requirements , SC,    

application received 

his/her ID  

   

2. Fill-up of registration 

form 

2.1 Assist the client in 

filling out registration 

form 

None 30 minutes Administrative 

Officer V 

3.Waiting for the       

release  

3.1 Encoding of personal 

data 

3.2 Preparing of the 

OSCA ID and Booklet  

None 30 minutes Administrative 

Officer V 

4. Receiving the ID 

and the Booklet.    

Signing of Logbook . 

4.1 Releasing the ID and 

the Booklet 

None 10 minutes Administrative 

Officer V 

Total: None  1 hour and 

40 minutes 
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The City Social Welfare and Development Office and the Office of Senior  Citizens Affairs 

provides cash incentives to Centenarians (100 years old and above), Nonagenarians    

(90-99 years old) and Octogenarians (80-89 years old) of Kabankalan City. 

10. SECURING CASH INCENTIVES FOR CENTENARIANS, 

NONAGENARIANS AND OCTOGENARIANS 

Office or Division: City Social Welfare and Development Office 

Classification: Simple 

Type of Transaction: G2Cï Government to Client 

Who may avail: Senior Citizen Ages 100 (Centenarian)  & Above 90 t0 94 & 95 to 

99 y.o (Nonagenarian), 80 to 89 y. o.(Octogenarian) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.1 Centenarian/Nonagenarian/Octogenarian 

          1.1. 1 (2) Photocopies of Senior        

Citizens ID  

           1.1.2 (2) Photocopies of Any          

Government Issued IDs besides  

Senior Citizen ID 

            1.1.3 (1) Original and (1) Photocopy 

of Certificate of Residency 

         

Senior Citizens Office OSCA 

 

Government Agencies 

  

Barangay  

CLIENT STEPS  AGENCY           ACTION 

FEES 

TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Client submit the 

requirements 

1.1. CSWDO personnel 

conducts one-on-one 

interview with senior 

citizen or representative 

to verify and validate 

presented documents. 

None 15 minutes Administrative Assis-

tant IV 
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10. SECURING CASH INCENTIVES FOR CENTENARIANS, NONAGENARIANS 

AND OCTOGENARIANS 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON 

 RESPONSIBLE  

1.Waiting for  the               

incentives for           

Centenarians,             

Nonagenarians, and   

Octogenarian's            

Assistance to be         

released  

1.2 CSWDO personnel 

Encode and prepare 

the payroll   

None 5 Days Administrative Assistant IV 

 1.3 CSWDO Chief 

sign the OBR and  

payroll 

None 30 Minutes CSWDO 

Total: None  5 days &     

45 minutes 
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The City Social Welfare and Development Office and the Office of Senior  

Citizens Affairs provides Social pension to eligible senior citizens ages 

11. SECURING A SOCIAL LOCAL PENSION  

Office or Division: City Social Welfare and Development Office 

Classification: Simple 

Type of Transac-

tion: 

G2Cï Government to Client 

Who may avail: Indigent Senior Citizen Ages 65-79 years old of Kabankalan City 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Indigent Senior Citizens 

          1.1. (2) Photocopies of Senior Citizens ID  

           1.2 (2) Photocopies of Any Government         

 Issued IDs besides  

 Senior Citizen ID 

            1.3 (1) Original and (1) Photocopy of 

 Certificate of Indigency 

Senior Citizens Office OSCA 

Government Agencies 

Barangay  

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Client submit the     

requirements to the 

CSWD Office 

1.1.CSWDO personnel     

conducts one-on-one        

interview with senior citizen 

or representative to verify 

and validate presented        

documents. 

None 15 minutes Administrative 

Assistant IV 

 1.2 CSWDO personnel      

Encode and prepare the  

payroll collectively 

None 5 Days Administrative 

Assistant IV 

 1.3 CSWDO Chief sign the 

OBR and payroll 

None 30 Minutes CSWDO 

None  5 days &     45 
minutes 

 Total: 
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Republic Act 11861, signed on June 4, 2022 amends the Solo Parentsô Welfare Act of 2000 

to strengthen support and protection for solo parents and their children with its IRR issued on 

September 29, 2022 by DSWD and partner agencies. The Solo Parent Identification Card is 

needed to officially verify and recognize a solo parentôs status allowing them to access      

benefits and services under the law such as discounts on basic commodities and childcare 

needs, educational and medical assistance, livelihood support and work-related benefits like 

Office or Division: City Social Welfare and Development Office 

Classification: High Technical 

Type of Transaction: G2Cï Government to Client 

Who may avail: Qualified solo parents under Republic Act No. 11861 resid-

ing in the 32      barangays of the City of Kabankalan with 

fully dependent children aged 22 years old and below who 

are in school. 

10.1 CATEGORIES OF SOLO PARENT STATUS 

SPECIFIED UNDER RA 11861.  
 

1. Solo Parent on account of the Physical and 

Mental Incapacity of the spouse.  

CSWD Office and FLRC Binicuil, 

Kabankalan City  

2. For the Spouse or any family member of an 

OFW.  

CSWD Office and FLRC Binicuil, 

Kabankalan City  

3. For the Solo Parent on account of            

Declaration of Nullity of marriage  

CSWD Office and FLRC Binicuil, 

Kabankalan City  

4. For the Solo Parent who is legal guardian, 

adoptive or foster parent  

CSWD Office and FLRC Binicuil, 

Kabankalan City 

рΦ For the Solo Parent on account of the       

detention or criminal conviction of the spouse.  

CSWD Office and FLRC Binicuil, 

Kabankalan City 

12. SECURING SOLO PARENT IDENTIFICATION CARD (SPIC) 

AND BOOKLET  
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10.1 CATEGORIES OF SOLO PARENT STATUS 

SPECIFIED UNDER RA 11861.  
 

6.For the unmarried father and mother who 

keeps and rears the child or children  

CSWD Office and FLRC Binicuil, 

Kabankalan City  

7. For the Solo Parent who is a pregnant  

woman  

CSWD Office and FLRC Binicuil, 

Kabankalan City  

8.For the Solo Parent on account of the death 

of the spouse  

CSWD Office and FLRC Binicuil, 

Kabankalan City  

9. For the Solo Parent with child as a conse-

quence of rape  

CSWD Office and FLRC Binicuil, 

Kabankalan City 

10. For the Solo Parent on account of                

abandonment of the spouse  

CSWD Office and FLRC Binicuil, 

Kabankalan City 

12. SECURING SOLO PARENT IDENTIFICATION CARD (SPIC) AND BOOK-
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CHECKLIST OF REQUIREMENTS  

1.1(1pc) photocopy of Birth Certificate of the child 

      (1pc) photocopy of marriage certificate 

(1pc) photocopy of Medical Record or Medical Abstract 

(1pc) original copy of sworn affidavit declaring that the solo 

parent has sole parental care and support of the child 

(2pcs) ID picture 1x1 of the applicant 

LCR 

 

LCR/Brgy Hall 

CHO 

 

Brgy Hall or PAO 

 

Solo Parent Applicant  

2.1 (1) photocopy of Birth Certificate of the child 

      (1) photocopy of marriage certificate 

      (1) photocopy of Overseas employment certificate or its 

equivalent docs 

(1) photocopy of passport stamps showing continuous 12 

months of overseas work 

(1) photocopy of employment contract 

(1) original copy of sworn affidavit declaring that the solo 

parent has sole parental care and support of the child 

        (2) ID picture 1x1 of the applicant  

LCR 

  

LCR 

Solo Parent Applicant 

  

Solo Parent Applicant 

  

Solo Parent Applicant 

PAO 

Solo Parent Applicant 

  

12. SECURING SOLO PARENT IDENTIFICATION CARD (SPIC) 

AND BOOKLET  
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CHECKLIST OF REQUIREMENTS  

3.1 (1pc) photocopy of Birth Certificate of the     

child 

      (1pc) photocopy of marriage certificate 

      (1pc) photocopy of Judicial decree of nullity of 

marriage or judicial recognition of foreign divorce.  

(1pc) photocopy of sworn affidavit declaring that 

the solo parent has sole parental care and support 

of the child 

        (2pcs) ID picture 1x1 of the applicant 

LCR 

 

LCR 

RTC/COURT 

 

PAO 

 

Solo Parent Applicant  

4.1 (1pc) photocopy of Birth Certificate of the     

child 

      (1pc) photocopy of proof of guardianship,    

foster care or adoption  

      (1pc) photocopy of affidavit of a barangay    

attesting that the solo parent is a resident of the 

barangay and that the children are under the      

parental care and support of the applicant solo 

parent  

(1pc) original copy of sworn affidavit declaring that 

the solo parent has sole parental care and support 

of the child 

        (2pcs) ID picture 1x1 of the applicant 

LCR 

 

RTC COURT 

 

Brgy Hall 

 

 

PAO 

 

Solo Parent Applicant 

12. SECURING SOLO PARENT IDENTIFICATION 

CARD (SPIC) AND BOOKLET  
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CHECKLIST OF REQUIREMENTS  

5.1 (1pc) photocopy of Birth Certificate of the child 

      (1pc) photocopy of marriage certificate 

      (1pc) photocopy of certificate of detention or a             

certification that the spouse is serving sentence for atleast 3 

months issued by the law enforcement agency having actual 

custody of the detained spouse or commitment order issued 

by the court, and 

 (1pc) original copy of sworn affidavit declaring that the solo 

parent has sole parental care and support of the child 

        (2pcs) ID picture 1x1 of the applicant 

LCR 

 

LCR 

BJMP/PNP 

 

 

 

PAO 

 

Solo Parent Applicant 

6.1 (1pc) photocopy of Birth Certificate of the child 

      (1pc) photocopy of CENOMAR 

      (1pc) photocopy of affidavit of a barangay official         

attesting that the solo parent is a resident of the barangay 

and that the children are under the parental care and support 

of the applicant solo parent 

 (1pc) original copy of sworn affidavit declaring that the solo 

parent has sole parental care and support of the child 

        (2pcs) ID picture 1x1 of the applicant 

  

LCR 

 

LCR 

Brgy Hall 

 

 

PAO 

 

 

Solo Parent Applicant  

12. SECURING SOLO PARENT IDENTIFICATION CARD (SPIC) 

AND BOOKLET  
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CHECKLIST OF REQUIREMENTS  

7.1 (1pc) photocopy of medical record of her pregnancy 

      (1pc) photocopy of affidavit of a barangay official at-

testing that the solo parent is a resident of the barangay 

and that the applicant has no spouse  

 (1pc) original copy of sworn affidavit declaring that the 

solo parent has sole parental care and support of the 

child 

        (2pcs) ID picture 1x1 of the applicant 

LCR 

 

Brgy Hall 

 

 

 

PAO 

 

 

Solo Parent Applicant 

8.1 (1pc) photocopy of Birth Certificate of the     child 

      (1pc) photocopy of marriage certificate 

      (1pc) photocopy of death certificate of the spouse 

and  

(1pc) original copy of sworn affidavit declaring that the 

solo parent has sole parental care and support of the 

child 

        (2pcs) ID picture 1x1 of the applicant  

LCR 

  

LCR 

LCR 

  

PAO 

  

Solo Parent Applicant 

12. SECURING SOLO PARENT IDENTIFICATION CARD (SPIC) 

AND BOOKLET  
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CHECKLIST OF REQUIREMENTS  

9.1 (1pc) photocopy of Birth Certificate of the child 

      (1pc) photocopy of complaint affidavit 

      (1pc) photocopy of medical record on the incident 

of rape 

(1pc) original copy of sworn affidavit declaring that the 

solo parent has sole parental care and support of the 

child 

        (2pcs) ID picture 1x1 of the applicant 

  

LCR 

  

Brgy Hall or PNP 

CHO or PNP 

 

PAO 

 

Solo Parent Applicant 

  

10.1 (1pc) photocopy of Birth Certificate of the child 

      (1pc) photocopy of marriage certificate 

      (1pc) photocopy of affidavit of 2 disinterested    

persons attesting to the abandonment of the spouse 

       (1pc) photocopy of police or barangay record of 

the fact of abandonment 

(1pc) original copy of sworn affidavit declaring that the 

solo parent has sole parental care and support of the 

child 

        (2pcs) ID picture 1x1 of the applicant 

  

LCR 

 

LCR 

Brgy Hall or PAO 

 

 

Brgy Hall or PNP 

 

PAO 

Solo Parent Applicant  

Monthly Orientation 

(every last Friday of the month) 

1.a Secure the Solo Parent form after the orientation. 

This will serve as official proof that the client has par-

ticipated in the session and is applying as a new appli-

cant. 

   

FLRC Office, Brgy. Binicuil, Kabankalan 

City 

12. SECURING SOLO PARENT IDENTIFICATION CARD (SPIC) 

AND BOOKLET  
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12. SECURING OF SOLO PARENT IDENTIFICATION CARD 

CLIENT STEPS AGENCY  ACTION 
FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON              

RESPONSIBLE 

1. New Solo Parent     

applicants must proceed 

to the FLRC Office      

located in Brgy. Binicuil, 

Kabankalan City to    

submit requirements   

according to nature of 

circumstances  

1.1 The CSWDO personnel 

and the designated focal 

person will prepare, review 

and evaluate all documents 

submitted by the applicants 

to ensure completeness 

and compliance with the 

required guidelines. 

None 15 minutes Social Welfare 

Officer I 

2. Attend the Solo  

Parents Orientation 

2.1 The CSWDO personnel 

and the designated focal 

person will conduct         

orientation. 

None 2 hours and 

30 minutes 

Social Welfare 

Officer I 

3. Receive and fill-up 

the application form 

after the orientation 

and comply all the 

necessary documents 

3.1 To assist in filling out 

of application and other 

requirements 

None 7 days Social Welfare 

Officer I 
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12. SECURING OF SOLO PARENT IDENTIFICATION CARD 

CLIENT STEPS AGENCY  ACTION 
FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON              

RESPONSIBLE 

5. Wait for the ID 

to be released  

5.1 Encoding of the 

Solo Parent Information 

and printing of        

Identification Card to 

be signed by the     

CSWDO and by the 

Mayor 

None 6 days Social Welfare 

Officer I 

6. Wait for the ID 

to be released  

6.1 Release of the Solo 

Parent Identification 

Card and Booklet to the 

applicant once all     

documents have been 

verified and the         

application has been 

duly approved.  

 

None 6 days Social Welfare 

Officer I 

7. Receive the 

solo parent id 

and signed in the 

logbook  

7.1 Release the id and 

assist the client in filling 

up the logbook  

None 30 minutes Social Welfare 

Officer I 

 TOTAL  19 days, 3 

hours and 

45 minutes 
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The attendance to Pre-marriage counseling session (PMC) is a one-day orientation  

program for couples applying for marriage license. It is designed to provide pre-marriage 

counseling to couples with a realistic overview of what marriage is all about. This is to  

ensure that more deepened counseling is given to young marriage license applicants that 

would enhance their understanding on the journey they are to share together and  

Office or Division: City Social Welfare and Development Office 

Classification: Highly Technical 

Type of Transaction: G2Cï Government to Client 

Who may avail: For marrying couples applying for marriage license 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.(1) Original copy of Official Receipt  City Treasurerôs Office 

2. (1) Original Copy of Marriage Certificate 

Form 

City Civil Registry Office 

13.1 Pre-Marriage Orienta-

tion applying for Marriage 

License 

    

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

мΦ Present Official Receipt to 
CSWD Office 

1.1 CSWD Personnel 

will conduct interview 

to would be couples 

None 45 minutes Administrative Aide 1 

13. SECURING PRE-MARRIAGE COUNSELING CERTIFICATE 
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CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  
PROCESSING TIME 

PERSON              

RESPONSIBLE  

2. Fill up MEI Form 2.1 CSWD Personnel 

assist the would be 

couple 

2.2 CSWD Personnel 

will record them in the 

list 

None  

 

 

None  

30 minutes  

 

 

10 minutes  

Administrative 

Aide 1 

 

Administrative 

Aide 1 

3. Waiting for PMOC 

schedule which is 

conducted every 

Tuesday of every 

week 

3.1  Inform the client 

on the schedule and 

the venue of the    

seminar 

None 5 minutes           

(to inform client 

that PMOC is 

every Tuesday of 

the week ) 

Administrative 

Aide 1 

4. Fill up Attendance 

Sheet  

Registration of       

Attendees of Pre 

Marriage Orientation  

None  5 minutes  Pre Marriage    

Orientation Team 

LCR, CHO  

Religious Group  

13. SECURING PRE-MARRIAGE COUNSELING CERTIFICATE 

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  
VENUE 

PROCESSING 

TIME 
PERSON  RESPONSIBLE  

5.1   Attend the 

Pre- Marriage 

Orientation in 

the Morning 

 

5.2 Waiting for 

certificate of 

compliance to 

be issued 

Conduct             

Pre-Marriage            

Orientation in 

the Morning  

 

Prepare the 

certificate 

based on their 

attendance  

 

None 

 

 

 

None 

FLRC 

 

 

 

FLRC 

4 hours in the 

morning 

 

 

7 days 

 

Pre Marriage             

Orientation Team 

LCR 

CHO 

Religious Group 

 

Pre Marriage             

Orientation Team 

 

Total: None 

Total pro-

cessing 

time   

 

7 days , 5 

hours and 40 

minutes 

 

13. SECURING PRE-MARRIAGE COUNSELING  CERTIFICATE 
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CLIENT STEPS  
AGENCY           

ACTION 

FEES 

TO BE 

PAID  

VENUE 
PROCESSING 

TIME 

PERSON                  

RESPONSIBLE  

13.2.Pre-Marriage 

counselling         

(for couples aging 

18-25 years old) 

     

Attend the Pre 

Marriage     

Counselling in the  

afternoon 

 

Pre Marriage 

Counseling in 

the Afternoon  

None FLRC  

3 hours in the 

afternoon 

Preï Marriage 

Counselor 

 

Wait for the      

certificate 

Process the 

PMC Certificate 

to be signed by 

the accredited 

PMC  

None FLRC 30 minutes  Preï Marriage 

Counselor 

Receive the     

certificate  

Release of PMC 

Certificate  

None FLRC 5 minutes  Preï Marriage 

Counselor 

Total: None  

11 days, 9 

hours and 5 

minutes   

 

 

13. SECURING PRE-MARRIAGE COUNSELING CERTIFICATE 
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14. SECURING ERPAT IDENTIFICATION CARD 

ERPAT ( Empowerment and Reaffirmation of Paternal Abilities )  ID primarily serves as proof 

of membership in the local association which may provide access to local government-initiated 

benefits ,sustainable livelihood programs, and community support networks. The CSWDO    

issues erpat IôD to the members of the association. 

Office or Division: City Social Welfare and Development Office 

Classification: Highly Technical 

Type of Transaction: G2CðGovernment to Client 

Who may avail: All Fathers of 32 Barangays in Kabankalan City 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Membership Form Application 

м όм ύhǊƛƎƛƴŀƭ !ŎŎƻƳǇƭƛǎƘŜŘ aŜƳōŜǊǎƘƛǇ CƻǊƳ !ǇǇƭƛŎŀǝƻƴ 

FLRC ( ERPAT Office) 

2. (2) Recent 1 x 1 Id picture ERPAT Client 

3. (1) Accomplished Profiler Form FLRC ( ERPAT Office) 

пΦ Attendance in the ERPAT Modular Training FLRC ( ERPAT Office) 

CLIENT STEPS AGENCY ACTION 

FEES 

TO BE 

PAID 

PROCESSING 

TIME 

PERSON              

RESPONSIBLE 

1. The client will go to ERPAT 

Office FLRC to inquire for the 

Id. ERPAT must participate in 

the local ERPAT association 

in his barangay and register 

as a member 

  

1. The CSWDO Staff will take the 

name of the applicant and in-

form him that he will attend the 

orientation to the fathers who 

are willing to join the ERPAT 

Program 

2. After the orientation the group 

of fathers will set the date when 

to conduct a Modular training 

( Module 1-9) to become an 

official member of ERPAT 

 None  15 mins. 

 

 

 

 

 

 

 

( Admin Aide 1) 
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CLIENT STEPS 
AGENCY                   

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON              

RESPONSIBLE 

2. Wait for the Schedule of 

ERPAT Orientation 

2. Close coordination 

with the barangay     

ERPAT Chairman     

regarding of the number 

of the applicants 

None 7 days 

(depending on 

the number of 

applicants)  

Administrative Aide I 

3. Attend the ERPAT     

Orientation 

3. The CSWD Staff   

together with the      

ERPAT Chairman in the 

barangay will conduct 

the Orientation and  

inform for the schedule 

of Modular Training 

 None 

 

 

 

 

2 hours 

 

 

 

 

 

Administrative Aide I 

 

 

 

3. Attend ERPAT Modular 

Training 

3.Conduct ERPAT   

Modular Training  

None  2 days CHO 

PNP 

CSWD Staff 

4. Submit all the            

requirements 

4.Check and validate 

the requirements 

None 30 minutes Administrative Aide I 

5. Wait for the ID to be 

release 

5.Prepare the ID and 

forward the ID to the 

Mayorôs Office 

None 10 days Administrative Aide I 

6. Receive the ID and sign 

in the Logbook 

Release of the ID and 

Record the control   

number in the Logbook 

None 15 minutes Administrative Aide I 

 TOTAL  19 days and 

3 hours 

 

14. SECURING ERPAT IDENTIFICATION CARD 
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14. SECURING ERPAT LIVELIHOOD ASSISTANCE 

THE CSWD KABANKALAN, ERPAT PROGRAM HAS A LIVELIHOOD  ASSISTANCE , 

WHICH EMPOWERS THE FATHERS TO ENHANCE  THEIR FAMILY ROLES AND 

ACHIEVE ECONOMIC SUFFIECIENCY . 

Office or Division: City Social Welfare and Development Office 

Classification: Highly Technical 

Type of Transaction: G2Cï Government to Client 

Who may avail: Fathers residing in the 32 Barangays of Kabankalan City 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.  (1 ) Original Copy of Certificate of Indigency  Barangay 

2. (2) Photocopies of  Valid Government Issued Id ERPAT Client 

3.  (1) Original Copy of Project Proposal  ERPAT Chapter 
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CLIENT STEPS 
AGENCY                   

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON              

RESPONSIBLE 

1. ERPAT Association 

application Livelihood 

Assessment 

1.1 Preparation of 

Proposal and    

Budgeting Plan  

None 5 days  

Administrative 

Aide I 

2. The  Client will wait 

for the schedule of the 

training. 

1. 1 The CSWD Staff 

will coordinate to the 

DTI staff to conduct 

training and inform 

the client of the 

schedule of the   

training 

 None 

 

 

 

 

10 days Administrative 

Aide I 

3. The client will attend 

the training  

The  CSWD Staff will 

assist the DTI staff 

conducting the train 

ing  

none 8 hours Administrative 

Aide I 

14. SECURING ERPAT LIVELIHOOD ASSISTANCE 
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CLIENT STEPS AGENCY ACTION 
FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON              

RESPONSIBLE 

4. The client will submit 

the requirements 

4.1 The CSWD staff will 

received the                  

requirements and assess 

the validity and           

completeness            

preparation of payroll. 

4.2 The CSWD Staff will 

process the documents 

and submit to the other 

offices 

 

None 9 days Administrative 

Aide I 

Total: Total: None 19 days, 8 

hours and 15 

mins. 

 

14. SECURING ERPAT LIVELIHOOD ASSISTANCE 
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Office or Division: City Social Welfare and Development Office 

Classification: Highly Technical 

Type of Transaction: G2Cï Government to Client 

Who may avail: College Students who are residents of Kabankalan City regardless 

of age, who are enrolled in Private and Public Schools in Negros 

Occidental . Qualified for the given set of Gender Issues and      

Mandate of RA 9710ïMagna Carta for Women and                       

RA 7192-Gender and Development Act. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. (1) Original   and  (2) Photocopies of 

      Certificate of Enrollment 

School Registrar 

2. (1) Original Barangay Certificate of Indigency Barangay 

3. (3) photocopies Valid ID of claimant Issuing Agency 

4. (2) Pcs.2x2 ID Picture /ƭƛŜƴǘ 

The City Social Welfare and Development Office (CSWDO) provides Educational       

Assistance every semester to qualified  students for the given set of Gender Issues 

and Mandate of RA 9710ï Magna Carta for Women and RA 7192-Gender and          

Development Act. 

15. SECURING EDUCATIONAL ASSISTANCE PROGRAM FOR 

DISADVANTAGED YOUTH-GAD FUND 



оом 

CLIENT STEPS AGENCY ACTION 

FEES 

TO BE 

PAID 

PROCESSING 

TIME 

PERSON              

RESPONSIBLE 

1. Client submit the         

requirements 

1.The CSWDO personnel 

conducts a one-on-one 

interview to studentôs    

information and    validate 

presented   documents 

 None  15 minutes Administrative  

Aide I 

GAD Coordinator  

2. Waiting for   Educational    

Assistance to be  released  

2.1 Encoding of data of 

the clients. 

 

 None 7 days  Administrative 

Aide I 

GAD Coordinator  

 2.2 Cross-matching  to 

KCEAP  Masterlist 

None 2 days Administrative  

Aide I 

GAD Coordinator  

 2.3 Verifying clientôs data 

and qualifications for the 

semesterôs Masterlist 

None 2 days Administrative  

Aide I 

GAD Coordinator  

 2.4 Preparation of       

documents for  Payroll 

and submit the            

documents to other       

offices 

None 6 days Administrative  

Aide I 

GAD Coordinator  

 2.5 Contact qualified       

clients for semesterôs 

Masterlist. 

None 2 days Administrative  Aide I 

GAD Coordinator  

 TOTAL  19 days and 15 

minutes 

 

15. SECURING EDUCATIONAL ASSISTANCE PROGRAM FOR DISADVANTAGED 

YOUTH-GAD FUND 
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1. ASSESSMENT AND BILLING OF REAL PROPERTY TAX 

Performing proper computation and billing of Real Property 

Taxes prior to its actual payment. 

Office or Division: CTO Land Tax Section  

Classification: Simple  

Type of Transaction: G2CðGovernment to Client 

Who may avail: City Real Property Owners/Developers  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Latest Official Receipt  RPT Taxpayer / CTO ï Land Tax    Section 

2. Tax Declaration City Assessorôs Office 

3. Title Register of Deed 

CLIENT STEPS  AGENCY ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Present latest 

official receipt, tax 

declaration or title  

1.1 Verify the RPT 
payment  

None 2 mins (3) Administrative 
Aide,                         

(2) Bookbinder  

CTO 

 1.2. Assess and 

bill the  Real       

property tax due  

None 5 mins.  (3) Administrative 
Aide,                         

(2) Bookbinder  

CTO 

2. Receive printed 

RPT bill  

2.1 Release    
printed RPT bill. 

None 5 mins 3) Administrative 
Aide,                           

(2) Bookbinder  

CTO 

Total: Total: None 12 minutes  
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Real Property tax payments are collected and validated through 

issuance of Computerized Official Receipts. 

2.COLLECTION  OF REAL PROPERTY  TAX  

Office or Division: CTO Land Tax Section  

Classification: Simple  

Type of Transaction: G2G / G2C  

Who may avail: City Real Property Owners/Developers  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Computerized Real Property Tax Bill  CTO ï Land Tax Section                    

CLIENT STEPS  AGENCY ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON  RESPONSIBLE  

1. Proceed to         

Taxpayerôs Payment 

Lounge and present 

real property tax bill 

1.1 Accept the Real 

Property Tax Bill and 

payment 

As stated 

in the  

Real 

Property 

Tax Bill 

5 mins.  (2) Bookbinder and 

Asst Dept. Head  

CTO 

 1.2 Verify the            

existence of             

assessment and     

encode the amount 

tendered  

None 10 mins.  (2) Bookbinder and 

Asst. Dept. Head  

CTO 

2 Receive the       

computerized  Real 

Property tax official 

receipts  

2.1 Validate payment 

and issue computer-

ized Real Property 

Tax     official receipts  

None  5 mins.  (2) Bookbinders and 

Asst. Dept. Head  

CTO 

Total: Total: As stat-

ed in the  

Real 

Property 

Tax Bill  

20 minutes  
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Community Tax Certificate shall be issued to every   person or corporation  

upon payment of the Community tax. 

3. ISSUANCE OF COMMUNITY   

TAX CERTIFICATE  

Office or Division: CTOï Cash Section  

Classification: Simple  

Type of Transaction: G2C ï Government to Client  

Who may avail: Kabankalan City residents, business owners & taxpayers  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Community Tax Declaration Form (CTDF) 

City Treasurerôs Office 

City Treasurerôs Office 

2. Government Issued valid ID Client 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON   

RESPONSIBLE  

New Business:  

1. Taxpayer accomplish 
community tax declaration 
form 

1.1 Accept the            

accomplished CTDF 

and  required      

documents 

None 3 minutes (1) Bookbinder III,              
(1) Administra-
tive Aide  

 

CTO 

 



оос 

3. ISSUANCE OF COMMUNITY TAX CERTIFICATE  

CLIENT STEPS  AGENCY  ACTION FEES TO BE PAID  
PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

2. Wait for the 
computation of 
Community Tax 

1.2 Encode the 
pertinent            
information de-
clared on CTDF 
thru a system 
which                 
automatically  
compute tax due 
based on the     
declared gross 
sales on the CTDF 

 

>Individual Basic  & 

Additional Tax :  

Php 5.00 & 

Php1.00 for every 

Php1,000.00 of I 

ncome but not to 

exceed P5,000.00 

>Corporation Basic 

& Additional Tax: 

Php 500.00 & 

Php2.00 for every 

Php5,000.00 of I 

ncome but not to 

exceed P10,000.00 

5 minutes (1) Bookbinder III,                       
(1) Administrative 

Aide  

 

CTO 

3. Pay the            
required amount 
and affix           
signature in the          
community tax          
certificate 

3. Accept the    
payment and     
release the         
computerized CTC 

Total tax payable 

including penalties 

for late payment if 

there is any 

5 minutes (1) Bookbinder III,                       
(1) Administrative 

Aide  

 

CTO 

Total: Based on the order of payment 13 minutes 
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4. COLLECTION OF BUSINESS TAX  

Business tax payments are collected and validated through issuance of 
computerized official receipts. 

Office or Division: CTO ï  Licensing & Fees Section  

Classification: Simple  

Type of Transaction: G2C ï Government to Client  

Who may avail: Kabankalan City business owners/operators  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Computerized Business Tax Bill                 

(duly approved/signed by City Treasurer or his 

deputized signatory) 

BPLO  

2. Cash/Managerôs or Cashierôs Check  Taxpayer 

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Present the              

approved Computerized       

Business Tax Bill and 

pay the required amount 

1.1 Accept the approved   

computerized Business 

Tax Bill &  payment 

As stated 

in the  

Business 

Tax Bill  

10 minutes  (1) Licensing     
Officer IV,                              
(1)                 

Administrative 
Aide 

CTO 

 1.2 Verify the existence of 

assessment & encode the 

amount tendered  

*for check payment,      

encode the bankôs name, 

date, amount & check no. 

As stated 

in the  

Business 

Tax Bill  

10 minutes  (1) Licensing      
Officer IV,                       

(1) Administrative 
Aide  

CTO 
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4. COLLECTION OF BUSINESS TAX  

CLIENT STEPS  AGENCY ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON  

RESPONSIBLE  

2. Receive the     

computerized      

Business tax  official 

receipts. 

2.1 Validate payment 

and issue computer-

ized Business Tax 

official      receipts 

None 5 minutes  (1) Licensing Officer 
IV,                       

(1) Administrative 
Aide 

 

CTO 

As stated 

in the 

Business 

Tax Bill  

25 mins   

Total: 
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5. PAYMENT OF MISCELLANEOUS TAXES & FEES 

Collection of regulatory fees and various user/ service charges as 
required by law and imposed by the city. 

Office or Division: CTO ï  Licensing & Fees Section  

Classification: Simple  

Type of Transaction: G2C ï Government to Client  

Who may avail: Kabankalan City taxpayers engaging in business 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Original order of payment generated from        
requesting offices (no alteration) 

Various offices of the City Government 

of   Kabankalan  

CLIENT STEPS  AGENCY ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON  RESPONSIBLE  

1. Present the   

Original order of 

payment          

generated from 

requesting         

offices (no           

alteration) and pay 

the required 

amount 

1. Verify order of 

payment  and accept 

payment 

Based on 

the order 

of pay-

ment 

5 minutes  (1) Licensing Officer IV,                       
(1) Administrative Aide  

CTO 

2. Wait for the     

official receipt. 

2. Print and  issue 
Official Receipts 

None 5 minutes  (1)Licensing Officer IV,                       
(1) Administrative Aide 

CTO 

Based on 

the order 

of       

payment 

10 minutes 

 

Total: 
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6. RELEASE OF ACCOUNTABLE FORMS  

This service details the procedure on the release of accountable 

forms to bonded accountable officers. 

Office or Division: CTO Administrative Division ï Accountable Forms Section 

Classification: Simple  

Type of Transaction: G2G ï Government to Government  

Who may avail: Bonded Accountable Officers  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Requisition Issue Slip  Administrative Division ï Accountable 

Forms Section  

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Present duly approved 

Requisition Slip  

1.1 Record and release        
Accountable Forms to     
Accountable Officer 

None 5  minutes 

  

  

  

  

  

  

(1) Bookbinder II  

CTO 

None 5  minutes  
Total: 
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7. REMITTANCE OF CASH COLLECTION 

Bonded Collectors at the end of business hours, shall prepare 

the Report of Collection and Deposits (RCD) and remits the  

collection to the authorized Cashier at the Cash SectionΦ 

Office or Division: CTO - Cash Division 

Classification: Simple  

Type of Transaction: G2G - Government to Government 

Who may avail: All Bonded Collector and Barangay Treasurer  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.Report of Collection & Deposits (RCD)  Accountable Officer  

2. Issued or duplicate copy of Official       

Receipt 

Accountable Officer  

CLIENT STEPS  
AGENCY                 

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 
PERSON  RESPONSIBLE  

1.Submit duplicate copy 
of issued official receipt 
and present the Report 
of Collection and       
Deposits (RCD) 

1.1 Verify the       

accuracy of the 

amount            

collected based 

on the submitted 

issued or          

duplicate Official 

Receipts 

None  10 minutes  (1) LRCO I,                       
(1) Administrative 

Aide 

 

CTO 

2. Receive the RCD 
with the initial of the   
verifier 

2.1 Sign the RCD 

of the accountable   

officer upon    

checking the     

completeness and 

accuracy of the 

declared           

collection 

None  5 minutes  (1) CASHIER I 

 

CTO 
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CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

3.Proceed to the Cashier 

for the remittance of    

collection 

3.1 Receive and 

count the cash/

check   remitted 

None  10 minutes  (1) CASHIER I 

CTO 

4. Receive the signed 

RCD as proof of           

remittance  

4.1 Release the 
signed RCD  

None  5 minutes  (1) CASHIER I 

CTO 

None 30 minutes   
              Total: 

7Φ REMITTANCE OF CASH COLLECTION 
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Office or Division: City Planning and Development Office (CPDO) 

Classification: Simple 

Type of Transaction: GC2 

Who may avail: All who is 18 years old and above 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Duly accomplished and notarized Application for 

Certificate of Zoning Compliance 

1. City Planning and Development 

Office 

2. Certified true copy of Transfer Certificate of Title (TCT) or      

Authenticated TCT from Registry of Deeds (ROD) in the name 

of the Applicant A. In case the property is not registered in the 

name of applicant, submit:  

            I. Notarized Deed of Absolute Sale  

            II. Notarized Deed of Donation  

            III. Notarized Lease Contract  

            IV. Notarized Contract to Sell  

2.1. Original Certificate of Title (OCT)  

2.2. Transfer Certificate of Title (TCT)  

2.3. Registry of Deeds  

2.4. Attorneys-at-Law Notary Public  

2.5. City Assessorôs Office 

 

 

Service Name: Securing Certificate of Zoning Compliance for Building Permit 

Service Info: 
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Office or Division: City Planning and Development Office (CPDO) 

Classification: Simple 

Type of Transaction: GC2 

Who may avail: All who is 18 years old and above 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

            II. Notarized Affidavit to the effect that:  

                i. The Applicant is the owner of the property subject of 

the application  

                ii. Affidavit stating the reason why the property is not yet 

titled  

                iii. The land is situated within the alienable and disposa-

ble lands, and outside lands reserved for the public domain  

                iv. The Property is free from liens and encumbrances, or 

stating the liens and encumbrances of the property  

                v. The Property is not tenanted (in case the property is 

planted with rice or corn etc.) 

2.6. Attorneys-at-Law Notary 

Public 

3. Vicinity Map Owners Copy of Lot Plan with Vicinity 

Map Vicinity Map from the set of plans 

to be submitted 

Service Name: Securing Certificate of Zoning Compliance for Building Permit 

Service Info: 
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Office or Division: City Planning and Development Office (CPDO) 

Classification: Simple 

Type of Transaction: GC2 

Who may avail: All who is 18 years old and above 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

4. Site Development Plan 4.Site Development Plan from the set of 

plans to be submitted 

5. Bill of Materials duly signed and sealed by a Licensed   

Professional 

5. Bill of materials/Project Cost/ Capitali-

zation prepared and signed by a Li-

censed Civil         Engineer or Licensed 

Architect 

6. Photocopy of Real Property Tax Payment or Receipt of 

Latest Tax Clearance 

6. City Treasurer's Office (Land Tax Section) 

7. Photocopy of Latest Real Property Tax Declaration 7. City Assessor's Office 

8. Notarized Authority to Follow-up/Claim clearance if being 

processed by person(s) other than the applicant, or if        

applicant is a corporation 

8. Attorneys-at-Law Notary Public 

9. Photocopy of Zoning Fee Official Receipt 9. City Treasurer's Office  (Cash Section) 

Service Name: Securing Certificate of Zoning Compliance for Building Permit 

Service Info: 
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CLIENT STEPS  AGENCY ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Applicant submits the 

duly accomplished and 

Notarized Application 

Form for Certificate of 

Zoning Compliance (CZC) 

together with the complete 

requirements 

1.1.a. CPDO personnel in-charge 

review and evaluate the submit-

ted notarized CZC application 

with the complete required doc-

uments  

    

1.1.b. Conduct Site Verification/ 

Inspection if needed 

 

1.1.c. Compute zoning fee based 

on City Revenue Code             

(City Ordinance No. 2009-011) 

and HLURB Schedule of Fees 

2013 

Refer to 

Zoning 

Fee 

Sample 

Compu-

tation 

30 minutes 

(1-day) 

Zoning Officer 

III                                                    

CPDO 

Service Name: Securing Certificate of Zoning Compliance for Building Permit 

Service Info: 
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CLIENT STEPS  AGENCY ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

2. Applicant goes to City 

Treasurers Office Cash   

Section for payment of the 

computed zoning fee to    

secure an Official Receipt 

(OR) and subtmit to CPDO 

personnel in-charge for    

recording, map generation 

and preparation of           

Certificate of Zoning      

Compliance (Locational 

Clearance) 

2.1.a. Receive payment 

 

2.1.b. Issue Official Receipt 

(OR) 

Refer to   

Zoning 

Fee 

Sample        

Compu-

tation 

(Processing 

times vary  

depending on 

the number of 

clients in the 

queue) 

Licensing Officer 

III 

CTO 

 2.2.e. City Zoning             

Adminstrator/CPDC       

countercheck the submitted 

documents and map         

generated 

2.2.f. City Zoning               

Administrator/CPDC       

approves and signs the    

Certificate of Zoning       

Compliance (Locational 

Clearance) 

None 15 minutes City Zoning      

Administrator 

CPDO 

3. Applicant receives the 

signed Certificate of Zoning 

Compliance (Locational 

Clearance) by the City     

Zoning Administrator/

CPDC 

3.1. Releasing of duly signed 

Certificate of Zoning Compli-

ance (Locational Clearance) 

None 15 minutes Zoning Officer III                                                          

CPDO 

Service Name: Securing Certificate of Zoning Compliance for Building Permit 

Service Info: 
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Office or Division: City Planning and Development Office (CPDO) 

Classification: Simple 

Type of Transaction: GC2 

Who may avail: All who is 18 years old and above 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Letter of request addressed to the City Zoning Administrator/  

City Planning and Development Coordinator 

1. City Planning and Develop-

ment Office 

2. Certified true copy of Transfer Certificate of Title (TCT) or Authenticated 

TCT from Registry of Deeds (ROD) 

2.1. Owner's copy of Title 

2.2. Registry of Deeds 

3. Lot Plan with Vicinity Map 3.1 Owner's copy of Lot Plan with Vicini-

ty Map 

3.2 City Assessor's Office 

4. Photocopy of Real Property Tax Declaration 4. City Assessor's Office 

5. Photocopy of Certificate of Real Property Tax Payment or Receipt of 

Latest Tax Clearance 

5. City Treasurer's Office (Land Tax 

Section) 

6. Photocopy of Site Zoning Fee Official Receipt 6. City Treasurer's Office (Cash Section) 

Service Name: Securing Certificate of Site Zoning Classification 

Service Info: 



орм 

CLIENT STEPS  AGENCY ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Applicant submits 

the signed        

Application Form 

for Certificate of 

Site Zoning           

Classification 

(SZC) together 

with the complete 

requirements 

1.1.a. Review and      

evaluate the   submitted 

complete requirements 

 

1.1.b. Conduct Site  

Verification/Inspection if 

needed;  

if requirements are 

complete, 

 

1.1.c. Compute for Site 

Zoning  Certification 

Fee based on City  

Revenue Code (City 

Ordinance No. 2009-

011) and HLURB, 2013 

Schedule of Fees 

None 30 minutes 

 

(1-day) 

Zoning Officer III                      

CPDO 

Service Name: Securing Certificate of Site Zoning Classification 

Service Info: 
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CLIENT STEPS  AGENCY ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

2. Applicant goes to 

the City Treasurerôs 

Office Cash Section 

for payment of the 

computed Site       

Zoning Certification 

Fee to secure an     

Official Receipt (OR) 

2.1.a. Receive pay-

ment 

 

2.1.b. Issue Official 

Receipt (OR)  

a.) Residential 

P100 

 

b.) Commer-

cial and        

Industrial - P 

400 

 

c.) Others - 

P720/ha/lot 

(for Land Use 

Verification) 

                          

P100/

application (for 

Electrical            

(Processing 

times vary 

depending 

on the     

number of 

clients in the 

queue) 

Licensing     

Officer III 

CTO 

and submit to CPDO 

in-charge personnel 

for recording, map 

generation and     

preparation of        

Certificate of Site   

Zoning Classification 

(SZC) 

2.2.a. Receive OR 

2.2.b. Record the Zon-

ing       Database and 

logbook 

2.2.c. Generate and 

print map thru GIS 

2.2.d. Prepare Certifi-

cate of Site Zoning 

Classification 

None 1-hour Licensing      

Officer III 

CTO 

Service Name: Securing Certificate of Site Zoning Classification 

Service Info: 
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CLIENT STEPS  AGENCY ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

 2.3.a. City Zoning Adminis-

trator/ City Planning and 

Development Coordinator 

countercheck the submitted 

documents and map gener-

ated 

 

2.3.b. City Zoning Adminis-

trator/City Planning and De-

velopment Coordinator ap-

proves and signs the Certifi-

cate of Site Zoning Classifi-

cation (SZC) 

None 15 minutes City Zoning 

Administrator 

CPDO 

3. Applicant receives 

the signed Certificate 

of Zoning              

Classification (SZC) 

by the City Planning 

and Development    

Coordinator/ City  

Zoning Administrator 

3.1. Releasing of duly 

signed Certificate of Site 

Zoning Classification (SZC) 

None 15 minutes Zoning Officer 

III                                          

CPDO 

Service Name: Securing Certificate of Site Zoning Classification 

Service Info: 
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Office or Division: City Planning and Development Office (CPDO) 

Classification: Simple 

Type of Transaction: GC2 

Who may avail: All who is 18 years old and above 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Computerized Application Form for Business 1. Business Permit and Licensing Office 

(BPLO) 

Service Name: Securing Zoning Clearance for Business Permit 

Service Info: 

CLIENT STEPS  AGENCY ACTION 

FEES 

TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Applicant goes to the City 

Planning & Development   

Office frontline personnel and 

present the Accomplished 

Application Form for        

Business (with complete    

required documents) for the 

approval and signatory of 

City Zoning Administrator/

Designated personnel            

1.1.a. Receive the 

Accomplished        

Application form for 

Business Permit 

(New/Renewal)  

1.1.b. Review and 

evaluate the submit-

ted requirements  

1.1.c. Conduct Site 

Verification/

Inspection if needed 

None 15 minutes 

 

(1day) 

Zoning Officer 

III                      

CPDO 
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Service Name: Securing Zoning Clearance for Business Permit 

Service Info: 

CLIENT STEPS  AGENCY ACTION 

FEES 

TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

 1.2. Records the Name of the Applicant, 

Home Address, Business Address,  

Nature of Business, Contact Number 

and Number of Business 

None 15 minutes 

 

 

Zoning Officer III                      

CPDO 

 1.3. City Zoning Administrator/ City 

Planning and Development Coordinator 

or Designated personnel countercheck 

approves the accomplished Application 

for Business 

None 15 minutes City Zoning       

Administrator 

CPDO 

Zoning Officer III                      

CPDO 

2. Applicant receives 

the signed Application 

of Zoning Clearance 

for Business Permit 

2.1. Release the duly signed              

Application of Zoning  Clearance for 

Business Permit 

None 2 minutes Zoning Officer III                                         

CPDO 
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Office or Division: City Planning and Development Office (CPDO) 

Classification: Simple 

Type of Transaction: GC2 

Who may avail: ISAG/CSAG Owner or Proponent  (All who is 18 years old and 

above) 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Letter of Intent to apply for Quarry Permit with the 

Provincial Government 

1. Provincial Environment Management Office 

(PEMO) 

2. Permit Application for Extraction, Removal and 

Disposition of Quarry/ Mineral Resources, Sand and 

Gravel and other Loose or unconsolidated Materials 

2. Provincial Environment Management Office 

(PEMO) 

3. Notice of Application 3. Department of Environment and Natural               

Resources-Community Environment and Natu-

ral      resources Office (DENR-CENRO) 

4. Certificate of Posting 4. Provincial Environment Management Office 

(PEMO) 

5. Area Clearance from Environment Management 

Bureau (EMB) of DENR 

5. Department of Environment and Natural                

Resources-Environment Management Bureau     

(DENR-EMB) 

6. Barangay Endorsement of Barangay Council 6. Barangay (where Quarry Area application lo-

cated) 

7. Minutes of meeting with the Barangay with the 

presence of PEMO with  Attendance sheet 

7. Barangay 

    (where Quarry Area application located) 

8. Barangay Resolution creating the  Barangay     

Monitoring Committee 

8. Barangay 

    (where Quarry Area application located) 

9. Blueprint of the Area applied with permit 9. Owner's copy from private surveyor 

0. Environmental Compliance Certificate (ECC) for 

renewal of application 

10. Department of Environment and Natural              

Resources-Environment Management Bureau     

(DENR-EMB) 

Service Name: Securing Certificate of Tree Planting 

Service Info: 
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CLIENT STEPS  AGENCY ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSI-

BLE  

1. Applicant submits the 

complete requirements for 

the Application of Certificate 

of Tree Planting 

1.1.a. CPDO in-

charge personnel 

review and evaluate 

the submitted com-

plete documents and 

compute Certification 

Fee based on City 

Revenue Code (City 

Ordinance No. 2009-

011) 

None 30 minutes 

 

 

Utility 

Foreman                                                 

CPDO 

2. Applicant goes to the City 

Treasurerôs Office Cash Sec-

tion for payment of the Certi-

fication fee and secure an 

Official Receipt (OR) and 

submit to CPDO personnel 

for recording and preparation 

of Certificate of Tree Planting 

2.1.a. Receive pay-

ment 

2.1.b. Issue Official 

Receipt (OR) 

One 

Hun-

dred 

Pesos 

(P100.0

0) (per 

Certifi-

cation) 

(Processing 

times vary 

depending 

on the num-

ber of clients 

in the 

queue) 

Licensing 

Officer III 

CTO 

 2.2.a. Receive OR 

2.2.b. Record the 

Zoning Database 

and logbook 

2.2.c. Prepare Certifi-

cate of Tree Planting 

 

None 30 minutes Utility 

Foreman                                           

CPDO 

Service Name: Securing Certificate of Tree Planting 

Service Info: 
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CLIENT STEPS  AGENCY ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSI-

BLE  

 2.3.a. City Zoning Administrator/ 

City Planning and Development Coor-

dinator countercheck the submitted 

documents 

 

2.3.b. City Zoning Administrator/ 

City Planning and Development Coor-

dinator approves and signs the Cer-

tificate of Tree Planting 

None 15 minutes City Zon-

ing Admin-

istrator 

CPDO 

3. Applicant receives 

the signed Certificate 

of Tree Planting by 

the City Planning and 

Development           

Coordinator/ City Zon-

ing Administrator 

3.1. Releasing of duly signed  Certifi-

cate of Tree Planting 

None 10 minutes Utility 

Foreman                                                 

CPDO 

Service Name: Securing Certificate of Tree Planting 

Service Info: 
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City Legal Office of Kabankalan City 

Agency Profile (Front Section) 

A. Mandate 

The City Legal Office is mandated to serve as the principal legal counsel of the City Government of 

Kabankalan. It provides legal advice, contract and policy review, legislative drafting support through 

legal opinions, and representation in administrative and judicial proceedings. 

The Office ensures that the actions of the City Government are lawful, ethical, transparent, and   

consistent with sound public administration. It also safeguards the Cityôs legal interests and          

promotes governance that is accountable and grounded in the rule of law. 

 

B. Vision 

A professional, independent, and service-oriented legal institution that supports a local government 

where fairness, accessibility, and respect for all persons guide the delivery of public service; and 

where legal processes strengthen trust in government and promote inclusive and sustainable       

development. 

 

C. Mission 

To uphold the rule of law and support effective local governance by: 

Providing well-researched, and impartial legal opinions and advice to City departments and     
officials. 

Ensuring that contracts, policies, and legislative measures are legally sound, transparent, and 

protective of the  public interest. Offering competent representation of the City and its officials 
before administrative, quasi-judicial, and judicial bodies. 

Enhancing access to legal processes through courteous, responsive, and respectful engagement 
with all clients, while maintaining clear adherence to the proper jurisdiction and function of the 

Office. 

Promoting ethical standards, integrity, and a culture of public service that is compassionate,     

inclusive, and free from bias or undue influence. 
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D. Service Pledge 

The City Legal Office pledges to deliver fair, well-reasoned, and independent legal 

services that   uphold the rule of law and support effective local governance.  

We commit to providing accurate legal advice, diligent contract and policy review, 

and competent representation, always guided by the highest standards of integrity 

and professionalism. In all     matters within our mandate, we strive to safeguard 

the legality of government actions and to serve as a steady source of sound legal 

guidance for the City and its offices. 

We further pledge to engage all clients with courtesy, respect, and impartiality, en-

suring that  every person or office seeking assistance is treated with dignity and 

attends to concerns strictly within the jurisdiction and functions of the Office.  

In the performance of our duties, we remain steadfast in protecting the interests of 

the City of Kabankalan and its constituents, fostering legal . processes that are 

transparent, responsible, and aligned with the public good.   

 

 

 

City Legal Office of Kabankalan City 

Agency Profile (Front Section) 
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SALUS POPULI SUPREMA LEX ESTO 

(The welfare of the people is the supreme law) 

FIAT JUSTITIA RUAT CAELUM 

(Fearlessness in duty) 

 

1. Legal Representation of the City Government and Its Officials 

SERVICE NAME: 

Legal Representation of the City Government and Its Officials 

DESCRIPTION: 

The City Legal Office represents the City Government of Kabankalan and its officials or em-

ployees sued in their official capacity in civil actions, special proceedings, and administrative 

or quasi-judicial matters. Representation includes legal evaluation, preparation of pleadings, 

filing of submissions, and appearance in hearings to protect the interests of the City. 

OFFICE / DIVISION: City Legal Office 

CLASSIFICATION: Complex 

TYPE OF TRANSACTION: G2G 

WHO MAY AVAIL: 

Local Chief Executive 

 

Sangguniang Panlungsod 

 

City Officials and Employees in their Official Capacity 

 

Departments and Offices of the City Government 
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CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Written Request or Endorsement for Legal 

Representation (1 copy) 

Requesting Office 

 Requesting Office 

CLIENT STEPS  AGENCY ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Submits request 

and documents to 

CLO 

1.1 Receives and logs   

documents.  

1.2 Reviews completeness 

of attachments. 

None 10 minutes 

 

 

Receiving       

Personnel 

 1.3 Evaluates nature of 

case and assigns lawyer. 

None 2 hours City Legal Officer 

2. Applicant receives 

the signed Application 

of Zoning Clearance 

for Business Permit 

1.4 Prepares required 

pleadings 

 None Varies by 

case 

Assigned CLO 

Lawyer 
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CLIENT STEPS  AGENCY ACTION 

FEES 

TO BE 

PAID  

PROCESSING TIME 
PERSON   

RESPONSIBLE  

 .gathers evidence, and 

coordinates with con-

cerned offices. 

  Receiving Personnel 

 1.5 Appears in   hear-

ings and        performs 

legal      representation 

as required. 

None Varies by court 

schedule 

City Legal Officer 

 1.6 Files documents 

and updates case rec-

ords 

 None Varies by Court 

Order 

Assigned CLO Law-

yer 

Total  None Initial processing: 

2 hours and 10 

minutes. 

Overall service 

duration is         

dependent on 

court, tribunal, and 

quasi-judicial 

schedules. 

This service is 

multi 

 

   stage and        

governed by      

external judicial 

timelines. 
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2. Issuance of Written Legal Opinions & Legal Review of Contracts, Policies, and Proposed 

Ordinances (G2G Only) 

SERVICE NAME: Issuance of Written Legal Opinions and Legal Review of Contracts, Policies, and 

Proposed Ordinances 

DESCRIPTION: The City Legal Office issues written legal opinions and conducts legal review of 

contracts, MOAs, policy proposals, and legislative measures upon request of City Government    

departments or officials. Requests from private persons or businesses are not accepted directly but 

may be acted upon when formally endorsed by the appropriate City office. 

OFFICE / DIVISION: City Legal Office 

CLASSIFICATION: Complex 

TYPE OF TRANSACTION: G2G 

WHO MAY AVAIL: 

Local Chief Executive 

Sangguniang Panlungsod 

City Departments, Offices, Committees, and Special Bodies 
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CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Written Request (1 copy) Requesting Office 

нΦ Draft Contract, MOA, Ordinance, or Policy          

(1 copy) 

Requesting Office 

CLIENT STEPS  AGENCY ACTION 
FEES TO 

BE PAID  
PROCESSING TIME 

PERSON              

RESPONSIBLE  

1. Submits          

request and           

1.1 Receives and logs 

request. 

None 10 minutes Receiving  

Personnel 

 1.2 Evaluates           

completeness and       

assigns lawyer. 

None 20 minutes City Legal     

Officer 

 1.3 Reviews documents, 

researches applicable 

laws, and prepares    

written opinion or legal 

comments. 

 None Case         

Dependent 

Assigned  

Lawyer 

 1.4 Reviews and         

finalizes document. 

None Case           

Dependent 

City Legal    

Officer 

Receives opinion 1.5 Releases finalized 

legal opinion or review. 

None 10 minutes Legal          

Secretary 

.Total  None Up to 20 working 

days; extendible for 

legally complex  

 

   matters, volumi-

nous documents, or 

when supplemental         

information is         

required, with writ-

ten notice. 
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3. Review of Proposed Ordinances and Legislative Measures 

DESCRIPTION: The City Legal Office reviews proposed ordinances, resolutions, and leg-

islative measures for legal sufficiency, consistency with existing laws, and proper form. 

Drafting remains the responsibility of the requesting councilor or legislative staff. 

OFFICE / DIVISION: City Legal Office 

CLASSIFICATION: Complex 

TYPE OF TRANSACTION: G2G 

WHO MAY AVAIL: 

Sangguniang Panlungsod 

City Departments, Offices, Committees, and Special Bodies 
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CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Proposed Ordinance or Resolution (1 copy) Sangguniang Panlungsod 

2. Written Request for Legal Review (1 copy) SP Office / Councilor 

CHECKLIST OF REQUIREMENTS 

CLIENT STEPS  AGENCY ACTION 

FEES 

TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Submits         

proposed              

ordinance and    

request 

1.1 Logs and checks   

completeness. 

None 10 minutes Receiving      

Personnel 

 1.2 Evaluates               

completeness and assigns 

lawyer. 

None 2 hours City Legal Officer 

 1.3 Reviews legal basis, 

form, and compliance with 

existing laws. 

None Case Dependent Assigned Lawyer 

 1.3 Final review and       

approval. 

None Case Dependent City Legal Officer 

Receives  

reviewed draft 

1.4 Releases reviewed  

ordinance/resolutio 

None 10 minutes Legal Secretary 

Total  None Up to 20 working 

days; extendible if 

research,            

harmonization with 

national laws, or 

significant revisions 

are required 
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4. Provision of Limited Legal Consultation to Constituents and Government  

Employees 

DESCRIPTION: The City Legal Office provides limited legal consultation to individuals  

seeking    clarification on general legal concerns. Assistance is limited to preliminary advice 

on applicable laws and possible courses of action. The Office does not draft pleadings,   

represent clients, or handle  personal cases, which fall under the Public Attorneyôs Office 

(PAO) or private counsel. 

WHO MAY AVAIL: All individuals seeking clarification on legal concerns 

(LGU employees and constituents) 

CLIENT STEPS  AGENCY ACTION 

FEES 

TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Registers in the 

logbook (walk-in) 

1.1 Conducts initial 

screening. 

None 5 minutes Receiving       

Personnel 

Waits for available 

lawyer 

1.2 Refers to available 

lawyer                       

(first-come, first-served) 

None 10 minutes Receiving          

Personnel 

2. Consults with       

assigned lawyer 

1.3 Provides limited legal 

consultation. 

None 20-30 minutes Assigned          

Lawyer 

3. Completes        

feedback form 

1.4 Collects and records 

feedback 

None 3 minutes Receiving          

Personnel 

Total  None 30-45 minutes  
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5. Internal Document Routing & Legal Review Requests 

DESCRIPTION: 

The City Legal Office processes internal legal requests from HRMO, Budget Office, BAC, 

Mayorôs Office, and other City Government departments requiring legal comments,        

verification, clarification, or endorsement. Requests are reviewed for legal sufficiency, 

compliance with applicable laws, and accuracy prior to endorsement or return to the      

requesting office. 

OFFICE / DIVISION: City Legal Office 

CLASSIFICATION: Complex 

TYPE OF TRANSACTION: G2G 

WHO MAY AVAIL: All City Government departments and offices 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Endorsement or Written Request             

 (1 copy) 

Requesting Office 

2. Documents for Review (1 copy each) Requesting Office 
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CLIENT STEPS  AGENCY ACTION 

FEES 

TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Submits request 

with attached          

documents 

1.1 Logs request and 

checks completeness of 

attachments. 

None 10 minutes Receiving       

Personnel 

 1.2 Endorses request to 

the City Legal Officer for 

assignment. 

None 20 minutes Administrative 

Staff 

 1.3 Assigned lawyer    

reviews request and   

prepares comments/

endorsement. 

None Case Dependent Assigned CLO 

Lawyer 

 1.4 City Legal Officer   

reviews and approves 

comments/endorsement 

None 1 hour City Legal Officer 

Receives reviewed 

documents 

1.5 CLO releases       

reviewed documents to 

requesting office. 

None 10 minutes Administrative 

Staff 

Total   Up to 20 working 

days; extendible 

based on         

document volume 

or technical      

subject matter 
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6. Provision of Legal Orientation, Seminars, and Resource Speaker Services 

DESCRIPTION: 

The City Legal Office provides legal orientation sessions, briefings, updates, and resource speaker 

services upon written request or invitation of City Government departments. Activities may include 

lectures on various laws relevant to the requesting agencies operations. 

OFFICE / DIVISION: City Legal Office 

CLASSIFICATION: Simple to Complex (depending on topic and preparation required) 

TYPE OF TRANSACTION: G2G 

WHO MAY AVAIL: City Government departments and offices 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Written Request specifying topic and audience Requesting Office 

CLIENT STEPS  AGENCY ACTION 

FEES 

TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Submits written   

request 

1.1 Logs request and 

evaluates availability of 

resource personnel. 

None 30 minutes Receiving      

Personnel 

 1.2 Schedules session 

and coordinates with  

requesting office. 

None 1 day Administrative 

Staff 

 1.3 Assigned lawyer  

prepares materials and 

presentation. 

None Case Dependent Assigned CLO 

Lawyer 

 1.4 Conducts orientation 

or seminar. 

None Session Duration Assigned CLO 

Lawyer 

Total  None Up to 20 working 

days; earlier  

completion          

possible based on 

scheduling     

availability 
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7. Administrative Investigation of Complaints Against City Government Personnel 

DESCRIPTION OF SERVICE: 

This service covers the evaluation and investigation of administrative complaints against 

officials and employees of the City Government of Kabankalan pursuant to the 2017 

Rules on Administrative Cases in the Civil Service (RACCS) and the Omnibus Rules on 

Appointments and Other. Human Resource Actions (ORA-ORA). Complaints may      

originate from the Local Chief Executive (LCE) or through verified complaints filed by 

private individuals. The City Legal Office evaluates legal sufficiency, issues show-cause 

orders, determines probable cause, and when warranted, conducts formal investigations 

through the Administrative Investigation Committee. Findings and recommendations are 

submitted to the LCE for appropriate action. 

OFFICE / DIVISION: City Legal Office 

CLASSIFICATION: Highly Technical Service is covered under the 2017 RACCS and 

ORA-ORA. 

TYPE OF TRANSACTION: G2C G2G  

WHO MAY AVAIL: 

Local Chief Executive / City Mayor 

City Government Departments / Offices 

Private individuals filing verified administrative complaints 



отп 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

A. For complaints referred by the LCE /       

Departments: 

 and audience 

1. Endorsement from the City Mayorôs Office 

(CMO) or referring office (1 copy) 

CMO / Referring Office 

2. Supporting documents (1 copy) Referring Office 

B. For complaints filed by private individuals:  

1. Verified Complaint-Affidavit complying with 

RACCS (1 original copy) 

Client 

2. Supporting evidence/documents (1 copy each) Client 

3. Government-issued ID (photocopy, 1 copy) Client 

Note: Complaints submitted directly to CLO will 

be endorsed to CMO for proper referral by the 

LCE. 
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 CLIENT STEPS  AGENCY ACTION 
FEES 

TO BE 

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Submits complaint 

or endorsement to 

CMO or referring        

office 

1.1 CMO receives the 

complaint and records 

it.  

1.2 CMO forwards 

complaint to CLO. 

None 10 minutes Receiving        

Personnel (CMO) 

If client submits        

directly to CLO,        

complaint is received 

only for routing. 

1.1 CLO endorses    

directly filed complaint 

back to CMO for        

referral by the LCE. 

None 10 minutes CLO Receiving 

Personnel 

2. Waits for evaluation 2.1 CLO evaluates    

referral or complaint for 

legal sufficiency.  

2.2 CLO checks       

completeness of     

documents and          

jurisdiction. 

None Case dependent City Legal Officer 

3. Receives Show 

Cause Order               

(if issued) 

3.1 CLO issues      

Show-Cause Order  

directing respondent to 

answer. 

None Within RACCS 

timelines 

Assigned CLO 

Lawyer 

4. Respondent               

submits Answer 

4.1 CLO evaluates   

Answer and evidence.  

4.2 CLO determines 

whether probable 

cause exists. 

None Within RACCS 

timelines 

Assigned         

Investigating   

Lawyer 

5A. If probable cause 

exists ï participates in 

formal investigation 

5A.1 CLO issues     

Formal Charge.  

5A.2 CLO convenes 

Administrative           

Investigation          

Committee.  

5A.3 Conducts formal 

investigation/hearings. 

None As prescribed by 

RACCS 

City Legal Officer 

(Hearing Officer)  

Assigned        

Prosecuting   

Lawyer 
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CLIENT STEPS  AGENCY ACTION 

FEES 

TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

5B. If no probable 

cause ï attends       

preliminary             

conference 

5B.1 CLO schedules 

preliminary conference 

with parties.  

5B.2 Parties may submit 

position papers. 

None As prescribed by 

RACCS 

Assigned CLO 

Lawyer 

6. Receives notice 

of resolution 

6.1 CLO prepares       

Investigation Report and 

Recommendation.  

6.2 Submits to LCE for 

action. 

None Case Dependent City Legal Officer 

 7. Decision is issued by 

LCE; appealable to 

CSC. 

None As prescribed by 

CSC 

Local Chief       

Executive 

Total  None Up to 20 working 

days; extendible 

based on docu-

ment volume or 

technical subject 

matter 
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8. Legal Review and Advisory Support for Nuisance Abatement and Demolition Pro-

ceedings 

DESCRIPTION OF SERVICE: 

The City Legal Office provides legal review and advisory support to the City Engineering 

Office in nuisance abatement and demolition proceedings under the Local Government 

Code and applicable regulations. This includes evaluating notices, ensuring procedural 

due process, advising on         compliance requirements, participating in conferences with 

affected property owners, and issuing legal advisories prior to demolition. 

OFFICE / DIVISION: City Legal Office 

CLASSIFICATION: Complex 

TYPE OF TRANSACTION: G2G G2C 

WHO MAY AVAIL: 

City Engineering Office 

Property owners (for conference and notice-related matters) 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Referral or Endorsement from the City Engineering 

Office (1 copy) 

Engineering Office 

2. Copy of Notice to Vacate / Notice of Demolition (1 

copy) 

Engineering Office 

3. Declaration of Unsafe, Nuisance, or Illegal Structure Engineering Office 

4. Proof of service to property owner (1 copy) Engineering Office 

5. Supporting documentation (photos, reports) Engineering Office 
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CLIENT STEPS  AGENCY ACTION 

FEES 

TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Engineering Office 

submits referral and 

documents to CLO 

1.1 Receives and logs     

referral.  

1.2 Checks complete-

ness of required           

documents. 

None 10 minutes CLO Receiving 

Personnel 

2. Waits for legal    

review 

2.1 Evaluates legality of 

declaration and Notices.  

2.2 Advises on             

corrections if procedural 

defects exist 

None Case Dependent Assigned CLO 

Lawyer 

3. Owner attends 

conference upon    

notice (if scheduled) 

3.1 CLO participates in    

conference.  

3.2 Advises Engineering 

and property owner on 

due process                 

requirements. 

None 1-2 hours Assigned CLO 

Lawyer 

4. Engineering Office 

waits for Legal       

Advisory 

4.1 Issues Legal Advisory 

on procedural            

compliance.  

4.2 Advises on             

enforcement of 15-day 

period for voluntary          

removal. 

None Case Dependent Assigned CLO 

Lawyer 

5. If no compliance 

by owner 

5.1 CLO issues final legal 

guidance on demolition. 

None 3 days City Legal Of-

ficer 

6. Engineering Office 

proceeds with      

demolition 

6.1 CLO monitors for le-

gal issues (e.g., TROs). 

None As needed City Legal      

Officer /          

Assigned    

Lawyer 

Total  None Up to 20 working 

days; extendible 

based on        docu-

ment        volume or      

technical subject 

matter 
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¶ DEFINITION OF TERMS 

Accessory Permitï  A stand-alone permit issued by the Building Official for construction 

activities being undertaken before or during the application/processing of Building Permits 

having a specific expiry period, consisting of duly signed and sealed Accessory Permit 

forms by the corresponding professionals and the plans and specifications. Accessory     

Permits include among others, Ground Preparation and Excavation Permit, Encroachment 

of Foundation to Public Area Permit, Fencing Permit (for fence not exceeding 1.80 meters 

high), Sidewalk Construction Permit, Temporary Sidewalk Enclosure and Occupancy     

Permit, Erection of Scaffolding Permit, Erecting, Repair, Removal of Sign Permit, and 

Demolition Permit. 

Ancillary Permitsï Supplementary permits issued by the Building Official accompanying 

the issued Building Permit. Consisting of duly signed and sealed Ancillary Permit forms by 

the corresponding professionals and the plans and specifications submitted together with 

the unified application form for Building Permit, subject to existing rules and regulations. 

Building Permitï A document issued by the OBO following the format prescribed in 

NBCDO Memorandum Circular 01, series of 2020, which advises an owner/ applicant to 

proceed with the construction, installation, addition, alteration, renovation, conversion,    

repair, moving, demolition or other work activity of a specific project/ building/ structure or 

portions thereof after the accompanying principal plans, specification and other pertinent 

documents with the application are found satisfactory and substantially conforming with the 

NBCP and its IRR. 

Certificate of Occupancyï A document issued by the Building Official, following the     

format prescribed in NBCDO Memorandum Circular 01, series of 2020, certifying that the 

building/ structure was completed and can be occupied/ used in accordance with the      

approved  use. 
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¶ CLASSIFICATION OF CONSTRUCTIONðRELATED APPLICATIONS 

Consistent with the categorization of transactions in RA 11032, LGUs shall classify                         

construction-related applications for Building Permits and Certificates of Occupancy into sim-

ple, complex and highly technical, according to the guide below: 

 1.SIMPLE APPLICATIONS 

 1.1 Construction/ erection/ addition/ alteration/ renovation/ repair/ legalization of the        

following structures/ occupancy under Group J Section 701 Division of the 

NBCP: 

 i. Private garage not more than ninety (90) square meters; 

 ii. Carport; 

 iii. Sheds not less than six (6) square meters; 

 iv. Agricultural buildings; 

 v. Fences over 1.80 meters in height; and, 

 vi. Tanks and towers. 

 1.2 Repairs which do not involve any alteration/ changes from the building plans 

covered by a previously issued Building Permit, Repair Permits other than those 

mentioned in    Section 301.3 of the NBCP (exemption from Building and Repair 

Permit); 

 1.3 Demolition of a single residential structure not more than three hundred (300) 

square meters and three storeys in height; 

 1.4 Signages for advertising and business signs; and, 

 1.5 Stand-alone permit applications for Building Service Equipment and other sup-

port     facilities including; 
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 i. Mechanical; 

 ii. Sanitary; 

 iii. Electrical; 

 iv. Electronics; and, 

 v. Accelographs. 

 2. COMPLEX APPLICATIONS 

 The construction/ erection/ addition/ alteration/ renovation/ repair/ legalization of any of 

the  following Complex Type of Project Activity/ Structures/ Occupancy: 

 2.1Interior  Renovations covered by an appropriate Building Permit; 

 2.2 Conversion of existing building occupancy classification. 

 2.3 Multiple unit residential houses (such as row houses, townhouses, and the like); 

 2.4 Single detached residential house not more than 7 storeys; 

 2.5 Commercial buildings not more than 9 storeys; 

 2.6 Warehouses not more than 9 storeys; 

 2.7 Market buildings not more than 9 storeys; 

 2.8 Demolition (any type of occupancy/ use with area of more than three hundred 

(300) square meters); 

 2.9 Billboard structures; and, 

 2.10 All other types of Occupancy not more than 9 storeys. 
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 3. HIGHLY TECHNICAL APPLICATIONS 

 The construction/ erection/ addition/ alteration/ renovation/ repair/ legalization of any of the   

following Highly Technical Type of Project Activity/ Structures/ Occupancy: 

 3.1 Commercial buildings exceeding 9 storeys; 

 3.2 Market buildings exceeding 9 storeys; 

 3.3 All applications belonging to Group D of the NBCP; 

 i. Mental hospitals, Sanitaria and Mental Asylums and those belonging to Division D-1 of 

the NBCP: 

 ii. Public and private hospitals (Division D-2 of the NBCP); 

 iii. Nursing homes for ambulatory patients, school and home, for children over             

kindergarten age, orphanages and those belonging to Division D-3 of the NBCP; 

 3.4 Those belonging to Group H and I of the NBCP: 

 i. Recreational or similar public assembly buildings, such as stadia, sports complex,  

convention centers, etc. 

 ii. Structures that have a non-regular form, as classified in the Structural Reference 

Standards; and  

 iii. Those buildings/ structures whose use has very advanced structural calculation  

method in design, as classified in the Structural Reference Standards. 

 3.5 All other types of occupancy of more than 9 storeys. 

 3.6 All other building/s or structure/s with occupancy and use as for Disaster Response as 

defined by the National Disaster Risk  
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 Reduction  and Management Council (NDRRMC). 

 3.7 Special Structures such as but not limited to Aero dome Facilities, Fixed Gateway 

Transit and Passenger Rail Systems, Historical Building and     Structures, and Histor-

ic Centers/ Heritage Zones, Wind Turbine Energy   Generating Facilities, Immobilized 

vehicle and Vessels, Motion Picture and Television Production, Studio Soundstages 

and approved   production        facilities, Off-shore Energy Facilities, Piers and water-

surrounded facilities, Solar Photovoltaic (PV) System, Towers and Underground struc-

tures and windowless buildings. 

 All other transactions not expressly falling under either óComplexô of óHighly Technicalô 

shall, for the purpose of these Guidelines, be considered as óSimpleô consistent with 

the mandate of RA No. 11032. 

 

Office or Division: CITY ENGINEERS OFFICE 

Classification: Simple, Complex, Highly Technical 

Type of Transaction: Government to Citizen 

Who may avail: Any person, firm, partnership, corporation, head of government or 

private institution, organization of any character 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Four copies of the unified application 

form for Building Permit, duly notarized, 

shall be submitted with the required 

documents together with the four sets of 

duly accomplished ancillary permit 

forms. 

2. Certified true copy of Original or             

Transfer Certificate of Title (OCT/  

- City Engineers Office 

1. SECURING A BUILDING PERMIT 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

      TCT) covering the subject lot and, in cases 

where the applicant is not registered owner 

of the said lot, in addition to TCT, a duly 

notarized copy of the Contract of Lease, or 

Deed of Absolute Sale, notarized Deed of 

Donation, Assignment of Rights or any  

valid proof of land ownership or             

possession; or, in lieu od the certified true 

copy of the OCT/ TCT, a Lot Location Plan 

generated thru the Parcel Verification of 

the Land Registration Authority (ñLRAò); 

-Register of Deeds 

3. Whenever applicable, four sets survey 

plans, design plans and other documents 

prepared, signed and sealed over the  

printed names of duly licensed and        

registered professionals, subject to existing 

rules and regulations. 

- Registered Professionals 

4.  One copy of valid licenses of all involved 

professionals (i.e., Professional Tax     

Receipt and the PRC ID); valid ID of      

applicant and owner of the lot (if the lot 

owner and applicant is not one and the 

same); one  

- Design Professionals 

1. SECURING A BUILDING PERMIT 
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1. SECURING A BUILDING PERMIT 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

      copy each of the technical documents, 

such as but not limited to, Notarized 

Cost Estimate (labor and materials)   

Project Specifications, and the Structural 

Design And Analysis, and boring and 

plate load tests (if applicable), Electrical 

Design Analysis 

-Design Professionals 

5. Locational Clearance (Signed)  -Zoning Office 

6. Fire Safety Evaluation Clearance (FSEC)  -Bureau of Fire Protection 

7. Tax Declaration (Current Year)  -City Assessorôs Office 

8. Real Property Tax (RPT) Receipt or Tax 

Clearance (Current Year)  

-City Treasurerôs Office 

9. Notarized Authority to Follow-up, Special 

Power of Attorney, Secretary Certificate 

in case owner/ applicant is unavailable to 

process the application. 

- Applicant 
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1. SECURING A BUILDING PERMIT 

CLIENT STEPS  
AGENCY            

ACTION 

FEES TO 
BE PAID  

PROCESSING 
TIME 

PERSON              
RESPONSIBLE  

1. Submission of the 

application form and 

documentary require-

ments 

 

1.1 Building Official staff 

conducts completeness 

checking of all submitted 

documents. 

1.1.1When satisfied, the 

BO staff encodes the 

application at iBPLS for 

processing 

1.1.2 When not satisfied, 

documents will be         

returned to applicant for 

documentary                

compliance. 

1.2 OBO verifies               

conformity of the                

proposed building/  

structures with the land 

use zoning ordinance. 

BO verifies whether   

applicants have  

None 

 

 

 

 

 

 

 

 

 

 

 

 

None 

 

 

 

 

1 hour 

 

 

 

 

 

 

 

 

 

 

 

 

3 hours 

Gina R. Esique/ 

Engr. Shiela 

Jane Mananquil 

 

 

 

 

 

 

 

 

 

 

Engr. Rachel V. 

Catague 
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1. SECURING A BUILDING PERMIT 

CLIENT STEPS  
AGENCY  

ACTION 

FEES TO 
BE PAID  

PROCESSING 
TIME 

PERSON RESPONSIBLE  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Payment of fees 

 

Secured the required 

section clearances from 

other agencies. 

1.3 Line and Grade    

Verification 

1.4 Technical Evaluation 

1.4.1 Architectural 

1.4.2 Civil/ Structural 

1.4.3 Electrical 

1.4.4 Electronics 

1.4.5 Sanitary 

1.4.6 Plumbing 

1.4.7 Mechanical 

1.4.8 Fire Safety         

Requirements 

2.1 Assessment of Fees 

2.2 Payment 

 

 

 

None 

 

None 

 

 

 

 

 

 

 

 

 

 

 

As per 

NBCP 

 

 

 

2 hours 

 

Simpleï 1.5 

days 

Complexï 5 

days 

Highly Tech-

nical ï 15 

days 

 

 

 

 

 

 

2 hours 

Gina R. Esique/ Engr. 

Shiela Jane Mananquil 

 

 

 

Arch. Hannah  P. Cajilig 

Engr. Jeri Dave S.    

Repique 

Engr. Zandro C. Perez 

Engr. Zhar Gilbert 

Dayon 

Engr. Gliccerio Cabatac 

BFP 

Gina R. Esique 

CTO 
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1. SECURING A BUILDING PERMIT 

CLIENT STEPS  
AGENCY 

ACTION 

FEES 
TO BE 
PAID  

PROCESSING TIME PERSON RESPONSIBLE  

3. Claiming the 

Building Permit and 

the ancillary permits 

 

3.1 Issuance of 

Building Permit for 

final evaluation 

and signature of 

BO. 

3.2 Recording of 

Building Permit for 

release. 

3.3 Releasing of 

building permit to 

applicant. 

None Simpleï 4 hours 

Complexï 1 days 

Highly Technicalï 4 

days 

Gina R. Esique/ Engr. 

Shiela Jane Mananquil 

 

 

 

 

 

TOTAL  

3 days  
Simple 

Complex  
7 days  

Highly Technical 
20 days  
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Office or Division: CITY ENGINEERS OFFICE 

Classification: SIMPLE 

Type of Transaction: GOVERNMENT TO CITIZEN 

Who may avail: ALL 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.Electrical Permit Application is required form 

duly signed by a Professional Electrical Engineer 

and Registered Electrical Engineer, Registered 

Master Electrician 

- City Engineers Office 

2. Five (5) sets-Electrical Plan and Specifications - City Engineers Office 

3. Bill of Materials and Cost of Estimates - City Engineers Office 

4. Fire Clearance - City Engineers Office 

5. Permit Fee - City Engineers Office 

6. Certificate of Tax Payment ( updated) - City Assessors Office 

7. Zoning Clearance - City Planning Office 

2. SECURING OTHER  BUILDING-RELATED      

PERMITS 

Other than the Building Permit, the Office of the Local Building Official/City  Engineers Office 

issues other permits that are required prior to erection, construction, alteration, repair, moving, 

converting or demolition of any structure or Building 

A. ELECTRICAL PERMIT 

     This permit is required prior to electrical installation, alteration or repair of any building or 

structure. For new buildings, this permit is part of the requirements for a Building Permit          

application. 
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B. ELECTRONIC PERMIT 

 This permit is required prior to the installation of electronic controlled device or      

equipment, upgrading, addition, alternation or conversion. For new buildings this permit is 

part of the requirement for a Building Permit  application. 

2. SECURING OTHER  BUILDING-RELATED     

PERMITS 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.Electronic permit application form is required duly 

signed and sealed by a professional Electronics 

Engineer and Master Electronic Technician 

- City Engineers Office 

2. Five (5) set electronic Plan with  specifications - City Engineers Office 

3. Bill of Materials and Costs Estimates - City Engineers Office 

4. Fire Clearance - Bureau of Fire  

5. Permit Fee - City Engineers  

6. Certificate of Tax Payment (updated)  - City Assessors Office 

7. Zoning Clearance  - City Planning Office 
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2. SECURING OTHER  BUILDING-RELATED      

PERMITS 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Mechanical Permit Application form duly 

signed by a Professional  Mechanical Engineer 

and Registered Mechanical Engineer 

- City Engineers Office 

2. Five (5) sets of Mechanical Plan specification - City Engineers Office 

3. Bill of Materials and Costs Estimates - City Engineers Office 

4. Permit Fee - City Engineers Office 

5.Certificate of Tax payment (updated) - City Engineers Office 

C. MECHANICAL PERMIT 

 This permit is required prior to the installation, removal, or alteration of  mechanical 

equipment or machinery. For new buildings, this permit is part of the requirements for a 

Building Permit Application. 
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2.SECURING OTHER  BUILDING-RELATED       

PERMITS 

D. SANITARY PLUMBING PERMIT 

 This permit is required prior to the plumbing installation, construction, addition, altera-

tion on building structure, including water supply, storm drainage, water purification and 

sewerage treatment plants. For new building this permit is part of the requirements for a 

new building permit application. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Sanitary/Plumbing Permit Application form duly 

signed by a Sanitary Engineer or Master Plumber 

- City Engineers Office 

2. Sanitary/Plumbing Plans and  Specifications - City Engineers Office 

3. Bill of Materials and Cost Estimates - City Engineers Office 

4. Permit Fee - City Engineers Office 

5. Certificate of Tax payment (updated) - City Engineers Office 
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2. SECURING OTHER  BUILDING-RELATED PERMITS 

E. FENCING PERMIT 

 This permit is required prior to the construction of fence up to 1.80 meters in 

height than indigenous materials and/or barbwire or chicken wire and hog wire. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Fencing Permit Application Form duly Signed by a 

Civil Engineer/Architect 

- City Engineers Office 

2. Bill of Materials and Costs Estimates - City Engineers Office 

3.Lot Plan with a Certification of a Geodetic              

Engineer that the proposed fence will not encroach  

adjoining properties 

-  Geodetic Engineer 

4. Land Title (TCT) ¶ Registry of Deeds 

5. Deed of Sale /Lease Contract/Contract to Sell  

(if TCT is not in the name of the owner or applicant). 

- Applicant 

F. DEMOLITION PERMIT 

 This permit is required prior to the systematic dismantling or destruction of a 

building or structure  in whole or in part. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Accomplished Demolition  Permit Form - City Engineers Office 

2. Sketch Plan of Area to be demolished - Applicant 

3. Updated Certificate of Tax Payment - City Assessors Office 

4. Permit Fee - City Engineers Office 
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2. SECURING OTHER  BUILDING-RELATED  PERMITS 

G. PERMIT FOR TEMPORARY PERMIT CONNECTION 

 This permit is required for the temporary service connection to a power utility lighting 

and power construction. Christmas decorative lighting, lighting of cemeteries, temporary light-

ing for     carnivals, fiesta, testing etc. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Accomplished Building Permit for new Construction - City Engineers Office 

2. Electrical Plan/Lay out - Licensed  Electrical Engineer 

H. EXCAVATION AND GROUND PREPARATION PERMIT 

    This permit can be secured prior to excavation for foundation & basement if the Building 

Permit Application is still on processed. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Accomplished Permit Form - City Engineers Office 

2. Permit fee - City Engineers Office 

I. SIDEWALK CONSTRUCTION PERMIT/PAVED AREAS 

     This permit is required prior to the construction of sidewalk and paved areas for commer-

cial,    industrial, social and institutional use. 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Accomplished Permit Form - City Engineers Office 

2. Sketch Plan of Street line to be occupied - Applicant 

3. Permit Fee - City Engineers Office 
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2. SECURING OTHER  BUILDING-RELATED  PERMITS 

J. SCAFFOLDING PERMIT 

 This permit is required whenever the erection of scaffolding occupies the street lines 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Accomplished Permit Form - City Engineers Office 

2. Sketch Plan of Street Line to be occupied - Applicant 

3. Permit Fee - City Engineers Office 

4. Signage and Billboard - Applicant 

K. THIS PERMIT IS REQUIRED PRIOR TO THE ERECTION OF SUPPORT OF ANY 

BILLBOARDS, SIGNBOARD/MARQUEE AND THE LIKE AND THE INSTALLATION. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.Accomplished Building Permit Form wherever 

there is concrete/steel structure exceeding 3.0      

meters in height 

- City Engineers Office 

2. Structure Design - City Engineers Office 

3. Zoning Clearance for advertising signs  

4. Accomplished Sign Permit Application Form 

whenever there is an Electrical connection, electrical 

lay-out to be signed and sealed by a Professional 

Electrical Engineer 

- City Engineers Office 
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2. SECURING OTHER  BUILDING-RELATED  PERMITS 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

5. Accomplished Sign Permit Application Form - City Engineers Office 

6. Sketch Plan of Signage to be installed/erected - City Engineers Office 

7. Location/Vicinity Map - City Engineers Office 

8. Lot documents whenever it occupies a private 

lot 

- City Engineers Office 

9. DPWH Clearance for National Roads/Highways - City Engineers Office 

10. Permit fee - City Engineers Office 

CLIENT STEPS  
AGENCY  

  ACTION 

FEES TO 

BE PAID  

PRO-

CESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Submission of applica-

tion forms 

 

1.1 Local   Building 

Office Staff provides 

the applicant the re-

quired  application 

form 

 

None 

 

1 hour Gina R. 

Esique 
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2.SECURING OTHER  BUILDING-RELATED   PERMITS 

CLIENT STEPS  AGENCY   ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

 1.2 Local Building Office 

staff receives the duly 

accomplished form from 

the applicant 

None 1 hour Gina R. Esique 

 1.3 Evaluation and      

Assessment 

1.3.1 Local Building     

Official evaluated and 

assessed the plans and        

pertinent documents 

based on NBCDO and 

other pertinent rules and 

regulations 

 

None  2 days Gina R. Esique 

Engr. Zandro 

Perez 

Arc. Hannah 

Cajilig 

Engr. Jeri Dave        

Repique 

Engr. Glicerio 

Cabatac 
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2.SECURING OTHER  BUILDING-RELATED  PERMITS 

 

CLIENT STEPS  AGENCY  ACTION 

FEES 

TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

2. Payment of fees 

 

2.1 Order of Payment 

2.1.1 Local  Building    

Official provides Order of 

Payment to the applicant 

None 1 hour Gina Esique 

 2.2 Payment of Fees 

2.2.1 Cashier receives       

payment of the            

applicant 

 1 hour Domingo Bathan 

 2.3 Submit Official              

Receipt 

2.3.1 Local Building staff 

receives the Official          

Receipt from the         

applicant 

None 1 hour Gina R. Esique 

3. Releasing of Permits 3.1 Building staff  pro-

cesses the plans and 

pertinent               docu-

ments for       approval 

None 2 hours Gina R. Esique 

Engr. Rachel V. 

Catague 

 3.2  Local Building staff 

releases the   Approved  

permit 

None 1 hour Gina R. Esique 

Total: Total:  3 days  

* Fees depends on the IRR of the National Building Code of the Philippines (PD 1096) 
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3. OCCUPANCY PERMIT 

     This permit is required prior to the occupancy or use of any building or structure after its 

completion. 

Office or Division:  CITY ENGINEERS OFFICE 

Classification:  Simple 

Type of Transaction: Government to Citizen 

Who may avail: ALL 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Application of Certificate of Occupancy - City Engineers Office 

 

2.  Duly notarized Certificate of Completion - City Engineers Office 

3. Construction logbook - City Engineers Office 

4. As-built plans and specifications - Applicant 

5. Building inspection sheet all signed by the contractor 

(if construction is undertaken by contract) and signed 

and sealed by the Ownerôs duly licensed Architect or 

Civil Engineer who undertook the full time inspection 

and supervision of the construction works. 

- Applicant 

6. Photos of completed structure (4 sides) - Applicant 

7. Fire Safety Inspection Certificate - Bureau of Fire Protection 
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CLIENT STEPS  AGENCY  ACTION 

FEES 

TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Submission of           

application forms and 

other requirements. 

 

 

1.1 Completeness 

checking of submitted 

documents. 

1.2 Endorsement to the 

BFP for final inspection 

1.3 OBO undertakes 

final inspection,              

verification and/ or            

review of the building 

structure based don the 

Certificate of                    

Completion,                    

construction logbook, 

building inspection 

sheets, original and as 

built plans and                  

specifications, as the 

case may be and                

specifications on the 

prescribed standard 

form according to the   

None 2 hours 

 

 

4 hours 

 

 

Simpleï 1.5 

days 

Complexï 5 

days 

Highly            

Technical ï 

15 days 

Gina R. Esique 

 

 

 

 

Arch. Hannah  P. 

Cajilig 

Engr. Jeri Dave S. 

Repique 

Engr. Zandro C. 

Perez 

Engr. Zhar Gilbert 

Dayon 

Engr. Gliccerio 

Cabatac 

 

3. OCCUPANCY PERMIT 
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3. OCCUPANCY PERMIT 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

 Requirements set forth           

under section 303 of NBCP.  

None   

2. Payment of fees 2.1 Assessment of Fees 

2.2 Payment 

None 2 hours Gina R. Esique 

3. Claiming the       

Occupancy Permit 

3.1 Issuance of Occupancy 

Permit for final evaluation 

and signature of BO. 

3.1.1 A partial Certificate of 

Occupancy may be issued 

for the use or occupancy of 

a portion/s of a building  or 

structure prior to the                

completion of the entire 

building or structure, 

through the proper phasing 

of its major independent 

portions without posing   

hazards to its occupants, 

the adjacent  building       

residents and 

 Simpleï 4 

hours 

Complexï 1 

day 

Highly Tech-

nicalï 4 days 

Engr. Rachel 

Catague 
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3. OCCUPANCY PERMIT 

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

 general public. 

3.1.2 A building for which a 

Certificate of Occupancy has 

been issued may further be 

issued other Certificates of 

Occupancy due to changes 

in use, whether partly or 

wholly, provided, that the 

new use/s or character/s of 

occupancy conforms with the 

requirement of the Code and 

its IRR. 

3.2 Recording of Occupancy 

Permit for release. 

3.3 Releasing of Occupancy 

Permit to applicant. 

None   

 

 

 

 

 

 

 

 

 

 

 

Gina Esique 

 

Gina Esique 

TOTAL  

Simple 
3 days  

Complex  
7 days  

Highly Technical 20 days  
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4. ANNUAL INSPECTION PERMIT 

     This permit is required prior to the renewal of Business Permit and Mayors 

Permit and the like 

Office or Division:  CITY ENGINEERS OFFICE 

Classification:  Simple 

Type of Transac-
tion: 

Government to Citizen 

Who may avail: ALL 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Fire Safety Clearance Certificate - City Engineers Office 

2. Permit Fee - City Engineers Office 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 
BE PAID  

PRO-
CESSING 
TIME 

PERSON              RESPON-
SIBLE  

Follow these steps for New applicants:  

1. Submission of 

Application forms 

1.1 Local Building             

Office Staff provides the 

applicant therequired appli-

cation form 

None 

 

1 hour Gina R. Esique 

 1.2.1 Local  Building Office 

staff receives the duly ac-

complished form from the 

  None 1 hour Gina R. Esique 

 1.3 Evaluation, Inspection 

and Assessment 

1. 1.3.1 Local Building  

Official evaluated and 

assessed the plans and      

pertinent documents 

based on the NBCDO 

and other pertinent 

rules and regulations. 

None 1 day Gina R. Esique 

 

Arch. Hannah  P. Cajilig 

Engr. Jeri Dave S.            

Repique 

Engr. Zandro C. Perez 

Engr. Zhar Gilbert Dayon 

Engr. Gliccerio Cabatac 

2. Payment of fees 2.1 Local Building Official 

provides Order of Payment 

to the applicant 

None 1 hour Gina R. Esique 
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4. ANNUAL INSPECTION PERMIT 

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

 2.2 Local Building Offi-

cial provides Order of       

Payment to the appli-

cant 

None 2 hours Gina R. Esique 

 2.3 Local Building staff 

receives the  Official    

Receipt from the appli-

cant 

None 1 hour City Treasurer   

Office 

 2.4 Building staff                   

processes the plans 

and pertinent docu-

ments for approval 

None 2 hours Gina R. Esique 

3. Releasing of 

Permit 

3.1 Recording of             

Approved permit 

Local Building staff re-

leases the                    

Approved permit 

None 1 day Gina R. Esique 

Total: Total: None 3 days  
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Office or Division: SP OfficeðMTOP  

Classification: Special Law  

Type of Transaction: G2CðGovernment to Citizen  

Who may avail: Franchise Holders  

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. MTOP Franchise (Operator)  

1.1 OR/ CR (2 photocopies) 

¶ Engine Type Capacity  

¶ City Proper - Below 100cc 

¶ Outside the City Proper - 150cc  

Applicant  

1.2 Voterôs Registration/ Certification   (1 

photocopy)  
COMELEC  

1.3 Carrier Insurance (1 photocopy)  Insurance Company 

1.4 Barangay Clearance (1 original copy)  
Barangay Hall  

1.5 Community Tax Certificate/ CEDU-

LA (1 photocopy)  
Barangay Hall / City Treasurerôs Office   

1.6 CTRAMO or PNP Inspection Re-

port  (1 original copy)  CTRAMO / PNP  

{!bDD¦bL!bD t!b[¦bD{h5 hCCL/9 

9·¢9wb![ {9w±L/9{ 

мΦ {9/¦wLbD Cw!b/IL{9 Chw ah¢hwL½95 ¢wL/¸/[9  

¢ƘŜ a¢ht όaƻǘƻǊƛȊŜŘ ¢ǊƛŎȅŎƭŜ hǇŜǊŀǘƻǊΩǎ tŜǊƳƛǘύ ƛǎ ŀ ŘƻŎǳƳŜƴǘ ƛǎǎǳŜŘ ōȅ ǘƘŜ {ŀƴƎƎǳƴƛŀƴƎ 

tŀƴƭǳƴƎǎƻŘ ƎǊŀƴǝƴƎ ŀ ŦǊŀƴŎƘƛǎŜ ƻǊ ƭƛŎŜƴǎŜ ǘƻ  ǘǊƛŎȅŎƭŜ ƻǇŜǊŀǘƻǊǎΣ ŀƭƭƻǿƛƴƎ ǘƘŜƳ ǘƻ ƻǇŜǊŀǘŜ ŀ 

ǘǊƛŎȅŎƭŜ ŦƻǊ о όǘƘǊŜŜύ ȅŜŀǊǎ ǿƛǘƘƛƴ ǘƘŜ ǘŜǊǊƛǘƻǊƛŀƭ ƧǳǊƛǎŘƛŎǝƻƴ ƻŦ ǘƘŜ /ƛǘȅ ƻŦ YŀōŀƴƪŀƭŀƴΦ  
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Office or Division: SP OfficeðMTOP  

Classification: Special Law  

Type of Transaction: G2CðGovernment to Citizen  

Who may avail: Franchise Holders  

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1.7 Certification from Accredited TODA 

(1 original copy)  

TODA (Tricycle Operator and Driverôs    As-

sociation)  President  

2. MTOP Franchise (Driver)  

2.1 Voterôs Certification or ID                 

(1 photocopy )  
COMELEC  

2.2 X-Ray Result (1 original copy)  Accredited Hospitals  

2.3 Professional Driverôs License         (2 

photocopies)  
LTO (Land Transportation Office)  

2.4 Barangay Clearance (1 original 

copy) 
Barangay Hall  

2.5 Police Clearance (1 original copy) Kabankalan City Police Station  

мΦ {9/¦wLbD Cw!b/IL{9 Chw ah¢hwL½95 ¢wL/¸/[9 ht9w!¢hwϥ{ t9waL¢ 

¢ƘŜ a¢ht όaƻǘƻǊƛȊŜŘ ¢ǊƛŎȅŎƭŜ hǇŜǊŀǘƻǊΩǎ tŜǊƳƛǘύ ƛǎ ŀ ŘƻŎǳƳŜƴǘ ƛǎǎǳŜŘ ōȅ ǘƘŜ       {ŀƴƎƎǳπ

ƴƛŀƴƎ tŀƴƭǳƴƎǎƻŘ ƎǊŀƴǝƴƎ ŀ ŦǊŀƴŎƘƛǎŜ ƻǊ ƭƛŎŜƴǎŜ ǘƻ  ǘǊƛŎȅŎƭŜ ƻǇŜǊŀǘƻǊǎΣ ŀƭƭƻǿƛƴƎ ǘƘŜƳ ǘƻ 

ƻǇŜǊŀǘŜ ŀ ǘǊƛŎȅŎƭŜ ŦƻǊ о όǘƘǊŜŜύ ȅŜŀǊǎ ǿƛǘƘƛƴ ǘƘŜ ǘŜǊǊƛǘƻǊƛŀƭ ƧǳǊƛǎŘƛŎǝƻƴ ƻŦ ǘƘŜ /ƛǘȅ ƻŦ 

YŀōŀƴƪŀƭŀƴΦ  



плф 

Office or Division: SP OfficeðMTOP  

Classification: Special Law  

Type of Transaction: G2CðGovernment to Citizen  

Who may avail: Franchise Holders  

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Secure operator and 

driverôs requirements.  

1.1 Assessment 

of the            re-

quirements 

 

1.2 Issue an  

order of       pay-

ment for   Filing 

Fee (P50.00)  

None 

 

None  

10 minutes 

 

5 minutes  

LLSO II/           

Authorized MTOP 

Personnel 
 

LLSE II 

Bookbinder III 

Administrative 

Aide I 

(MTOP Section) 

2. Proceed to the City 

Treasurer's Office for 

payment.  

2.1 Receive 

payment and 

issue an official 

receipt for the 

Filing Fee  

P50.00  10 minutes  Licensing Officer III 

City Treasurerôs 

Office  

мΦ {9/¦wLbD Cw!b/IL{9 Chw ah¢hwL½95 ¢wL/¸/[9  

¢ƘŜ a¢ht όaƻǘƻǊƛȊŜŘ ¢ǊƛŎȅŎƭŜ hǇŜǊŀǘƻǊΩǎ tŜǊƳƛǘύ ƛǎ ŀ ŘƻŎǳƳŜƴǘ ƛǎǎǳŜŘ ōȅ ǘƘŜ       {ŀƴƎƎǳπ

ƴƛŀƴƎ tŀƴƭǳƴƎǎƻŘ ƎǊŀƴǝƴƎ ŀ ŦǊŀƴŎƘƛǎŜ ƻǊ ƭƛŎŜƴǎŜ ǘƻ  ǘǊƛŎȅŎƭŜ ƻǇŜǊŀǘƻǊǎΣ ŀƭƭƻǿƛƴƎ ǘƘŜƳ ǘƻ 

ƻǇŜǊŀǘŜ ŀ ǘǊƛŎȅŎƭŜ ŦƻǊ о όǘƘǊŜŜύ ȅŜŀǊǎ ǿƛǘƘƛƴ ǘƘŜ ǘŜǊǊƛǘƻǊƛŀƭ ƧǳǊƛǎŘƛŎǝƻƴ ƻŦ ǘƘŜ /ƛǘȅ ƻŦ 

YŀōŀƴƪŀƭŀƴΦ  
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¢ƘŜ a¢ht όaƻǘƻǊƛȊŜŘ ¢ǊƛŎȅŎƭŜ hǇŜǊŀǘƻǊΩǎ tŜǊƳƛǘύ ƛǎ ŀ ŘƻŎǳƳŜƴǘ ƛǎǎǳŜŘ ōȅ ǘƘŜ {ŀƴƎƎǳƴƛŀƴƎ 

tŀƴƭǳƴƎǎƻŘ ƎǊŀƴǝƴƎ ŀ ŦǊŀƴŎƘƛǎŜ ƻǊ ƭƛŎŜƴǎŜ ǘƻ  ǘǊƛŎȅŎƭŜ ƻǇŜǊŀǘƻǊǎΣ ŀƭƭƻǿƛƴƎ ǘƘŜƳ ǘƻ ƻǇŜǊŀǘŜ ŀ ǘǊƛŎȅπ

ŎƭŜ ŦƻǊ о όǘƘǊŜŜύ ȅŜŀǊǎ ǿƛǘƘƛƴ ǘƘŜ ǘŜǊǊƛǘƻǊƛŀƭ ƧǳǊƛǎŘƛŎǝƻƴ ƻŦ ǘƘŜ /ƛǘȅ ƻŦ YŀōŀƴƪŀƭŀƴΦ  

Office or Division: SP OfficeðMTOP  

Classification: Special Law  

Type of Transaction: G2CðGovernment to Citizen  

Who may avail: Franchise Holders  

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

3. Submit complete re-

quired documents, including 

the official receipt of the Fil-

ing Fee. 

3.1 Verify    

payment,     

receive and   

review the 

completeness 

of the required 

documents. 

  

3.2 Issue a  

certificate of      

Application for 

MTOP and   

inform the    

applicant      

regarding the 

process        

relevant to their 

application. 

None 

 

  

  
 

None 

 

 

  

  

 

5 minutes 

 

 

 
 

5 minutes 

 

 

 

 

 

LLSO II/          

Authorized 

MTOP Personnel 

 

 

LLSE II 

Bookbinder III 

Administrative 

Aide I 

(MTOP Section) 
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Office or Division: SP OfficeðMTOP  

Classification: Special Law  

Type of Transaction: G2CðGovernment to Citizen  

Who may avail: Franchise Holders  

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

3. Submit complete 

required documents, 

including the official 

receipt of the Filing 

Fee  

3.3 Transmit 

documents for 

referral and 

committee 

meeting. 

  

  

 

 

 

3.4 Calendar 

item for         

inclusion on the 

Sangguniang 

Panlungsod 

Regular       

Session,      

subject for      

approval. 

None 

 

 

 

 

 

None 

7 days 

 

 

 

 

 

7 days  

LLSO II/           

Authorized 

MTOP Personnel 

Bookbinder III 

(MTOP Section) 

 

 

Administrative 

Officer V 

(SP Office)  

мΦ {9/¦wLbD Cw!b/IL{9 Chw ah¢hwL½95 ¢wL/¸/[9  
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{ŀƴƎƎǳƴƛŀƴƎ tŀƴƭǳƴƎǎƻŘ ƎǊŀƴǝƴƎ ŀ ŦǊŀƴŎƘƛǎŜ ƻǊ ƭƛŎŜƴǎŜ ǘƻ  ǘǊƛŎȅŎƭŜ ƻǇŜǊŀǘƻǊǎΣ ŀƭƭƻǿƛƴƎ 

ǘƘŜƳ ǘƻ ƻǇŜǊŀǘŜ ŀ ǘǊƛŎȅŎƭŜ ŦƻǊ о όǘƘǊŜŜύ ȅŜŀǊǎ ǿƛǘƘƛƴ ǘƘŜ ǘŜǊǊƛǘƻǊƛŀƭ ƧǳǊƛǎŘƛŎǝƻƴ ƻŦ ǘƘŜ /ƛǘȅ ƻŦ 

YŀōŀƴƪŀƭŀƴΦ  
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YŀōŀƴƪŀƭŀƴΦ  

Office or Division: SP OfficeðMTOP  

Classification: Special Law  

Type of Transaction: G2CðGovernment to Citizen  

Who may avail: Franchise Holders  

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

4. As verified, continue 

application process. 

4.1 Issue an  

order of payment 

depending on 

specific        

transaction : 

¶ Franchise 

Fee for Hire  

     (P900.00) 

¶ Garbage Fee 

      (P50.00) 

¶ Change Unit 

(P500.00) 

¶ Transfer of 

Ownership 

(P10,000.00) 

 

(a penalty of 

P1,000.00 is 

charged after 15 

Calendar days 

following the   

expiration of 

Franchise)  

None 

 

  

  
 

 

  

  

 

10 minutes  

 

 

 

 

LLSO II/          

Authorized 

MTOP Personnel 

LLSE II 

Bookbinder III 

Administrative 

Aide I 

(MTOP Section) 



пмо 

Office or Division: SP OfficeðMTOP  

Classification: Special Law  

Type of Transaction: G2CðGovernment to Citizen  

Who may avail: Franchise Holders  

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

5. Proceed to the City 

Treasurer's Office for 

payment. 

5.1 Receive    

payment and  

issue an official 

receipt for  fees 

and charges on 

specific         

transaction : 

 

¶ Franchise 

Fee for Hire 

 

¶ Garbage Fee 

 

¶ Change Unit 

 

¶ Transfer of 

Ownership 

 

(Penalties is 

charged after 15 

Calendar days 

following the    

expiration of 

Franchise)  

 

 

 

 

 

P900.00 
 

P50.00 

P500.00 

P10,000.00 

 

P1,000.00  

 

 

 

 
 

10 minutes 

 

 

 

 

Licensing Officer 

III 

(City Treasurerôs 

Office)  

мΦ {9/¦wLbD Cw!b/IL{9 Chw ah¢hwL½95 ¢wL/¸/[9  

ht9w!¢hwϥ{ t9waL¢ 

¢ƘŜ a¢ht όaƻǘƻǊƛȊŜŘ ¢ǊƛŎȅŎƭŜ hǇŜǊŀǘƻǊΩǎ tŜǊƳƛǘύ ƛǎ ŀ ŘƻŎǳƳŜƴǘ ƛǎǎǳŜŘ ōȅ ǘƘŜ            

{ŀƴƎƎǳƴƛŀƴƎ tŀƴƭǳƴƎǎƻŘ ƎǊŀƴǝƴƎ ŀ ŦǊŀƴŎƘƛǎŜ ƻǊ ƭƛŎŜƴǎŜ ǘƻ  ǘǊƛŎȅŎƭŜ ƻǇŜǊŀǘƻǊǎΣ ŀƭƭƻǿƛƴƎ 

ǘƘŜƳ ǘƻ ƻǇŜǊŀǘŜ ŀ ǘǊƛŎȅŎƭŜ ŦƻǊ о όǘƘǊŜŜύ ȅŜŀǊǎ ǿƛǘƘƛƴ ǘƘŜ ǘŜǊǊƛǘƻǊƛŀƭ ƧǳǊƛǎŘƛŎǝƻƴ ƻŦ ǘƘŜ /ƛǘȅ ƻŦ 

YŀōŀƴƪŀƭŀƴΦ  



пмп 

мΦ {9/¦wLbD Cw!b/IL{9 Chw ah¢hwL½95 ¢wL/¸/[9  

ht9w!¢hwϥ{ t9waL¢ 

¢ƘŜ a¢ht όaƻǘƻǊƛȊŜŘ ¢ǊƛŎȅŎƭŜ hǇŜǊŀǘƻǊΩǎ tŜǊƳƛǘύ ƛǎ ŀ ŘƻŎǳƳŜƴǘ ƛǎǎǳŜŘ ōȅ ǘƘŜ       {ŀƴƎƎǳπ

ƴƛŀƴƎ tŀƴƭǳƴƎǎƻŘ ƎǊŀƴǝƴƎ ŀ ŦǊŀƴŎƘƛǎŜ ƻǊ ƭƛŎŜƴǎŜ ǘƻ  ǘǊƛŎȅŎƭŜ ƻǇŜǊŀǘƻǊǎΣ ŀƭƭƻǿƛƴƎ ǘƘŜƳ ǘƻ 

ƻǇŜǊŀǘŜ ŀ ǘǊƛŎȅŎƭŜ ŦƻǊ о όǘƘǊŜŜύ ȅŜŀǊǎ ǿƛǘƘƛƴ ǘƘŜ ǘŜǊǊƛǘƻǊƛŀƭ ƧǳǊƛǎŘƛŎǝƻƴ ƻŦ ǘƘŜ /ƛǘȅ ƻŦ 

YŀōŀƴƪŀƭŀƴΦ  

Office or Division: SP OfficeðMTOP  

Classification: Special Law  

Type of Transaction: G2CðGovernment to Citizen  

Who may avail: Franchise Holders  

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

6. Proceed to 

MTOP Office and   

present Official       

Receipt  

6.1 Verify         

payment  

 

 

 

 

 

 

 

 

6.2 Prepare and 

verify Franchise 

for Signature 

 

6.3 Signing of 

the approved 

franchise  

None 

 

 

 

 

 

 

None 

 

 

None  

3 minutes 

 

 

 

 

 

 

5 minutes 

 

\10 days  

LLSO II/            

Authorized MTOP 

Personnel 

LLSE II 

Bookbinder III 

Administrative 

Aide I 

(MTOP Section) 

 

 

Bookbinder III 

(SP Office) 

 

City Vice Mayor 

Chairman of    

Committee on 

Transport 

SP Secretary /   

Acting SP        

Secretary 

(SP Office) 



пмр 

Office or Division: SP OfficeðMTOP  

Classification: Special Law  

Type of Transaction: G2CðGovernment to Citizen  

Who may avail: Franchise Holders  

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

7. Claim approved 

franchise. 

7.1 Releasing of 

the approved 

franchise. 

None 15 minutes LLSO II/          

Authorized 

MTOP Personnel 

LLSE II 

Bookbinder III 

Administrative 

Aide I 

(MTOP Section)  

P 1,000.00- 

P10,100.00  

25 days 

18 mins  

 Estimated Total: 

*Depending on the mode of           

transaction or as penalty may apply. 

    

1. SECURING FRANCHISE FOR MOTORIZED TRICYCLE  
OPERATOR'S PERMIT 

¢ƘŜ a¢ht όaƻǘƻǊƛȊŜŘ ¢ǊƛŎȅŎƭŜ hǇŜǊŀǘƻǊΩǎ tŜǊƳƛǘύ ƛǎ ŀ ŘƻŎǳƳŜƴǘ ƛǎǎǳŜŘ ōȅ ǘƘŜ            

{ŀƴƎƎǳƴƛŀƴƎ tŀƴƭǳƴƎǎƻŘ ƎǊŀƴǝƴƎ ŀ ŦǊŀƴŎƘƛǎŜ ƻǊ ƭƛŎŜƴǎŜ ǘƻ  ǘǊƛŎȅŎƭŜ ƻǇŜǊŀǘƻǊǎΣ ŀƭƭƻǿƛƴƎ 

ǘƘŜƳ ǘƻ ƻǇŜǊŀǘŜ ŀ ǘǊƛŎȅŎƭŜ ŦƻǊ о όǘƘǊŜŜύ ȅŜŀǊǎ ǿƛǘƘƛƴ ǘƘŜ ǘŜǊǊƛǘƻǊƛŀƭ ƧǳǊƛǎŘƛŎǝƻƴ ƻŦ ǘƘŜ /ƛǘȅ ƻŦ 

YŀōŀƴƪŀƭŀƴΦ  



пмс 

2. SECURING BUSINESS PERMIT/ MAYORôS PERMIT  

ÑőĲШ7ƨƚŔŰĲƚƚШÂĲƖůŔƣоШ~ċǃŸƖќƚШÂĲƖůŔƣШŉŸƖШ~Ñ§ÂШы~ŸƣŸƖŔǍĲĬШÑƖŔĦǃĦũĲШ§ƓĲƖċƣŸƖќƚШÂĲƖůŔƣьШŔƚШ
ċШĬŸĦƨůĲŰƣШƖĲƕƨŔƖĲĬШĤǃШƣőĲШÉċŰŊŊƨŰŔċŰŊШÂċŰũƨŰŊƚŸĬШŊƖċŰƣŔŰŊШċШŉƖċŰĦőŔƚĲĲШċŰĬШċũũŸƽр
ŔŰŊШƣőĲůШƣŸШŸƓĲƖċƣĲШċШƣƖŔĦǃĦũĲШƽŔƣőŔŰШƣőĲШƣĲƖƖŔƣŸƖŔċũШŢƨƖŔƚĬŔĦƣŔŸŰШŸŉШƣőĲШ9ŔƣǃШŸŉШuċĤċŰťċũċŰЮШ
ÅĲŰĲƽċũШŸŉШ~Ñ§ÂШ7ƨƚŔŰĲƚƚШÂĲƖůŔƣШŔƚШŉƖŸůШsċŰƨċƖǃШΝШƣŸШΞΜЯ ċŉƣĲƖШƽőŔĦőШċШƓĲŰċũƣǃШƽŔũũШĤĲШ
ŔůƓŸƚĲĬЮ 

Office or Division: SP OfficeðMTOP  

Classification: Simple 

Type of Transaction: G2CðGovernment to Citizen  

Who may avail: Franchise Holders  

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

1. Business Permit or Mayorôs Permit (Operator)   

1.1 Unitôs Franchise (1 photocopy)  Operator / Applicant  

1.2 Previous Years Business Permit Fee 

(if renewing) (1 photocopy)   
Operator / Applicant  

1.3 Operatorôs Barangay Clearance        

(1 original copy)  
Barangay Hall  

1.4 CTRAMO or PNP Inspection           

Report  (1 original copy)  
CTRAMO / PNP  

1.5 Authorized Tricycle Drivers Identifica-

tion Card for Drivers-Operator  

(1 photocopy)  

MTOP Section  

1.6 Certification from Accredited TODA   

(1 original copy)  

TODA (Tricycle Operator and Driverôs Asso-

ciation)  President  

1.7  Carrier Insurance  (1 original copy) Insurance Company  



пмт 

Office or Division: SP OfficeðMTOP  

Classification: Simple 

Type of Transaction: G2CðGovernment to Citizen  

Who may avail: Franchise Holders  

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

2. MTOP Business Permit or Mayorôs Permit (Driver)  

2.1 Voterôs Certification or ID  

(1 photocopy)  
COMELEC  

2.2 X-Ray Result (1 original copy)  Accredited Hospitals  

2.3 Professional Driverôs License  

(2 photocopies)  
LTO (Land Transportation Office)  

2.4 Barangay Clearance (1 original copy)  Barangay Hall  

2.5 Police Clearance (1 original copy)  Kabankalan City Police Station  

2. SECURING BUSINESS PERMIT/ MAYORôS PERMIT  

The Business Permit/ Mayorôs Permit for MTOP (Motorized Tricycle Operatorôs Permit) is 

a document required by the Sangguniang Panlungsod granting a franchisee and allowing 

them to operate a tricycle within the territorial jurisdiction of the City of Kabankalan.       

Renewal of MTOP Business Permit is from January 1 to 20, after which a penalty will be 

imposed. 



пму 

Office or Division: SP OfficeðMTOP  

Classification: Simple 

Type of Transaction: G2CðGovernment to Citizen  

Who may avail: Franchise Holders  

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Secure operator and 

driverôs              re-

quirements.  

1.1 Assessment 

of the              

requirements 

 

 

1.2 Issue an   

order of        

payment for: 

¶ Mayorôs   

Permit 

(P500.00) 

¶ Garbage Fee 

      (P50.00) 

None 

 

 

 

None  

15minutes 

 

 

 

5 minutes  

LLSO II/           

Authorized MTOP 

Personnel 

(MTOP Section) 

 
LLSE II 

Bookbinder III 

Administrative 

Aide I 

(MTOP Section)  

2. SECURING BUSINESS PERMIT/ MAYORôS PERMIT  

The Business Permit/ Mayorôs Permit for MTOP (Motorized Tricycle Operatorôs Permit) 

is a document required by the Sangguniang Panlungsod granting a franchisee and   

allowing them to operate a tricycle within the territorial jurisdiction of the City of 

Kabankalan. Renewal of MTOP Business Permit is from January 1 to 20, after which a 

penalty will be imposed. 



пмф 

2. SECURING BUSINESS PERMIT/ MAYORôS PERMIT  

The Business Permit/ Mayorôs Permit for MTOP (Motorized Tricycle Operatorôs Permit) is 

a document required by the Sangguniang Panlungsod granting a franchisee and allowing 

them to operate a tricycle within the territorial jurisdiction of the City of Kabankalan.      

Renewal of MTOP Business Permit is from January 1 to 20, after which a penalty will be 

imposed. 

Office or Division: SP OfficeðMTOP  

Classification: Simple 

Type of Transaction: G2CðGovernment to Citizen  

Who may avail: Franchise Holders  

CLIENT STEPS  
AGENCY           

 ACTION 

FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON             

  RESPONSIBLE  

1. Secure operator and 

driverôs requirements.  

(Penalties may 

vary as per      ap-

plicable rules/

regulations) 

¶ From January 

21 to March 

(P500.00) 

¶ From April to 

June 

(P1,000.00) 

¶ From July on-

wards 

(P2,000.00)  

   



пнл 

Office or Division: SP OfficeðMTOP  

Classification: Simple 

Type of Transaction: G2CðGovernment to Citizen  

Who may avail: Franchise Holders  

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

2. Proceed to the City 

Treasurer's Office for 

payment. 

2.1 Receive 

payment and 

issue an official 

receipt for: 

¶ Mayorôs   

Permit  

¶ Garbage 

Fee 

 

 

 

P500.00 

 

P50.00 

10 minutes  Licensing Officer 

III 

(City Treasurerôs 

Office)  

 (Penalties may 

vary as per   

applicable 

rules/

regulations) 

¶ From       

January 21 

to March  

¶ From April 

to June 

¶ From July 

 

 

 

P500.00 

 

P1,000.00 

 

P2,000.00  

  

2. SECURING BUSINESS PERMIT/ MAYORôS PERMIT  

The Business Permit/ Mayorôs Permit for MTOP (Motorized Tricycle Operatorôs Per-

mit) is a document required by the Sangguniang Panlungsod granting a franchisee 

and allowing them to operate a tricycle within the territorial jurisdiction of the City of 

Kabankalan. Renewal of MTOP Business Permit is from January 1 to 20, after which 

a penalty will be imposed. 



пнм 

Office or Division: SP OfficeðMTOP  

Classification: Simple 

Type of Transaction: G2CðGovernment to Citizen  

Who may avail: Franchise Holders  

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

3. Submit complete 

required documents, 

including the official 

receipt of Mayorôs  

Permit. 

3.1 Verify     

payment and      

documents 

 

3.2 Prepare 

and Issue Busi-

ness Permit/ 

Mayorôs Permit  

None 

 

 

None  

 

5 minutes 

 

 

10 minutes  

Administrative 

Assistant 

(Mayorôs Office) 

 

Administrative 

Assistant 

(Mayorôs Office)  

4. Secure MTOP 

Sticker   

4.1 Issue 

MTOP Sticker          

corresponding 

to Operatorôs 

MTOP number 

to qualified     

Tricycle          

operator  

None  10 minutes  LLSO II/          

Authorized 

MTOP Personnel 

LLSE II 

Bookbinder III 

Administrative 

Aide I 

(MTOP Section)  

Total: 

*As a penalty may 

apply. 

Total: 

*As a penalty 

may apply. 

 

P 550.00 - 

P2,550.00

   

 

55 minutes  

 

2. SECURING BUSINESS PERMIT/ MAYORôS PERMIT  

The Business Permit/ Mayorôs Permit for MTOP (Motorized Tricycle Operatorôs    

Permit) is a document required by the Sangguniang Panlungsod granting a         

franchisee and allowing them to operate a tricycle within the territorial jurisdiction of 

the City of Kabankalan. Renewal of MTOP Business Permit is from January 1 to 

20, after which a penalty will be imposed. 



пнн 

Office or Division: {ŀƴƎƎǳƴƛŀƴƎ tŀƴƭǳƴƎǎƻŘ hŶŎŜ 

Classification: IƛƎƘƭȅ ¢ŜŎƘƴƛŎŀƭ 

Type of Transaction: Dн/- DƻǾŜǊƴƳŜƴǘ ǘƻ /ƛǝȊŜƴ 

Who may avail: /ƭƛŜƴǘǎ ŦǊƻƳ tǊƛǾŀǘŜ ŀƴŘ tǳōƭƛŎ !ƎŜƴŎƛŜǎ 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

Endorsement with corresponding 

documentary attachments 

¶ Executive Endorsement 

¶ Quarry and Accreditation 

 

¶ Subdivision Plans  

 

 

City Mayorôs Office (CMO) 

City Planning and Development Office 

(CPDO) 

City Engineering Office (CEO)  

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Submission of     

documents from      

concerned offices for 

agenda to SP Office  

1.1 Checking 

and receiving of 

complete       

documents 

1.2 Inclusion in 

Regular        

Sessionôs     

Agenda for 

Committee 

Meeting 

None 

 

 

None 

 

  

 

30 minutes 

 

 

4 days 

 

 

 

Administrative 

Aide VI 

 
 

Administrative 

Officer V  

 

 

ΟЮШxE]fÉx ÑféEШÂÅ§9EÉÉаШ9ÅE Ñf§ ЯШ ÂÂÅ§é xШ 

The SP Resolution is issued by the Sangguniang Panlungsod to express policy 

or opinion of the governing body regarding a specific action. 



пно 

ΟЮШxE]fÉx ÑféEШÂÅ§9EÉÉаШ9ÅE Ñf§ ЯШ ÂÂÅ§é xШ 

The SP Resolution is issued by the Sangguniang Panlungsod to express policy 

or opinion of the governing body regarding a specific action. 

Office or Division: {ŀƴƎƎǳƴƛŀƴƎ tŀƴƭǳƴƎǎƻŘ hŶŎŜ 

Classification: IƛƎƘƭȅ ¢ŜŎƘƴƛŎŀƭ 

Type of Transaction: Dн/- DƻǾŜǊƴƳŜƴǘ ǘƻ /ƛǝȊŜƴ 

Who may avail: /ƭƛŜƴǘǎ ŦǊƻƳ tǊƛǾŀǘŜ ŀƴŘ tǳōƭƛŎ !ƎŜƴŎƛŜǎ 

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Submission of    

documents from     

concerned offices for 

agenda to SP Office  

1.3 Inclusion in 

Committee 

Meeting 

 

1.4 Inclusion in 

Regular        

Session  

 

1.5 Ratification 

during next      

session 

 

1.6 Preparation 

and signing of 

Resolutions/ 

Certifications 

 

1.7 Release  

order of       

payment  

None 

  

  

None 

  

 

None 

 

  

None 

 

  

 

None 

2 days 

 

 

3 days 

 

 

5 days 

 

 

5 days  

 

 

 

10 minutes  

Administrative 

Officer V  

 
SP Secretary 

 

 
SP Members 

 

 

 

City Vice Mayor 

SP Members 

SP Secretary 

 

Record Officer 

(SP Office)  
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Office or Division: {ŀƴƎƎǳƴƛŀƴƎ tŀƴƭǳƴƎǎƻŘ hŶŎŜ 

Classification: IƛƎƘƭȅ ¢ŜŎƘƴƛŎŀƭ 

Type of Transaction: Dн/- DƻǾŜǊƴƳŜƴǘ ǘƻ /ƛǝȊŜƴ 

Who may avail: /ƭƛŜƴǘǎ ŦǊƻƳ tǊƛǾŀǘŜ ŀƴŘ tǳōƭƛŎ !ƎŜƴŎƛŜǎ 

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

2. Payment of Fees at 

CTO   

2.1 Receive 

Payment of 

Fees and issue 

official receipt. 

1st page: 

P30.00 

Succeed-

ing Pages 

and      

additional 

copies: 

P10.00  

5 minutes 

 

 

 

Licensing Officer 

III 

(City Treasurerôs 

Office) 

 

 

3. Obtain copy of   

Resolution/                      

Certification  

3.1 Release of 

Resolution /     

Certification    

after payment of     

applicable fees. 

None  5 minutes  Record Officer 

(SP Office)  

 

P30.00 

P10.00  
20 days 

  

Estimated Total: 

per Succeeding pages / additional 

copies   

ΟЮШxE]fÉx ÑféEШÂÅ§9EÉÉаШ9ÅE Ñf§ ЯШ ÂÂÅ§é xШ 

The SP Resolution is issued by the Sangguniang Panlungsod to express policy 

or opinion of the governing body regarding a specific action. 



пнр 

ΠЮШÉE9ÖÅf ]Ш ÂÂÅ§éE?Ш9fÑòШ§Å?f   9EЯШ 

The approved ordinances, resolution and certification are necessary for the efficient 

and effective governance of the City of Kabankalan. This charter outlines the process 

for external clients requesting copies of approved City documents. 

Office or Division: {ŀƴƎƎǳƴƛŀƴƎ tŀƴƭǳƴƎǎƻŘ hŶŎŜ 

Classification: {ƛƳǇƭŜ 

Type of Transaction: Dн/ ς DƻǾŜǊƴƳŜƴǘ ǘƻ /ƛǝȊŜƴ 

Who may avail: !ƭƭ ŎƻƴǎǝǘǳŜƴǘǎΣ hǊƎŀƴƛȊŀǝƻƴǎΣ !ƎŜƴŎƛŜǎΣ ŀƴŘ {ǘŀƪŜƘƻƭŘŜǊǎ 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

¶ Request Form (1 original copy) 

¶ Authorization Letter (1 original copy 

- if requesting on behalf of     another 

individual or organization)  

SP Office, Front Desk 

Corresponding individual or                           

organization  

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Inform the Records 

Staff of the ordinance 

needed.  

1.1 Verify         

availability of 

the ordinance in 

the SP archives 

or database. 

1.2 If available, 

prepare the    

request form for 

the document 

needed.  

None 

 

 

 

None  

10 mins 

 

 

 

15 mins  

Records Officer / 

SP Legislative 

Staff 

 

 
 

Records Officer / 

SP Legislative 

Staff 

(SP Office)  
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ΠЮШÉE9ÖÅf ]Ш ÂÂÅ§éE?Ш9fÑòШ§Å?f   9EЯШ 

The approved ordinances, resolution and certification are necessary for the efficient 

and effective governance of the City of Kabankalan. This charter outlines the process 

for external clients requesting copies of approved City documents. 

Office or Division: {ŀƴƎƎǳƴƛŀƴƎ tŀƴƭǳƴƎǎƻŘ hŶŎŜ 

Classification: {ƛƳǇƭŜ 

Type of Transac-

tion: 

Dн/ ς DƻǾŜǊƴƳŜƴǘ ǘƻ /ƛǝȊŜƴ 

Who may avail: !ƭƭ ŎƻƴǎǝǘǳŜƴǘǎΣ hǊƎŀƴƛȊŀǝƻƴǎΣ !ƎŜƴŎƛŜǎΣ ŀƴŘ {ǘŀƪŜƘƻƭŘŜǊǎ 

CLIENT STEPS  AGENCY           ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

2. Fill out Request 

Form.  

2.1 Review completed 

form and confirm   de-

tails. 

2.2 Issue an   order of 

payment for Certifica-

tion Fee (P 30.00 first 

page , P10.00 per    

Succeeding pages/

additional     copies)  

None 

 

 

 

None  

10 mins 

 

 

 

3 mins  

Records Officer / 

SP Legislative 

Staff 

 

 

 

Records Officer / 

SP Legislative 

Staff 

 

3. Pay required fees 

at the City Treasur-

erôs Office (CTO).  

3.1 Receive payment 

and issue an official 

receipt for the docu-

ment   requested. 

P30.00 15 mins 

 

 

 

Licensing Officer 

III 

(City Treasurerôs 

Office)  

4. Present official     

receipt to SP Office.  

4.1 Secure signature 

for the Certified True 

Copy of the document 

requested. 

 

None 

 

 

  

15 mins 

 

 

 

SP Secretary  

(SP Office) 

 

 



пнт 

ΠЮШÉE9ÖÅf ]Ш ÂÂÅ§éE?Ш9fÑòШ§Å?f   9EЯШ 

The approved ordinances, resolution and certification are necessary for the efficient and 

effective governance of the City of Kabankalan. This charter outlines the process for ex-

ternal clients requesting copies of approved City documents. 

Office or Division: {ŀƴƎƎǳƴƛŀƴƎ tŀƴƭǳƴƎǎƻŘ hŶŎŜ 

Classification: {ƛƳǇƭŜ 

Type of Transaction: Dн/ ς DƻǾŜǊƴƳŜƴǘ ǘƻ /ƛǝȊŜƴ 

Who may avail: !ƭƭ ŎƻƴǎǝǘǳŜƴǘǎΣ hǊƎŀƴƛȊŀǝƻƴǎΣ !ƎŜƴŎƛŜǎΣ ŀƴŘ {ǘŀƪŜƘƻƭŘŜǊǎ 

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

4. Present official     

receipt to SP Office.  

4.2 Release a 

Certified True 

Copy of the doc-

ument       re-

quested.  

None  3 mins  Records Officer / 

SP Legislative 

Staff 

(SP Office)  

P30.00 

P10.00  

1hr & 21 

mins  

  

Estimated Total: 

per Succeeding pages / additional cop-

ies   



пну 



пнф 

Office or Division: {ŀƴƎƎǳƴƛŀƴƎ tŀƴƭǳƴƎǎƻŘ hŶŎŜ 

Classification: {ǇŜŎƛŀƭ [ŀǿ 

Type of Transaction: DнD - DƻǾŜǊƴƳŜƴǘ ǘƻ DƻǾŜǊƴƳŜƴǘ 

Who may avail: {t aŜƳōŜǊǎΣ /ƛǘȅ aŀȅƻǊΣ /ƛǘȅ 5ŜǇŀǊǘƳŜƴǘǎκ hŶŎŜΣ /{hǎΣ     ŀŎŎǊŜŘƛǘŜŘ bDhǎ 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

For Filing of a Proposed Ordinance 

1. Draft Ordinance 

- Complete draft following the standard format 

(Title, Body/Sections, Effectivity Clause). Submit 

2 photo copies and a digital file. 

2. Supporting Documents (As Applicable) 

- Submit 1 photo copy of Data, studies, plans, 

maps, financial impact  statements, or  refer-

ences supporting the proposal. 

  

Proponent (SP Member / Mayor / Dept / 

NGO) 

 
 

 Concerned Department, NGO, CSO, or 

PO 

 

 

3. Endorsement or Transmittal Letter (If     

proponent is not an SP Member) 

-Submit 1 original copy of endorsement or trans-

mittal stating such purpose and justification. 

4. Proof of Consultation (If Applicable) 

- Submit 1 photo copy of Minutes, attendance 

sheets, resolutions, or  barangay endorsements 

relevant to the proposal. 

 City Mayor, concerned department, 

NGO, CSO, PO 

Barangay Councils or Private Individual 

  

 Concerned department, NGO, CSO, or 

PO 

5. Identification of Proponent  

- Submit 1 photo copy of Identification Card with 

Complete name of author or principal sponsor, 

office/organization (if any), and contact details. 

Government Agencies, Barangay Hall, 

NGO, CSO, or PO 

  

{!bDD¦bL!bD t!b[¦bD{h5 hCCL/9 

Lb¢9wb![ {9w±L/9{ 

ΝЮШxE]fÉx ÑféEШÂÅ§9EÉÉаШ9ÅE Ñf§ Ш  ?Ш ÂÂÅ§é xШ§[Ш9fÑòШ§Å?f   9E 

Ordinances are local laws enacted by the Sangguniang Panlungsod that provide 

rules, regulations, or policies governing the city. They have the force of law within the 

local government unit and must be observed by all residents, establishments, and 

entities within its jurisdiction. 



пол 

Office or Division: {ŀƴƎƎǳƴƛŀƴƎ tŀƴƭǳƴƎǎƻŘ hŶŎŜ 

Classification: {ǇŜŎƛŀƭ [ŀǿ 

Type of Transaction: DнD - DƻǾŜǊƴƳŜƴǘ ǘƻ DƻǾŜǊƴƳŜƴǘ 

Who may avail: {t aŜƳōŜǊǎΣ /ƛǘȅ aŀȅƻǊΣ /ƛǘȅ 5ŜǇŀǊǘƳŜƴǘǎκ hŶŎŜΣ /{hǎΣ       ŀŎŎǊŜŘƛǘŜŘ 

bDhǎ 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

For Filing of a Proposed Ordinance 

6. Optional Attachments 

- Submit 1 photo copy of Comparative 

matrix for amendments, photos, legal 

opinions, technical reviews, etc. 

  
 

Concerned department, NGO, CSO, or PO 

 

Ordinances are local laws enacted by the Sangguniang Panlungsod that provide 

rules, regulations, or policies governing the city. They have the force of law within the 

local government unit and must be observed by all residents, establishments, and 

entities within its jurisdiction. 

ΝЮШxE]fÉx ÑféEШÂÅ§9EÉÉаШ9ÅE Ñf§ Ш  ?Ш ÂÂÅ§é xШ§[Ш9fÑòШ§Å?f   9E 

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Submission of draft 

ordinance. 

1. FILING OF 

PROPOSED 

ORDINANCE  

1.1 Receive, 

log, and assign 

document    

control number 

1.2 Forward to 

the SP         

Secretary for 

review of     

completeness 

1.3 Include in 

SP Agenda for 

next regular 

session  

 

 

None 

 

 
 

None 

 

 

 

 

None  

 

 

10 mins 

 

 

 

20 mins 

 

 
 

 

20 mins 

 

 

Administrative 

Aide VI, Docket/

Records Officer 

 

Administrative 

Officer V 

 

 

SP Secretary 

 (SP Office)  



пом 

Ordinances are local laws enacted by the Sangguniang Panlungsod that provide 

rules, regulations, or policies governing the city. They have the force of law within the 

local government unit and must be observed by all residents, establishments, and 

entities within its jurisdiction. 

ΝЮШxE]fÉx ÑféEШÂÅ§9EÉÉаШ9ÅE Ñf§ Ш  ?Ш ÂÂÅ§é xШ§[Ш9fÑòШ§Å?f   9E 

Office or Division: {ŀƴƎƎǳƴƛŀƴƎ tŀƴƭǳƴƎǎƻŘ hŶŎŜ 

Classification: {ǇŜŎƛŀƭ [ŀǿ 

Type of Transaction: DнD - DƻǾŜǊƴƳŜƴǘ ǘƻ DƻǾŜǊƴƳŜƴǘ 

Who may avail: {t aŜƳōŜǊǎΣ /ƛǘȅ aŀȅƻǊΣ /ƛǘȅ 5ŜǇŀǊǘƳŜƴǘǎκ hŶŎŜΣ /{hǎΣ         ŀŎŎǊŜŘƛǘπ

ŜŘ bDhǎ 

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Submission of draft 

ordinance. 

2. REFERRAL 

TO COMMITTEE 

2.1 Processing 

duration for SP 

regular session 

(processing time 

vary upon    

scheduled       

session) 

 

2.2 During     

session, the     

residing Officer 

refers the draft to      

appropriate        

committee(s) 

 

2.3 SP Secretary 

issues referral 

notice  

 

None 

 

 
 

 

 

 

 

None 

 

 

 

 

 

None  

 

3 working 

days 

 

 

 

 

5 mins 

 

 

 

 

5 mins 

 

Committee Chair, 

Committee            

Members,              

Committee             

Secretary,               

Administrative         

Officer V,                

SP Secretary 

 

Vice Mayor /    

Presiding Officer 

 

 

 

 

 

SP Secretary 

(SP Office)  



пон 

ΝЮШxE]fÉx ÑféEШÂÅ§9EÉÉаШ9ÅE Ñf§ Ш  ?Ш ÂÂÅ§é xШ§[Ш9fÑòШ§Å?f   9E 
Ordinances are local laws enacted by the Sangguniang Panlungsod that provide 

rules, regulations, or policies governing the city. They have the force of law within the 

local government unit and must be observed by all residents, establishments, and 

entities within its jurisdiction. 

Office or Division: {ŀƴƎƎǳƴƛŀƴƎ tŀƴƭǳƴƎǎƻŘ hŶŎŜ 

Classification: {ǇŜŎƛŀƭ [ŀǿ 

Type of Transaction: DнD - DƻǾŜǊƴƳŜƴǘ ǘƻ DƻǾŜǊƴƳŜƴǘ 

Who may avail: {t aŜƳōŜǊǎΣ /ƛǘȅ aŀȅƻǊΣ /ƛǘȅ 5ŜǇŀǊǘƳŜƴǘǎκ hŶŎŜΣ /{hǎΣ           ŀŎŎǊŜŘƛǘπ

ŜŘ bDhǎ 

CLIENT STEPS  
AGENCY                    

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

2. Attend the public 

hearing and present 

inputs/concerns. 

3. COMMITTEE 

HEARING /   

PUBLIC        

CONSULTATION 

3.1 Committee 

schedules hearing 

and sends notices 

(processing time 

vary upon sched-

ule of Committee) 

 

3.2 Committee 

conducts hearing, 

evaluates data, 

coordinates with 

departments 

 

3.3 Draft recom-

 

 

None 

 

 

 
 

None 

 

 

 

None  

 

 

1 working 

day  

 

 

 

3 hours per 

hearing 

 

 

1 working 

day 

 

 

Committee Chair 

 

 

 

 

 

Committee      

Members 

 

 



поо 

Ordinances are local laws enacted by the Sangguniang Panlungsod that provide 

rules, regulations, or policies governing the city. They have the force of law within the 

local government unit and must be observed by all residents, establishments, and 

entities within its jurisdiction. 

ΝЮШxE]fÉx ÑféEШÂÅ§9EÉÉаШ9ÅE Ñf§ Ш  ?Ш ÂÂÅ§é xШ§[Ш9fÑòШ§Å?f   9E 

Office or Division: {ŀƴƎƎǳƴƛŀƴƎ tŀƴƭǳƴƎǎƻŘ hŶŎŜ 

Classification: {ǇŜŎƛŀƭ [ŀǿ 

Type of Transaction: DнD - DƻǾŜǊƴƳŜƴǘ ǘƻ DƻǾŜǊƴƳŜƴǘ 

Who may avail: {t aŜƳōŜǊǎΣ /ƛǘȅ aŀȅƻǊΣ /ƛǘȅ 5ŜǇŀǊǘƳŜƴǘǎκ hŶŎŜΣ /{hǎΣ                ŀŎπ

ŎǊŜŘƛǘŜŘ bDhǎ 

CLIENT STEPS  
AGENCY                     

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

2. Attend the public 

hearing and present 

inputs/concerns. 

4. COMMITTEE 

REPORT    

PREPARATION 

4.1 Consolidate 

findings and   

finalize        

Committee     

Report 

 

4.2 Submit     

Report to SP 

Secretary 

 

4.3 Include     

Report in next    

sessionôs     

agenda 

 

 

None 

 

 

 

 

None 

 

 

None  

 

 

1 working 

days  

 

 

 

10 mins 

 

 

1 working 

day  

 

 

 

Committee     

Secretary 

 

 

 

 

Committee Chair 

 

 

 

SP Secretary 

 



поп 

ΝЮШxE]fÉx ÑféEШÂÅ§9EÉÉаШ9ÅE Ñf§ Ш  ?Ш ÂÂÅ§é xШ§[Ш9fÑòШ§Å?f   9E 

Ordinances are local laws enacted by the Sangguniang Panlungsod that provide 

rules, regulations, or policies governing the city. They have the force of law within the 

local government unit and must be observed by all residents, establishments, and en-

tities within its jurisdiction. 

Office or Division: {ŀƴƎƎǳƴƛŀƴƎ tŀƴƭǳƴƎǎƻŘ hŶŎŜ 

Classification: {ǇŜŎƛŀƭ [ŀǿ 

Type of Transaction: DнD - DƻǾŜǊƴƳŜƴǘ ǘƻ DƻǾŜǊƴƳŜƴǘ 

Who may avail: {t aŜƳōŜǊǎΣ /ƛǘȅ aŀȅƻǊΣ /ƛǘȅ 5ŜǇŀǊǘƳŜƴǘǎκ hŶŎŜΣ /{hǎΣ                ŀŎŎǊŜŘπ

ƛǘŜŘ bDhǎ 

CLIENT STEPS  
AGENCY                            

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

2. Attend the public 

hearing and present 

inputs/concerns. 

5. FIRST      

READING 

5.1 Standard     

processing         

duration for SP 

regular session 

(processing time 

vary upon        

scheduled         

session) 

  

5.2 Reading of 

Ordinance Title; 

ordinance is    

recorded as 

ñreceived for first 

readingò 

  

 

 

None 

 

  

  

  

 

 

None 

 

    

  

  

  

 

 

5 working 

days 

 

 

  

 

 
 

2 mins 

 

 

  

  

  

  

 
Committee Chair, 

Committee     

Members,       

Committee       

Secretary,         

Administrative          

Officer V,                  

SP Secretary 

   

SP Secretary 

 

  

  

 



пор 

Ordinances are local laws enacted by the Sangguniang Panlungsod that provide 

rules, regulations, or policies governing the city. They have the force of law within the 

local government unit and must be observed by all residents, establishments, and 

entities within its jurisdiction. 

ΝЮШxE]fÉx ÑféEШÂÅ§9EÉÉаШ9ÅE Ñf§ Ш  ?Ш ÂÂÅ§é xШ§[Ш9fÑòШ§Å?f   9E 

Office or Division: {ŀƴƎƎǳƴƛŀƴƎ tŀƴƭǳƴƎǎƻŘ hŶŎŜ 

Classification: {ǇŜŎƛŀƭ [ŀǿ 

Type of Transaction: DнD - DƻǾŜǊƴƳŜƴǘ ǘƻ DƻǾŜǊƴƳŜƴǘ 

Who may avail: {t aŜƳōŜǊǎΣ /ƛǘȅ aŀȅƻǊΣ /ƛǘȅ 5ŜǇŀǊǘƳŜƴǘǎκ hŶŎŜΣ /{hǎΣ   ŀŎŎǊŜŘƛǘŜŘ 

bDhǎ 

CLIENT STEPS  
AGENCY                     

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

2. Attend the public 

hearing and present 

inputs/concerns. 

5. FIRST      

READING 

5.3 Presiding   

Officer assigns 

the same to the 

Appropriate      

Committee(s) to 

study, hold    

hearings and   

debates 

 

None 

 

  

  

  

   

  

 

 

2 mins 

  

  

  

   

  

  

  

 

Vice Mayor /   

Presiding Officer 

  

  

  

 

. 5.4 After         

favorable report 

of the committee 

is received, draft 

ordinance is     

included in the 

Calendar of    

Business/  If no 

committee action 

is taken, the 

Sanggunian 

 

None 

 

  

  

  

 

  

 

10 mins 

  

  

  

  

 

SP Secretary 

 

 

(SP Office)  

 

  

  



пос 

Ordinances are local laws enacted by the Sangguniang Panlungsod that provide 

rules, regulations, or policies governing the city. They have the force of law within the 

local government unit and must be observed by all residents, establishments, and 

entities within its jurisdiction. 

ΝЮШxE]fÉx ÑféEШÂÅ§9EÉÉаШ9ÅE Ñf§ Ш  ?Ш ÂÂÅ§é xШ§[Ш9fÑòШ§Å?f   9E 

Office or Division: {ŀƴƎƎǳƴƛŀƴƎ tŀƴƭǳƴƎǎƻŘ hŶŎŜ 

Classification: {ǇŜŎƛŀƭ [ŀǿ 

Type of Transaction: DнD - DƻǾŜǊƴƳŜƴǘ ǘƻ DƻǾŜǊƴƳŜƴǘ 

Who may avail: {t aŜƳōŜǊǎΣ /ƛǘȅ aŀȅƻǊΣ /ƛǘȅ 5ŜǇŀǊǘƳŜƴǘǎκ hŶŎŜΣ /{hǎΣ ŀŎŎǊŜŘƛǘŜŘ bDhǎ 

CLIENT STEPS  
AGENCY                   

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

2. Attend the public 

hearing and present 

inputs/concerns. 

 6. SECOND 

READING 

(DEBATE, 

AMENDMENTS, 

VOTING) 

6.1 Standard pro-

cessing       dura-

tion for SP           

regular session 

(processing time 

vary upon                  

scheduled               

 

 

  

None 

  

  

  

  

 

 

 

 

5 working 

days  

 

 

 

  

 

 

 

 

Committee Chair, 

Committee    

Members,     

Committee     

Secretary,        

  6.2 Committee 

Report presented 

6.3 Debate,      

period of            

Interpellation/  

Amendments (if 

needed) 

6.4 Voting on    

None 

  

 None 

  

  
 

None 

20 mins 

 

20 mins 

 

 
 

8 mins 

 Committee Chair 

 

 

Sangguniang 

Panlungsod 

Members 

SP Members 



пот 

Ordinances are local laws enacted by the Sangguniang Panlungsod that provide 

rules, regulations, or policies governing the city. They have the force of law within the 

local government unit and must be observed by all residents, establishments, and 

entities within its jurisdiction. 

ΝЮШxE]fÉx ÑféEШÂÅ§9EÉÉаШ9ÅE Ñf§ Ш  ?Ш ÂÂÅ§é xШ§[Ш9fÑòШ§Å?f   9E 

Office or Division: {ŀƴƎƎǳƴƛŀƴƎ tŀƴƭǳƴƎǎƻŘ hŶŎŜ 

Classification: {ǇŜŎƛŀƭ [ŀǿ 

Type of Transaction: DнD - DƻǾŜǊƴƳŜƴǘ ǘƻ DƻǾŜǊƴƳŜƴǘ 

Who may avail: {t aŜƳōŜǊǎΣ /ƛǘȅ aŀȅƻǊΣ /ƛǘȅ 5ŜǇŀǊǘƳŜƴǘǎκ hŶŎŜΣ /{hǎΣ                  ŀŎπ

ŎǊŜŘƛǘŜŘ bDhǎ 

CLIENT STEPS  
AGENCY                   

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

2. Attend the public 

hearing and present 

inputs/concerns. 

7. THIRD   

READING 

(FINAL          

APPROVAL) 

7.1 Standard 

processing      

duration for SP 

regular session 

(processing time 

vary upon       

scheduled       

session) 

7.2 After      

amendments 

have been       

suitably             

incorporated:      

Ordinance read 

in full or by title 

 

 
 

None 

  

  

  

  

   

None 

  

   

  

  

  

 

 

 
 

5 working 

days  

 

 

 

 

10 mins 

  

  

  

  

  

 

Committee Chair, 

Committee     

Members,     

Committee     

Secretary,        

Administrative 

Officer V,                 

SP Secretary 

 

Sangguniang 

Panlungsod 

Members 



поу 

ΝЮШxE]fÉx ÑféEШÂÅ§9EÉÉаШ9ÅE Ñf§ Ш  ?Ш ÂÂÅ§é xШ§[Ш9fÑòШ§Å?f   9E 
Ordinances are local laws enacted by the Sangguniang Panlungsod that provide rules, 

regulations, or policies governing the city. They have the force of law within the local 

government unit and must be observed by all residents, establishments, and entities 

within its jurisdiction. 

Office or Division: {ŀƴƎƎǳƴƛŀƴƎ tŀƴƭǳƴƎǎƻŘ hŶŎŜ 

Classification: {ǇŜŎƛŀƭ [ŀǿ 

Type of Transaction: DнD - DƻǾŜǊƴƳŜƴǘ ǘƻ DƻǾŜǊƴƳŜƴǘ 

Who may avail: {t aŜƳōŜǊǎΣ /ƛǘȅ aŀȅƻǊΣ /ƛǘȅ 5ŜǇŀǊǘƳŜƴǘǎκ hŶŎŜΣ /{hǎΣ   ŀŎŎǊŜŘƛǘŜŘ bDhǎ 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

2. Attend the public 

hearing and present 

inputs/concerns. 

7. THIRD   READING 

(FINAL          APPROV-

AL) 

7.3 Members vote (no 

further amendments al-

lowed) 

- if majority votes yes, 

Ordinance marked 

ñApproved by SPò 

- If defeated, the ordi-

nance is shelved in the 

Sanggunian        ar-

chives (ordinance voted 

down, is    considered 

dead)  

 
 

  None 

  

  

 
 

 

 

 

  

  

  

 

 

 

2 mins 

 

 

 
 

 

 

 

 

  

  

  

 

 

 

Sangguniang 

Panlungsod 

Members 

 

(SP Office)  

 8. SUBMISSION TO 

THE LOCAL CHIEF             

EXECUTIVE / CITY 

MAYOR 

8.1 Forward  approved           

ordinance to City 

Mayor 

8.2 Acknowledge re-

ceipt  

 
None 

 

 

None  
 

 

 

 

  

 

 

 

2 working 

days 

 

15 mins  

 
 

 

 

 

  

 

 

SP Secretary 

(SP Office) 

 

Administrative 

Assistant 

(Mayorôs Office)  



поф 

Ordinances are local laws enacted by the Sangguniang Panlungsod that provide 

rules, regulations, or policies governing the city. They have the force of law within the 

local government unit and must be observed by all residents, establishments, and 

entities within its jurisdiction. 

ΝЮШxE]fÉx ÑféEШÂÅ§9EÉÉаШ9ÅE Ñf§ Ш  ?Ш ÂÂÅ§é xШ§[Ш9fÑòШ§Å?f   9E 

Office or Division: {ŀƴƎƎǳƴƛŀƴƎ tŀƴƭǳƴƎǎƻŘ hŶŎŜ 

Classification: {ǇŜŎƛŀƭ [ŀǿ 

Type of Transaction: DнD - DƻǾŜǊƴƳŜƴǘ ǘƻ DƻǾŜǊƴƳŜƴǘ 

Who may avail: {t aŜƳōŜǊǎΣ /ƛǘȅ aŀȅƻǊΣ /ƛǘȅ 5ŜǇŀǊǘƳŜƴǘǎκ hŶŎŜΣ /{hǎΣ   ŀŎŎǊŜŘƛǘŜŘ bDhǎ 

CLIENT STEPS  AGENCY ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

2. Attend the public 

hearing and present 

inputs/concerns. 

9. LOCAL CHIEF EX-

ECUTIVEôS ACTI 

9.1 Approval 

Affixes his signature 

on each and every 

page of the ordi-

nance. (if    Veto,  Re-

turns    ordinance with 

written   objections.  

 

 
 

  None 

  

  

 
 

 

 

 

 

 

2 working 

days  

 

 
 

 

 

  

 

 

City Mayor 

(Mayorôs  

Office)  

 10. POST-

APPROVAL PRO-

CESSES 

10.1 SP Secretary 

transmits  approved           

ordinance to the City 

Legal Office for codifi-

cation 

10.2 Prepare   copies 

for posting and publi-

cation 

 
 

None 

 

 

 

 

None  

 

 

 
 

1 working 

day 

 

 

 

1 working 

day 

  

 
 

 

SP Secretary 

(SP Office) 

Records Of-

ficer 

(SP Office) 

 

 



ппл 

Ordinances are local laws enacted by the Sangguniang Panlungsod that provide 

rules, regulations, or policies governing the city. They have the force of law within the 

local government unit and must be observed by all residents, establishments, and 

entities within its jurisdiction. 

ΝЮШxE]fÉx ÑféEШÂÅ§9EÉÉаШ9ÅE Ñf§ Ш  ?Ш ÂÂÅ§é xШ§[Ш9fÑòШ§Å?f   9E 

Office or Division: {ŀƴƎƎǳƴƛŀƴƎ tŀƴƭǳƴƎǎƻŘ hŶŎŜ 

Classification: {ǇŜŎƛŀƭ [ŀǿ 

Type of Transaction: DнD - DƻǾŜǊƴƳŜƴǘ ǘƻ DƻǾŜǊƴƳŜƴǘ 

Who may avail: {t aŜƳōŜǊǎΣ /ƛǘȅ aŀȅƻǊΣ /ƛǘȅ 5ŜǇŀǊǘƳŜƴǘǎκ hŶŎŜΣ /{hǎΣ ŀŎŎǊŜŘƛǘŜŘ bDhǎ 

CLIENT STEPS  
AGENCY                   

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

2. Attend the public 

hearing and present 

inputs/concerns. 

10. POST-

APPROVAL PRO-

CESSES 

10.3 Post ordinance 

in required public     

places and official 

website for              

implementation, 

then File                  

ordinance in the 

 

 

None 

 

 

 

 

 

 

1 working 

day 

 

 

 

 

  

 

 

Administrative 

Assistant/             

Registration              

Officer/ Records 

Officer 

 (SP Office)  

None  29days 

5hrs. 

39mins.  

 Estimated Total: 

*Processing time varies depending on 

schedules of deliberation and                    



ппм 

The SP Resolution is issued by the Sangguniang Panlungsod to express policy or 

opinion of the governing body regarding a specific action. 

ΞЮШxE]fÉx ÑféEШÂÅ§9EÉÉаШ9ÅE Ñf§ ЯШ ÂÂÅ§é xШѼШ 

Office or Division: {ŀƴƎƎǳƴƛŀƴƎ tŀƴƭǳƴƎǎƻŘ hŶŎŜ 

Classification: {ǇŜŎƛŀƭ [ŀǿ 

Type of Transaction: DнD- DƻǾŜǊƴƳŜƴǘ ǘƻ DƻǾŜǊƴƳŜƴǘ 

Who may avail: DƻǾŜǊƴƳŜƴǘ 9ƳǇƭƻȅŜŜǎ ŀƴŘ 5ƛũŜǊŜƴǘ 5ŜǇŀǊǘƳŜƴǘǎ ƛƴ ǘƘŜ [D¦ 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

Endorsement with corresponding docu-

mentary attachments 

¶ Executive Endorsement 

¶ Quarry and Accreditation 

 

¶ Subdivision Plans  

 

 

City Mayorôs Office (CMO) 

City Planning and Development Office (CPDO) 

City Engineering Office (CEO)  

CLIENT STEPS  
AGENCY           AC-

TION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              RESPON-

SIBLE  

1. Submission of     docu-

ments from           con-

cerned offices for agenda 

to SP Office  

1.1 Checking and 

receiving of com-

plete  documents 

1.2 Inclusion in 

Regular Sessionôs       

Agenda for Com-

mittee Meeting 

None 

 

 

None 

 

30 minutes 

  

  

 

4 days 

Administrative Aide VI 

 

Administrative Officer V  

 1.3 Inclusion in 

Committee Meet-

ing 

1.4 Inclusion in 

Regular   Session  

1.5 Ratification 

during next     

session 

1.6 Preparation 

and printing of 

Resolution 

None 

 
 

None 
 

None 

 

None 

2 days 

  

 

3 days 

 

5 days 

 

2 days 

Administrative Officer V  

SP Secretary 

SP Members 

(SP Office) 

 

City Vice Mayor 

SP Members 

SP Secretary 



ппн 

The SP Resolution is issued by the Sangguniang Panlungsod to express policy or opin-

ion of the governing body regarding a specific action. 

ΞЮШxE]fÉx ÑféEШÂÅ§9EÉÉаШ9ÅE Ñf§ ЯШ ÂÂÅ§é xШѼШ 

Office or Division: {ŀƴƎƎǳƴƛŀƴƎ tŀƴƭǳƴƎǎƻŘ hŶŎŜ 

Classification: {ǇŜŎƛŀƭ [ŀǿ 

Type of Transaction: DнD- DƻǾŜǊƴƳŜƴǘ ǘƻ DƻǾŜǊƴƳŜƴǘ 

Who may avail: DƻǾŜǊƴƳŜƴǘ 9ƳǇƭƻȅŜŜǎ ŀƴŘ 5ƛũŜǊŜƴǘ 5ŜǇŀǊǘƳŜƴǘǎ ƛƴ ǘƘŜ [D¦ 

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Submission of     

documents from           

concerned offices for 

agenda to SP Office  

1.7 Secure       

affixed          sig-

natures and seal  

None  3 working 

days 

Records Officer 

(SP Office)  

2. Receive approved 

copy of resolution. 

2. Furnish      

copies to     con-

cerned            

offices and File 

received copy of 

approved reso-

lution in SP ar-

chives  

None 2 working 

days  

Records Officer 

(SP Office)  

None  20 days   Estimated Total: 

*Processing time varies depending on 

schedules of deliberation and commit-

tee meeting   



ппо 

This internal service covers the steps followed after the confirmation of session   

agenda, minutes, committee agenda, and the approval of City Ordinance, Resolution, 

Certification from receipt of the signed document up to the issuance of official copies 

for internal distribution. 

ΟЮШÉE9ÖÅf ]Ш Ш9§ÂòШ§[Ш ÂÂÅ§éE?Ш9fÑòШ§Å?f   9EЯШÅEÉ§xÖÑf§ ЯШÉEÉÉf§ Ш
]E ? ЯШ~f ÖÑEÉЯШ9§~~fÑÑEEШ ]E ? ШѼШ9EÅÑf[f9 Ñf§  

Office or Division: {ŀƴƎƎǳƴƛŀƴƎ tŀƴƭǳƴƎǎƻŘ hŶŎŜ 

Classification: {ƛƳǇƭŜ 

Type of Transaction: DнD- DƻǾŜǊƴƳŜƴǘ ǘƻ DƻǾŜǊƴƳŜƴǘ 

Who may avail: aŀȅƻǊΩǎ hŶŎŜΣ {t aŜƳōŜǊǎΣ /ƻƴŎŜǊƴŜŘ 5ŜǇŀǊǘƳŜƴǘǎκ                   LƳǇƭŜπ

ƳŜƴǝƴƎ hŶŎŜǎ 

CHECKLIST OF REQUIREMENTS WHERE TO ENSURE 

¶ Request Form  (1 original copy) Front Desk, SP Office  

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Inform the Records 

Staff of the document 

needed.  

1.1 Verify     

availability of 

the document in 

the SP archives 

or database. 

1.2 If available, 

prepare the     

request form for 

the document 

needed. 

None 

 

 
 

 

None 

 

10 minutes 

  

  

 

 

15 minutes 

  

 

Records Officer / 

SP Legislative 

staff 

 

 

SP Legislative 

Staff 

(Front Desk-    

SP Office)  



ппп 

This internal service covers the steps followed after the confirmation of session         

agenda, minutes, committee agenda, and the approval of City Ordinance, Resolution,          

Certification from receipt of the signed document up to the issuance of official copies 

for internal distribution. 

ΟЮШÉE9ÖÅf ]Ш Ш9§ÂòШ§[Ш ÂÂÅ§éE?Ш9fÑòШ§Å?f   9EЯШÅEÉ§xÖÑf§ ЯШÉEÉÉf§ Ш
]E ? ЯШ~f ÖÑEÉЯШ9§~~fÑÑEEШ ]E ? ШѼШ9EÅÑf[f9 Ñf§  

Office or Division: {ŀƴƎƎǳƴƛŀƴƎ tŀƴƭǳƴƎǎƻŘ hŶŎŜ 

Classification: {ƛƳǇƭŜ 

Type of Transaction: DнD- DƻǾŜǊƴƳŜƴǘ ǘƻ DƻǾŜǊƴƳŜƴǘ 

Who may avail: aŀȅƻǊΩǎ hŶŎŜΣ {t aŜƳōŜǊǎΣ /ƻƴŎŜǊƴŜŘ 5ŜǇŀǊǘƳŜƴǘǎκ                          LƳπ

ǇƭŜƳŜƴǝƴƎ hŶŎŜǎ 

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

2. Fill out Request 

Form.  

2.1 Review     

completed form 

and confirm       

details. 

 

2.2 Secure        

signature for the 

Certified True 

Copy of the       

document          

requested. 

 

2.3 Release a 

Certified True 

Copy of the doc-

ument requested.  

None 

 

 

None 

 

 

 
 

None  

3 mins 

  

  

15 mins 

 

  

  

 

5 mins 

Records Officer / 

SP Legislative Staff 

 

 

Records Officer / 

SP Legislative Staff 

 

 

 

 

Records Officer / 

SP Legislative Staff 

 

(SP Office)  

None  48 mins  
 

Estimated Total:   



ппр 



ппс 

Office or Division: City Agriculture Office 

Classification: Highly Technical 

Type of Transaction: P2G-  Peopleôs Organization/ Barangay to Government 

Who may avail: All accredited Peoples Organization/Brgy. Unit/ICC Org. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of Intent or resolution Requesting PO/ Barangay/ ICC 

LGU Prioritization profile (Annex A & B) City Agriculture OfficeðABE Section 

Endorsement Letter City Agriculture OfficeðABE Section 

Local Road Network Map City Agriculture OfficeðABE Section 

CLIENT STEPS  
AGENCY            AC-

TION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Submit letter of in-

tent and/or resolution 

1.1 Receive and 

review documents 

None 15 minutes ABE Section 

2. Wait for the sched-

ule of on-field valida-

tion/geotagging 

2. 1Conduct field 

validation/

geotagging 

None  5 working 

days 

ABE Section 

3. Secure Road Right 

of Way (ROW) 

3.1 Provide tem-

plate for RROW 

and technical as-

sistance 

None 7 working 

days 

ABE Section 

4. Wait for the final 

evaluation 

4.1 Endorse com-

plete documents 

to DA-NIR  

None 3 working 

days 

ABE Section 

None 16 working 

days 

TOTAL   

1. Availing Farm to Market Road Project 

DA-funded project for construction of weather proof Farm-to-Market Roads connect-

ing agricultural production areas to markets. 



ппт 

Office or Division: City Agriculture Office 

Classification: Highly Technical 

Type of Transaction: G2C-  Government to Client 

Who may avail: Farmers/ FCAôs within the City 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Duly accomplished application form City Agriculture Officeï ABE Section 

Proof of land ownership/ tenurial status Assessorôs Office/ DAR/ ROD/ Lessor 

Barangay Certification Barangay Hall 

Land Tax Clearance (if applicable) BIR 

CLIENT STEPS  
AGENCY            

ACTION 

FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON RE-

SPONSIBLE  

1. Submit application 

form 

1.1 Receive and 

review applica-

tion  

None 15 minutes ABE Section 

2. Wait for validation 2.1 Conduct 

field validation 

and GPS map-

ping 

None 7 working 

days 

ABE Section 

(Inspection 

Team) 

3. Receive evaluation  

result 

3.1 Approve or  

disapprove  

request 

As per City 

Ordinance No. 

2024-003 (see 

Annex A), pay-

ment upon ap-

proval 

4 working 

days 

ABE Section 

(Inspection 

Team) 

2. Availing Farm Mechanization Assistance Program  

Farm Mechanization Assistance Program (FMAP) provides farmers with affordable tractor 

services for land preparation. 



ппу 

CLIENT STEPS  AGENCY            

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON RESPONSIBLE  

4. Wait for operation 

schedule 

4.1 Schedule 

mechanization 

operation 

None  8 working days ABE  Sectionï            

Operations Manager 

(see Annex 

A) 

20 working days  TOTAL 

2. Availing Farm Mechanization Assistance Program  

3. Availing Farm Mechanization Support 

This is funded by DAï NIR and PhilMech which provide POs with farm machineries 

Office or Division: City Agriculture Office 

Classification: Complex 

Type of Transaction: P2G-  Peopleôs Organization/ Barangay to Government 

Who may avail: Accredited PO/Assn./Coop 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of Intent/Resolution/Proposal Tem-

plate 

City Agriculture Officeï ABE Section 

CLIENT STEPS  
AGENCY           AC-

TION 

FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON              RE-

SPONSIBLE  

1. Secure Letter of In-

tent/Resolution/

Proposal Template  

1.1 Provide the 

template  

None 15  minutes ABE Section  

 

2. Submit complete 

documentary require-

ments 

2.1 Check and 

review the sub-

mitted files. 

None 15 minutes ABE Section  

 



ппф 

4. Availing Small Scale Irrigation Projects 

This is funded by the City. This is pumping Irrigation System From Open Sources 

(PISOS) 

Office or Division: City Agriculture Office 

Classification: Complex 

Type of Transaction: P2G-  Peopleôs Organization/ Barangay to Government 

Who may avail: Accredited PO/Assn./Coop 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of Intent/Resolution By the Association/Coop 

CLIENT STEPS  AGENCY  ACTION 
FEES TO BE 

PAID  

PRO-

CESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Submit letter of in-

tent  

1.1 Check and re-

view the letter of in-

tent 

None 15 minutes ABE Section 

2. Wait for the on field 

validation  

2.1 Schedule field 

validation 

None 5 working 

days 

ABE Section 

3. Receive evaluation 

result 

3.1 Issue evaluation 

result 

None 1 working 

day 

ABE Section 

None 7 working 

days 

 TOTAL 

CLIENT STEPS  AGENCY  ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

3. Wait for endorse-

ment 

3.1 Endorse and for-

ward complete docu-

ments to DA-NIR/ Phil-

Mech 

None 6 working 

days 

ABE Section 

NONE 7 working days  TOTAL  

3. Availing Farm Mechanization Support 



прл 

5.  Availing Large Scale Irrigation Project 

Office or Division: City Agriculture Office 

Classification: Highly Technical 

Type of Transaction: P2G-  Peopleôs Organization/ Barangay to Government 

Who may avail: Accredited PO/Assn./Coop 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of Intent/Resolution/Proposal Tem-

plate  

By the association/ Coop. 

CLIENT STEPS  
AGENCY           AC-

TION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Secure Letter of Intent/

Resolution/ Proposal 

Template 

1.1 Review Let-

ter of Intent/

Resolution/ Pro-

posal Template 

None 15  minutes ABE Section 

2. Wait for the field vali-

dation  

2.1 Conduct en-

gineering and 

field assessment 

None 7 working 

days  

ABE Section 

3. Receive result 3.1 Approve or 

disapprove re-

quest 

None 2 working 

days 

ABE Section 

None 10 working 

days 

 TOTAL 

This is funded by OPA/DA-NIR. It includes construction of Small Water Impounding  

Project (SWIP).  



прм 

Office or Division: City Agriculture Office 

Classification: Complex 

Type of Transaction: P2G-  Peopleôs Organization/ Barangay to Government 

Who may avail: Accredited PO/Assn./Coop 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of Intent/Resolution By the Association/Coop 

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PRO-

CESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Submit letter of intent  1.1. Receive 

and review the 

letter of intent 

None 15 minutes ABE Section 

2. Wait for the on field 

GPS Mapping 

2.1 Conduct 

GPS mapping 

and validation 

None 6 working 

days 

ABE Section 

(Geotagging 

Team) 

None 7 working 

days 

 TOTAL 

GPS mapping for agricultural production areas. 

6. Availing GPS Mapping 



прн 

7. Availing Technical Assistance related to Agri-Biosystems Engineering 

This is funded by OPA/DA-NIR It includes construction of SWIP.  

Office or Division: City Agriculture Office 

Classification: Highly Technical 

Type of Transaction: P2G-  Peopleôs Organization/ Barangay to Government 

Who may avail: Accredited PO/Assn./Coop 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of Intent/Resolution/Proposal Template  By the association  

CLIENT STEPS  
AGENCY           AC-

TION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Submit letter of Intent/

Resolution/Proposal 

template 

1.1 Receive and 

review letter of In-

tent/Resolution/

Proposal template 

None 15 minutes ABE Section 

2. Wait for the field vali-

dation  

2.1 Conduct field 

inspection/ tech-

nical assessment 

None 6 working 

days 

ABE Section  

3. Wait for the final eval-

uation 

3.1 Endorse com-

plete documents to 

OPA/ DA-NIR  

None 3 working 

days 

ABE Section 

None 10 working 

days 

 TOTAL 



про 

Office or Division: City Agriculture Office 

Classification: Simple 

Type of Transaction: G2C/P2Gï Individual/ PO to Government 

Who may avail: Individual farmers/Association 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None  

CLIENT STEPS  
AGENCY         

   ACTION 

FEES 

TO BE 

PAID  

PROCESSING 

TIME 

PERSON              RE-

SPONSIBLE  

1. Register request and 

present crop concern/s. 

1.1. Receive and 

log request 

None 15 minutes City Agriculture Of-

ficeï Crops Section 

Admin & Admin Aide 

2. Discuss crop issue/s 

with technician 

2.1. Assess con-

cern and deter-

mine appropriate 

assistance 

None 30 minutes Agricultural Techni-

cians, & Agricultural 

Technologists.  

3. Accompany techni-

cian during field visit, if 

necessary 

3.1 Conduct field 

inspection and 

validation 

None 2 working 

day 

Agricultural Techni-

cians, & Agricultural 

Technologists.  

4. Receive technical ad-

vice or recommenda-

tions 

4.1 Provide advi-

sory or recom-

mendations 

None 30 minutes Agricultural Techni-

cians, & Agricultural 

Technologists.  

8. AVAILING TECHNICAL ASSISTANCE ON CROP 

PROGRAMS AND PROJECT  

Crop Diseases assessment and diagnosis 



прп 

CLIENT STEPS  
AGENCY          

  ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              RE-

SPONSIBLE  

5. Accomplish feedback 

form 

1.1. Provide and 

receive feedback 

form 

None 15 minutes City Agriculture 

Officeï Crops  

Section Admin & 

Admin Aide 

None 3 working 

days 

 TOTAL  

8. AVAILING TECHNICAL ASSISTANCE ON CROP PRO-

GRAMS AND PROJECT  

9. AVAILING SEED SUBSIDY PROGRAM 

Provision of the certified inbred seeds from RCEF Program 

Office or Division: City Agriculture Office 

Classification: Complex 

Type of Transaction: P2G-  Peopleôs Organization/ Barangay to Government 

Who may avail: Accredited PO/Assn./Coop 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Master list Form City Agriculture Office 

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON                RE-

SPONSIBLE  

1. Submit updated mas-

ter list of  beneficiaries 

1.1 Validate the 

list 

None 5 working 

days 

Agricultural  

Technicians 



прр 

9. AVAILING SEED SUBSIDY PROGRAM 

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON                 

  RESPONSIBLE  

2. Wait for release 

schedule 

2.1 Schedule 

seed distribution 

None 2 working 

days 

Agricultural Techni-

cians 

None 5 working 

days 

 TOTAL  

10. AVAILING ARTIFICIAL INSEMINATION SERVICE 

(HOGS & LARGE ANIMAL) 

Conduct of AI Services for hogs and livestock 

Office or Division: City Veterinary Office 

Classification: Simple 

Type of Transaction: P2G-  Peopleôs Organization/ Barangay to Government 

Who may avail: Individual farmers/Association 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None  
CLIENT STEPS  AGENCY ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON  

RESPONSIBLE  

1. Registration and 

provide infor-

mation 

1.1. Accommo-

date/assists the 

farmer/s/ taking 

information  

None 5 minutes City Veterinary  

Office Admin 



прс 

CLIENT STEPS  AGENCY ACTION 
FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

 RESPONSIBLE  

1.2. Schedule site 

visitation with 

available AI tech-

nician 

None 5 minutes Livestock  

Technician 

 

 

 

1.3. Concerned AI 

technician con-

duct field visitation 

and evaluate ani-

mal condition  

None 4 hours Livestock  

Technician 

1.4. Prepare/

collect/extract se-

men 

none 30 minutes Livestock  

Technician 

2. Prepare site and 

chute for Artificial 

Insemination 

2.1. Conduct actu-

al AI 

None  1 Hours Livestock  

Technician 

3. Update techni-

cian for animalôs 

condition 

3.1. Respond to 

clients as the 

need arises 

None  2 hours Livestock  

Technician 

TOTAL None 1 working 

day 

 

10. AVAILING ARTIFICIAL INSEMINATION SERVICE 

(HOGS & LARGE ANIMAL) 



прт 

Office or Division: City Veterinary Office 

Classification: Simple 

Type of Transaction: P2G-  Peopleôs Organization/ Barangay to Government 

Who may avail: Individual farmers/association in the City of Kabankalan 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request Letter (Massive Vaccination) From Barangay 

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              RE-

SPONSIBLE  

1. Register in the log-

book and provide in-

formation for            

immunization service 

request  

1.1. Assist and 

accommodate 

farmers and 

gather clients 

information   

1.2. Schedule 

the immuniza-

tion activity  

None 15 minutes City Veterinarian, & 

Livestock Technician 

None 15 minutes City Veterinarian, & 

Livestock Technician 

2. Prepare animal for 

actual vaccination  

None  4 hours  City Veterinarian, & 

Livestock Technician 

2.1. Actual Im-

munization   

 

2.2. Advise  

owner on post-

vaccination 

management 

None  30 minutes  City Veterinarian, & 

Livestock Technician 

TOTAL None 1 working 

day 

 

11. AVAILING IMMUNIZATION OF DOGS AGAINST 

ANTI RABIES (AS REQUESTED BY THE CLIENT/

CLIENTS) 

 Rabies vaccination to prevent the spread of rabies. 
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Office or Division: City Veterinary Office 

Classification: Simple 

Type of Transaction: P2G-  Peopleôs Organization/ Barangay to Government 

Who may avail: Individual farmers/Association in the City of Kabankalan 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None  

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              RE-

SPONSIBLE  

1. Register in the log-

book and provide in-

formation  

1.1. Accommo-

date/assists the 

farmer/s/ gather 

clients infor-

mation and set 

appointment to 

veterinarian/ 

technicians  

None 15 minutes City Veterinary     

Admin, Livestock 

Technician 

 1.3. Veterinarian 

assist farmers/

conduct consul-

tation 

None 30 minutes  City Veterinarian, & 

Livestock Technician 

2. Prepare animals for 

veterinary services 

and instruction 

2.1. Provide vet-

erinary services  

veterinary ad-

vise 

None 1 hour City Veterinarian, & 

Livestock Technician 

None 1 working 

day 

 TOTAL  

12. EXTENSION OF VETERINARY MEDICAL 

SERVICE  

Conduct walk-in veterinary consultation and related services 
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Office or Division: City Veterinary Office 

Classification: Simple 

Type of Transaction: P2G-  Peopleôs Organization/ Barangay to Government 

Who may avail: Individual farmers/association in the City of Kabankalan 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None  

CLIENT STEPS  
AGENCY   

ACTION 

FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Register in the log-

book/ provide details/

information 

1.1. Accommo-

date owners/

farmers/ gather 

information 

None 15 minutes Livestock Tech-

nician 

2. Secure ñOfficial Re-

ceiptò O.R. from City 

Treasurerôs Office 

2.1. Advice own-

er/farmer where to 

get OR from City 

Treasurerôs Office 

Php. 50.00 

per certifi-

cate  

30 minutes Livestock Tech-

nician 

 2.2. Conduct actu-

al animal health 

examination 

None 30 minutes City  

Veterinarian 

 2.3. Issue veteri-

nary health certifi-

cate 

None 15 minutes City  

Veterinarian 

Php 50 per 

cert. 

1 hour and 

30 minutes 

 TOTAL 

13. EXTENSION OF VETERINARY HEALTH 

CERTIFICATE 

Issuance of veterinary health certificate 



псл 

Office or Division: City Veterinary Office 

Classification: Simple 

Type of Transaction: P2G-  Peopleôs Organization/ Barangay to Government 

Who may avail: Individual farmers/association in the City of Kabankalan 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None  

CLIENT STEPS  
AGENCY           AC-

TION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Register in the log-

book/ provide details/

information 

1.1. Accommo-

date/assists the 

farmer/s/ gather 

information 

None 15 minutes Livestock  

Technician 

 1.2. Schedule an 

appointment with 

the veterinarian 

None 15 minute Livestock  

Technician 

 1.3. Conduct vet-

erinary consulta-

tion 

None 30 minutes  City  

Veterinarian 

2. Prepare animal for 

veterinary services and 

instruction 

2.1 Provide veter-

inary services 

and advice to cli-

ent 

None 4 hours  City  

Veterinarian 

. 

None 5 hours  TOTAL 

14. EXTENSION OF VETERINARY MEDICAL 

SERVICE  

Conduct of extension veterinary services 
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Office or Division: City Veterinary Office 

Classification: Simple 

Type of Transaction: P2G-  Peopleôs Organization/ Barangay to Government 

Who may avail: All livestock owners, buyers and traders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None  

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO 

BE PAID  

PROCESSING 

TIME 

PERSON  RESPONSI-

BLE  

1. Register and se-

cure cash ticket  

1.1 Secure 

cash ticket  

Php 

25.00 

10 minutes Livestock Inspector/ 

Technician 

2. Facilitate livestock 

for weighing 

2.1. Weigh-

ing of live-

stock 

None  30 minutes Livestock Inspector/ 

Technician 

Php 

25.00 

40 minutes  TOTAL 

15. KABANKALAN CITY LIVESTOCK AUCTION 

CENTER (KC-LAC) 

Auction market for both small and large animals ( livestock animals) 

only 8 am to 5 pm 

16. DURING AUCTION DAY  
Conducted every Thursday of the week (4 am to 12 pm ) 

Office or Division: City Veterinary Office 

Classification: Simple 

Type of Transaction: P2G-  Peopleôs Organization/ Barangay to Government 

Who may avail: Individual farmers/Association 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None  
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CLIENT STEPS  
AGENCY        

    ACTION 

FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSI-

BLE  

1. Register in the log-

book and provide live-

stock information (Hog, 

Large Ruminant, Goat)  

1.1. Accommo-

date owners/

farmers/ gather 

information 

None 15 minutes  Livestock 

Inspector/ 

Technician 

2. Secure certificate of 

ownership and certifi-

cate of transfer   

2.1 Refer the cli-

ent to secure cer-

tificate of owner-

ship or certificate 

of transfer (cattle/

carabao/horse) 

None  30 minutes Livestock 

Inspector/ 

Technician 

2.2. Count num-

ber of animals 

and check for 

health condition 

None 15 minutes Livestock 

Inspector/ 

Technician 

2.3 Issue order of 

payment 

None 10 minutes Livestock 

Inspector/ 

Technician 

3. Secure OR from the 

authorized Revenue 

Collector   

3.1 Refer the cli-

ent to secure OR 

As per City 

Ordinance 

No. 2011-

007 ( see 

Annex B) 

15 minutes Livestock 

Inspector/ 

Technician 

16. DURING AUCTION DAY  
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CLIENT STEPS  
AGENCY            

ACTION 

FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

 3.2. Issue veteri-

nary health certif-

icate  

None 5 minutes Livestock Inspec-

tor/ Technician 

None 1 working 

day 

 TOTAL  

16. DURING AUCTION DAY  

Office or Division: City Veterinary Office 

Classification: Simple 

Type of Transaction: P2G-  Peopleôs Organization/ Barangay to Government 

Who may avail: All livestock owners, buyers and registered meat traders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

For Large Cattle:  

1. Cattle Clearance City Treasurers Office 

2. Certificate of Ownership for Cattle & 

Carabao 

City Treasurers Office 

3. Certificate of Transfer  City Treasurers Office 

4. Veterinary Health Certificate City Veterinary Office 

17. ñAAò ABATTOIR 

Slaughter services for both small and large animals 
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CLIENT STEPS  
AGENCY           AC-

TION 

FEES TO BE 

PAID  

PRO-

CESSING 

TIME 

PERSON              

RESPONSIBLE  

1. Register in the 

Logbook for slaugh-

tering of the following 

species of animals: 

a. Goat  

b. Hog  

c. Cattle  

d. Carabao 

 

1.1 Register and 

gather the details of 

client information 

and livestock for 

slaughtering 

None 15 minutes Meat Inspector 

1.2. Conduct Ante 

mortem Inspection 

None 15 minutes Meat Inspector 

1.3. Conduct butch-

ering  and Post-

mortem Inspection 

None 4 hours Meat Inspector 

2. Secure billing and 

payment  

2.1 Prepare Billing  As per City 

Ordinance 

2010-004 

(see  

Annex C) 

1 hour Clerk 

3. Acceptance of 

meat delivery 

3.1. Delivery and 

Releasing of Meat 

Products  

None 3 hours Meat Inspectors/ 

Driver/ and 

Guard Assigned 

 8 hours 

and 30 

 TOTAL 

17. ñAAò ABATTOIR 
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Genetic improvement center for all livestock animals 

18. ANIMAL BREEDING & GENETIC IMPROVEMENT CEN-

TER (ABGIC) 

Office or Division: City Veterinary Office 

Classification: Simple 

Type of Transaction: P2G-  Peopleôs Organization/ Barangay to Government 

Who may avail: Individual Farmers/Association 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None  

CLIENT STEPS  
AGENCY           AC-

TION 

FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON           

    RESPONSIBLE  

1. Register in the Log-

book and provide de-

tails of product/s to 

avail 

1.1. Accommo-

date owners/

farmers/ gather 

information on 

product to avail 

 15 minutes.  Guard on Duty  

 1.2. Provide in-

formation on 

availability of 

farm produce 

 15 minutes Farm Manager, 

Farm Worker/     

Animal Keeper 

EGGS  

2. Secure payments on 

produce to acquire 

2.1. Prepare egg 

product/s and 

billing and pro-

vide gate pass 

slip 

Pekin Duck  

Eggï Php. 

6.00 each; 

Php.180.00 

/tray  

30 minutes Farm Manager, 

Farm Worker/          

Animal Keeper 



псс 

CLIENT STEPS  AGENCY ACTION FEES TO BE PAID  
PROCESSING 

TIME 

PERSON               

RESPONSIBLE  

  Kabir Chicken 

Egg   Php. 6.00 

each; P180.00/

tray 

Pekin Duck Meat 

(Liveweight): Php. 

200.00/kg. ;  

Chicken  Meat 

Php. 160.00/ kilo 

 Farm Manager, 

Farm Worker/ Ani-

mal Keeper 

 2.2. In case of una-

vailability of pro-

duce is subject for 

reservation, gather 

details of client: 

name; address; 

and contact num-

ber. 

None 15 minutes Farm Manager, 

Farm Worker/ Ani-

mal Keeper 

 2.3. Issuance gate 

pass slip and re-

leasing produce to 

the client 

None 30 minutes Farm Manager, 

Farm Worker/   

Animal Keeper 

3. Present 

Gate Pass 

Slip to the 

Guard on du-

ty 

3.1 Conduct in-

spection and rec-

ord the products 

availed 

None 15  minutes Guard-on-duty 

 2 hours  TOTAL 

18. ANIMAL BREEDING & GENETIC IMPROVEMENT 

CENTER (ABGIC) 



пст 

Genetic improvement center for all livestock animals 

18. ANIMAL BREEDING & GENETIC IMPROVEMENT CENTER (ABGIC) 

Office or Division: City Veterinary Office 

Classification: Simple 

Type of Transaction: P2G-  Peopleôs Organization/ Barangay to Government 

Who may avail: Individual Farmers/Association 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None  

CLIENT STEPS  
AGENCY           AC-

TION 

FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON              RE-

SPONSIBLE  

MILK PRODUCTS     

1. Register in the Log-

book and provide de-

tails of product/s to 

avail 

1.1. Accommo-

date owners/

farmers/ gather 

information on 

product to avail 

 15 minutes.  Guard on Duty  

 1.2. Provide infor-

mation on availa-

bility of farm pro-

duce 

 15 minutes Farm Manager, 

Farm Worker/ Ani-

mal Keeper 

2. Secure payments on 

produce to acquire 

2.1. Prepare milk 

products and bill-

ing of the availa-

ble products and 

provide gate pass 

slip 

FRESH 

MILK (330 

ml) with fla-

vour-- Php. 

35.00 

 

30 minutes Farm Manager, 

Farm Worker/ Ani-

mal Keeper 



псу 

CLIENT STEPS  
AGENCY           AC-

TION 
FEES TO BE PAID  

PROCESSING 

TIME 

PERSON              

RESPONSIBLE  

  FRESH MILK (500 

ml) Plain ð 

Php.30.00  

FRESH MILK 

(1000 ml/1 Liter)ð 

Php.70.00 

 Farm Manager, 

Farm Worker/  

Animal Keeper 

 2.2. In case of un-

availability of pro-

duce is subject for 

reservation, gather 

details of client: 

name; address; 

and contact num-

ber. 

None 15 minutes Farm Manager, 

Farm Worker/  

Animal Keeper 

 2.3. Issue gate 

pass slip and hand 

in produce to the 

client 

None 30 minutes Farm Manager, 

Farm Worker/  

Animal Keeper 

 

3. Present Gate 

Pass Slip to the 

Guard on duty 

3.1 Conduct in-

spection and rec-

ord the products 

availed 

None 15  minutes Guard-on-duty 

  TOTAL 2 hours  

18. ANIMAL BREEDING & GENETIC IMPROVEMENT 

CENTER (ABGIC) 
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18. ANIMAL BREEDING & GENETIC IMPROVEMENT 

CENTER (ABGIC) 

Office or Division: City Veterinary Office 

Classification: Simple 

Type of Transaction: P2G-  Peopleôs Organization/ Barangay to Government 

Who may avail: Individual farmers/Association 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None  

CLIENT STEPS  
AGENCY           

ACTION 

FEES TO BE 

PAID  

PROCESSING 

TIME 

PERSON             

  RESPONSIBLE  

ARTIFICIAL INSEMINATION   

1. Register in the log-

book and provide de-

tails for services/ 

product to avail 

Provided infor-

mation on avail-

ability of the 

boar semen and 

artificial insemi-

nation services 

 

 15 minute Farm Manager, 

Farm Worker/ Ani-

mal Keeper 

2. Secure payments 

on product/s to ac-

quire 

2.1. Prepare se-

men and billing; 

and provide 

gate pass slip 

Boar Se-

men per 

squeeze 

bottle /(100 

ml.)-- Php. 

250.00 

ð1 piglet / 

AI services   

* Post-

farrowing/

weaning 

30 minutes Farm Manager, 

Farm Worker/ Ani-

mal Keeper 




