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MESSAGE 
 
 
 
 
 
 

“Serbisyong Matapat at may Malasakit Para sa Novo Ecijano” 
 
 This is the core value of the Provincial Government of Nueva Ecija in promoting 
integrity, accountability and proper management in delivering its services to its people. 
 
 In compliance with Republic Act 11032 or the Ease of Doing Business and Efficient 
Government Service Delivery Act of 2018, the Provincial Government of Nueva Ecija 
continues to uphold its mandate of promoting the general welfare of the citizens in giving 
reliable and accessible services to Novo Ecijanos. 
 

This Citizen’s Charter confirms our pledge to serve the people in the most efficient, 
quick and systematic ways, while developing innovative procedures and techniques that 
will ease the transaction with our clients, because our top consideration is always the 
primary interest of the public that we serve.  
  
 Our utmost standard in performing our functions as public servants should always 
be the avoidance of any acts, however minute, of graft and corruption. 
 

I hope that this initiative of the Anti-Red Tape Authority will serve as the guiding 
light towards the attainment of an ideal antidote to anti-red tape acts in the bureaucracy. 

 
God bless us all. 
 

Aurelio M. Umali 
Governor
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MESSAGE 

 
 
 
 
 

Ipinaaabot ko ang aking pakikiisa at suporta sa lahat ng gawain ng mga 
kinauukulan sa pagsasakatuparan ng “Ease of Doing Business and Efficient Government 
Service Delivery Act of 2018” 
 
 Ang nasabing batas ay isang pamamaraan upang paunlarin ang pagseserbisyo 
ng bawat lingkod-bayan sa pamahalaan sa pamamagitan ng mas mabilis at 
sistematikong transaksyon ng mga serbisyong gobyerno. Pangunahing layunin dito, 
bukod sa maayos at mabilis na pagtugon sa mandato ng mga kawani ay maiwasan at 
masupil ang pang-aabuso at iba pang mga maling gawain, gaya ng korapsiyon, na 
sumisira sa pagkatao ng isang indibiduwal at nagdudulot ng negatibong pananaw sa 
institusyon ng pamahalaan. 
 
 Magsilbi nawang hamon sa ating lahat ang pagsupil sa maling pananaw sa 
pagbibigay ng mga serbisyo ng pamahalaan upang ang antas ng ating paglilingkod ay 
patuloy nating iangat at upang maging karapat-dapat sa pagtitiwala ng taumbayan. 
 
 Magtulong-tulong po tayong mga kawani ng gobyerno upang maisakatuparan ang 
tapat, mahusay at may malasakit na serbisyo publiko para sa kapakanan ng umaasa 
nating mamamayan dahil sila ang pinagmumulan ng buwis na nagsisilbing dugo at buhay 
ng ating pamahalaan. 
 
 Sa mga kinauukulang pinuno at kawani ng Pamahalaang Panlalawigan na 
susubaybay sa gawain, makakaasa kayo ng aking suporta sa pagpapatupad ng “Ease of 
Doing Business and Efficient Government Service Delivery Act of 2018”. 
 
 
 

 
 
 

Emmanuel Antonio M. Umali 
Vice Governor 
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I. Mandate 
 

Under Section 17 of Republic Act 7160 otherwise known as the “Local Government Code 
of 1991”, the Provincial Government of Nueva Ecija is mandated to ensure and support, 
among other things, the preservation and enrichment of culture, promote health and 
safety, enhance the right of the people to a balanced ecology, encourage and support the 
development of appropriate and self-reliant scientific and technological capabilities, 
improve public morals, enhance economic prosperity and social justice, promote full 
employment among their residents, maintain peace and order, and preserve the comfort 
and convenience of their inhabitants. 

 
Moreover, as a province it is directed to perform such basic services and facilities which 
include, but are not  limited to, the following: 

 
(i) Agricultural extension and on-site research services and facilities which include the 
prevention and control of plant and animal pests and  diseases; dairy farms, livestock 
markets, animal breeding stations, and artificial insemination centers; and assistance in 
the organization of  farmers' and fishermen's cooperatives and other collective 
organizations, as well as the transfer of appropriate technology; 

 
(ii) Industrial research and development services, as well as the transfer of appropriate 
technology; 

 
(iii) Pursuant to national policies and subject to supervision, control and review of the 
DENR, enforcement of forestry laws limited to community-based forestry projects, 
pollution control law, small-scale mining law, and other laws on the protection of the 
environment; and mini-hydroelectric projects for local purposes; 

 
(iv) Subject to the provisions of Title Five, Book I of this Code, health services which 
include hospitals and other tertiary health services; 

 
(v) Social welfare services which include programs and projects on rebel returnees and 
evacuees; relief operations; and, population development  services; 

 
(vi) Provincial buildings, provincial jails, freedom parks and other public assembly areas, 
and other similar facilities; 

 
(vii) Infrastructure facilities intended to service the needs of the residents of the province 
and which are funded out of provincial funds including, but not limited to, provincial roads 
and bridges; inter-municipal waterworks, drainage and sewerage, flood control, and 
irrigation systems; reclamation projects; and similar facilities; 
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(viii) Programs and projects for low-cost housing and other mass dwellings, except those 
funded by the Social Security System (SSS), Government Service Insurance System 
(GSIS), and the Home Development Mutual Fund (HDMF): Provided, That national funds 
for these programs and projects shall be equitably allocated among the regions in 
proportion to the ratio of the homeless to the population; 

 
(ix) Investment support services, including access to credit financing; 

 
(x) Upgrading and modernization of tax information and collection services through the 
use of computer hardware and software and other means; 

 
(xi) Inter-municipal telecommunications services, subject to national policy guidelines; 
and 

 
(xii) Tourism development and promotion programs; 

 

II. Vision 
 

Nueva  Ecija  as  an agro-industrialized province where people actively participate in the 
development process and rightfully benefit from the fruits of such. 

 

III. Mission 
 

To promote and  enhance the economic, social, cultural, political, spiritual and  
philosophical well-being and global competitiveness  of  Novo  Ecijanos through proactive 
and participative local governance. 

 
IV. Service Pledge 

 
We, the officers and employees of the Provincial Government of Nueva Ecija hereby 
pledge to deliver our service to the public with: 

 

Utmost unity, uniformity, and consistency in abiding by the existing rules and 

regulations, 

Motivation to uphold good moral values, professionalism, and sensitivity to the needs of 

clients, 

Adherence to correct and adequate information, 

Love, compassion and dedication, and 

Immediate action and prompt attention to the client’s needs, queries, and complaints. 

 
All applicants or requesting parties who are within the premises of the office prior to the 
end of official working hours and during lunch break shall be attended to.  
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LIST OF SERVICES 
 

Governor’s Office 16 

       Administrative Division 16 
External Services  
Processing of Communication Letters, Requests, Invitations, etc. 
addressed to the Governor 

17 

        Public Affairs and Monitoring Office 19 
External Services  
Availment of Educational Financial Assistance 20 
        Sports and Manpower Development Services 21 
External Services  
Request for Sports Materials and/or Services 22 
       DWNE TeleRadyo 23 
External Services  
Request for On-Air Announcements, Coverage, and Others 24 
       Management Information System Division 26 
Internal Services  
Computer and Peripheral Repair 27 
Custom Software Development 30 
Network Installation (Local Area Network – LAN) 32 
Network Monitoring and Maintenance (Local Area Network – LAN 
and Wide Area Network – WAN) 

34 

Provision of End User Training 36 
Provision of System Enhancement 38 
       Provincial Youth Development Office 40 
External Services  
Application for Registration in the Revitalized Youth Organization 
Registration Program (R-YORP) (Initial Registration and 
Renewal) 

41 

Handling of queries / request for assistance on Youth 
Development Matters 

46 

Request for Technical Assistance (Training & Seminar) 48 
        Provincial Disability Affairs Office 
External Services 
Financing for PWD Member/Organization 
Skills Training cum Livelihood for PWDs 
Awarding / Assessment of Artificial Leg and Arms, Hearing Aid, 
etc. 
Awarding / Assessment of Wheelchairs, Walker, Crutches, and 
Cane 
School supplies and Gadget support for Indigent PWDs 
 

51 
 

52 
54 
56 

 
57 

 
58 
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Office of the Sangguniang Panlalawigan 60 

External Services  
Review of Municipal and City Ordinances, Resolutions and 
Executive Orders for Review of the Sangguniang Panlalawigan  

61 

Take Action on Administrative Cases and Appeal Cases Lodged 
Before the Sangguniang Panlalawigan As Quasi-Judicial Body 

63 

Internal Services  
Approval of Provincial Ordinances and Resolutions 66 
  

Provincial Administrator’s Office 68 

External Services  
Reservation for the Use of Provincial Government Facilities 69 
Internal Services  
Application for the Issuance of Travel Authority 71 
Issuance of Memoranda Regarding Personnel-Related Programs 

of PGNE Employees 

Preparation of Endorsement Letter to Sangguniang Panlalawigan 

of Programs/Projects Approved by the Governor 

73 
 

75 

  

Office of the Provincial Agriculturist 76 

External Services  
Assistance on the Application for Ani ng Masaganang Uhay 
(AMU) Crop Production Loan Project 

77 

Assistance on the Organization, Revitalization of Farmers, 
Fisherfolks and Other   Associations 

79 

Assistance to Applications on Farm Machineries, Equipment, 
Irrigation and Post-Harvest Facilities 

80 

Assistance to Trading and Marketing of Vegetables and Other 
Crops   

83 

Credit Assistance for Department of Agriculture Programs 85 
Custom Drying of Palay and Corn Grains 86 
Establishment of Technology Demonstration  Projects 89 
Market Matching  Assistance 91 
Provision of Agricultural Data 93 
Request for Technical Assistance on Pests and Diseases 
Management and Control 

94 

Request for Technical  Assistance  on Production of Rice, Corn 
and High Value Crops  

96 

Request for  Trainings for Crop Production, Pests & Diseases 
Management and Control, Aquaculture Production, Organic 
Production, Postharvest, Marketing  and Other  Agriculture-
Related Technologies 

98 
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Selling of Different Vegetable Seeds, Seedlings and Fruit Bearing 
Trees 

100 

Soil Analysis using Soil Test Kit (STK) and Fertilizer 
Recommendation 

103 

Technical Assistance on Aquaculture Production and Postharvest 105 
Tilapia  Fingerlings Dispersal 107 
Vegetable Seedlings and Fruits Bearing Trees for Institutional Use 108 
  

Provincial Tourism Office 111 

External Services  
Tour Assistance Services 112 
Tourism Promotion and Marketing Services 114 
Tourist Information Services 116 
Tourist Training and Development Services 118 
  

Provincial Veterinary Office 120 

External Services  
Animal Disease Monitoring for Walk-in client 121 
Animal Treatment for reported sick animals thru phone 122 
Animal Treatment for Walk-in client  123 
Anti-Rabies Vaccination for Walk-in Client 124 
Blood Sample Collection 125 
Issuance of Shipping Permit 126 
Concurring of Veterinary Health Certificate 128 
Farm Inspection 129 
Artificial Insemination (AI) with Pregnancy Diagnosis and Estrous 
Synchronization to walk-in client 

131 

Conduct of Seminars                                                                       132 
Provision of Livestock Data                                         134 
Internal Services  
Animal Disease Monitoring for Local Government Unit 136 
Anti-Rabies Vaccination for LGU 137 
Artificial Insemination (AI) with Pregnancy Diagnosis and Estrous 
Synchronization to MAO/MVO 

138 

Blood Collection (Surveillance)                                                                           140 
  

Provincial Cooperative and Entrepreneurship 
Development Office 

141 

External Services  
Coordination and Assistance in the Conducting the Pre-
Registration Seminar (PRS) 

142 

Financing for Organized Groups Livelihood Project 144 
Financing through Nueva Ecija Credit Surety Fund  146 
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 Financing through TODA Pasada Program 148 
Orientation to Organized Groups 150 
Technical Assistance in Bookkeeping and Preparation of Financial 
Statements  

151 

Technical Assistance in Capacity and Capability Building and 
Enhancement of Cooperative Officers and Members 

153 

Technical Assistance in Cooperative Operations 154 
Technical Assistance in Installing Cooperative Book of Accounts 155 
Technical Assistance in Preparing Project Proposals, Feasibility 
Study and Business Plan 

156 

Technical Assistance in the Cooperative Registration  157  
  

Provincial Employment Services Office 158 

External Services  
Career Guidance/Coaching 159 
Employment Facilitation Assistance - Local Recruitment Activity 
(LRA)  

160 

Employment Facilitation Assistance - Special Recruitment Activity 
(SRA) 

162 

Employment Facilitation Assistance – Job Referrals 165 
Job Fairs 166 
Livelihood Assistance Program 169 
Pre- Employment Orientation Seminar (PEOS) 170 
Special Program for Employment of Students (SPES) 171 
  

Environment and Natural Resources Office 174 

External Services  
Investigation/assessment of community issues on project/business 
operations affecting the environment 

175 

Processing of Application for Commercial Sand and Gravel 
(CSAG) /Industrial Sand and Gravel (ISAG) /Quarry Permit 

178 

Processing of Application for Government/Private Gratuitous 
Permit  

186 

Processing of Local Environmental Clearance Certificate (LECC) 191 
Seedling and/or Polyethelene Bags Request 196 
Technical Assistance and Information Dissemination on Solid 
Waste Management, Climate Change and Mining laws, rules and 
regulations 

198 

Technical Assistance for Upland Communities 200 
Technical Assistance on Boundary Delineation for ISAG/CSAG 
and CSC areas 

202 

  

Provincial Social Welfare and Development Office 204 
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External Services  
Availment of Child Health Care Service 205 
Availment of Dormitory Service 206 
Availment of Maternal Health Care Service 207 
Financial/Medical and Burial Assistance 209 
Provision of Free Medicine 210 
  

Provincial Assessor’s Office 211 

External Services  
Appraisal and Assessment of Undeclared and New Discovered 
Land, Building and Machinery 

212 

Cancellation of Assessment of Land, Building and Machinery 216 
Issuance of Certificate of No Property, No Record and Property 
Holdings 

218 

Issuance of Certified True Copies (CTC) of Tax Declaration and 
Certificates of No Improvement (CNI) 

220 

Property Identification and Verification of Ownership, Location and 
Improvement 

222 

Revision/Annotation and Correction of Assessment of Land, 
Building and Machinery 

224 

Transfer, Subdivision and Consolidation of Ownership Into Tax 
Declaration (Land, Building and Machinery) 

227 

Internal Services  
Reclassification of Land to Non-Agricultural Usage 231 
  

Provincial Treasurer’s Office 235 

External Services  
Issuance of Official Receipt for Amusement Tax 236 
Issuance of Official Receipt for Annual Fixed Tax for Delivery 
Trucks and Vans 

237 

Issuance of Official Receipt for Franchise Tax 239 
 Issuance of Official Receipt for Payment of Other LGU’s Share 
from Tax on Sand, Gravel and Other Quarry Resources 

240 

Issuance of Official Receipt for Permit Fees and Other Regulatory 
Fees 

242 

Issuance of Official Receipt for Professional Tax 244 
Issuance of Official Receipt for Real Property Tax 245 
Issuance of Official Receipt for Rental Fees 247 
Issuance of Official Receipt for Tax on Sand, Gravel and Other 
Quarry Resources 

248 

Issuance of Official Receipt for Tax on the Transfer of Real 
Property Ownership 

250 
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Internal Services  
Acceptance of Collections Turned over by Collecting Officers 252 
Cash Disbursement 254 
Issuance of Accountable Forms to Other Local Government Units 
(LGUs)  

257 

Issuance of Official Receipt for Certification and Clearance Fees 258 
Payment of Salaries 259 
Releasing of Checks of Claimants/Beneficiaries 260 
Verification and Payment of Province’s Real Property Tax Share 
(Basic and SEF) from MTOs  

263 

  

Provincial Human Resource Management Office 265 

External Services  
Acceptance of application for employment 266 

Internal Services  
Application for Terminal Leave Benefits 268 
Checking of Payroll Attachments 270 
GSIS Loan Confirmation 271 
Issuance of Certification of Employment/Leave Credits/Service 
Record 

272 

Processing of Complaints 273 
Processing of Travel Order 276 
Request for Endorsement Letter to Government Service Insurance 
System 

277 

  

Provincial Legal Office 278 

External Services  
Free Legal Assistance Services 279 
Rendering Legal Opinions 280 
  

Provincial Budget Office  

Internal Services 282 
Budget Execution 283 
Budget Preparation 285 
Budget Review 286 
  

Provincial Information Office 288 

External Services  
Data/ Information Dissemination on the Status of Programs, 
Projects, Activities Completed and Implemented in the Province 

289 
 

Request for Data/ Statistics about Nueva Ecija 290 
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Provincial Disaster Risk Reduction and Management 
Office 

291 

External Services  
Non-Structural - Flood Control/Mitigation Services 292 
Request for Trainings/Drills/Lectures for Disaster Preparedness 294 
Response Services 296 
  

Provincial Planning and Development Office 298 

External Services  
Issuance of Certification of Local Road Inventory 299 
Technical Review of LDIP and AIP 300 
  

Provincial Trade and Industry Office 301 

External Services  
Conduct of Livelihood Trainings 302 
Technical Assistance for Trade Fair/Exhibit 304 
  

Provincial General Services Office 305 

Internal Services  
Condemn of unserviceable plant, property and equipment  306 
Issuance of supplies, materials and equipment 308 
Repair and maintenance of building and facility of PGNE 309 
  

Provincial Engineering Office 311 

Internal Services  
Planning/Programming, Design and Construction of Various 
Infrastructure Projects as per request of barangays, 
municipalities, cities, public schools and/or other government 
agencies 
Request for Program of Works, Plans and Estimates for Roads, 
Bridges, Multi-Purpose Facilities and Flood Control Projects 
Request for Issuance of Certificate of Completion for All Types of 
Infrastructure Projects 
 

312 
 
 
 

319 
 

321 

  

Provincial Accounting Office 323 

Internal Services  

Amu/Microfinance 324 
Burial Assistance (Individual) 326 
Clothing, Mid Year, Year Endbonuses, Cash Gift, Pei, Longevity 328 
Contract Of Service (Cos) 330 
Educational Financial Assistance (Individual Full Scholar) 332 
Educational Financial Assistance (Schools) 334 
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Financial Assistance – Organization 336 
Honoraria For Judges And Prosecutors 
Issuance of Various Certifications 

338 
340 

  

Provincial Health Office 342 

Internal Services  
Provision Of Services To Hospitals (Technical Assistance) 343 
Provision Of Services To LGUs (Technical Assistance) 345 
Provision Of Supplies 347 
  

PGNE Hospitals 348 

Ambulance Service 349 
Availment of Medical Assistance 351 
Availment of PhilHealth Benefits 353 
Availment of PhilHealth Point of Service 356 
Billing Services 357 
Cashiering Services 359 
Clinical Laboratory  Services 361 
Dental Service 366 
Emergency  Room Services 368 
Filing of Claims 370 
Issuance of Birth Certificate and Death Certificate 371 
Issuance of Medical Certificate and Medico Legal Certificate 373 
Medical and Nursing Services 375 
Nutrition and Dietetics Services 377 
Operating and Delivery Room  Services 378 
Out-Patient Services 380 
Pharmacy Services 382 
Radiology Services  384 

 
Nueva Ecija Drug Abuse Treatment and 
Rehabilitation Center 
External Services 
Facilitation of Drug Dependency Examination (DDE) 
Admission, Treatment, and Rehabilitation Program  
After-care and Follow-up Program 
 
 

 
387 

 
 

388 
390 
392 

Provincial Manpower Training Center 393 

External Services  
Application for Competency Assessment & Certification 394 
Application for On the Job Training (OJT) / Apprenticeship  397 
Issuance of Training Certificates & other Certification 399 
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Processing of Enrolment for Skills Training 401 
Application for Supervised Industry Learning (SIL) 
 

403 

Eduardo L. Joson Memorial College 405 

External  Services  
Admission: Enrollment of Incoming Freshmen 406 
Application for Dormitory Accommodation 408 
Borrowing of Books 410 
Dental Services 412 
Enrollment of Irregular / Re-Admitted Students 413 
Enrollment of Old (Second to Fourth Year) Students 415 
Issuance of Academic Records 416 
Issuance of Good Moral Certificate 418 
Issuance of Referral Slips 419 
Library Services: Library Card Registration 421 
Medical Services: Recommendation for Excuse Due to Illness 423 
Provision of First Aid  424 
Provision of Guidance Counseling 425 
Settlement of Student Grievances 427 
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Governor’s Office 
 

Administrative Division 
 

External Services  
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1. Processing of Communication Letters, Requests, Invitations, etc. 
addressed to the Governor  
 

Various communications on requests, invitation, assistance, and others addressed to 
the governor are received by this office to be forwarded to governor for his appropriate 
action.  

 
Office or Division: Office of the Governor/ Administrative Division 

Classification: Simple 

Type of 
Transaction: 

G2G - Government to Government; G2C-Government to Citizen 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Communication Letter/Invitation/Request 
(2 Original & 1 Photocopy) 

Client 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit three (3) 
copies of the 
document/s 

1.1 Receive the 
letter/request 

 
1.2 Encode in the 
data base the 
document/s 
received 

 
1.3 Attach 
Reference Slip w/ 
short summary & 
forward the 
incoming 
communication to 
the Governor or 
Provincial 
Administrator for 
appropriate 
action. 
 
1.4 Indicate the 
action to be taken 

None 
 
 

None 
 
 
 
 

None 
 
 
 
 
 
 
 
 
 
 
 

None 

2 minutes 
 

 
3 minutes 

 
 
 

 
3 minutes 

 
 
 
 
 
 
 
 
 
 
 

10 minutes 

Receiving Officer 
Admin. Division 

 
Records Officer 
Admin. Division 

 
 

 
Records Officer 
Admin. Division 

 
 
 
 
 
 
 
 
 
 

Governor 
Office of the 

Governor 

2. Receive the 
communication letter 
with appropriate 

2. Forward the 
documents to the 

None 2 minutes Releasing Officer 
Admin. Division 
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action taken on the 
letter/request 

concerned 
agencies/office/ 
person 

TOTAL None 20 minutes  

Note: Duration is accounted on average individual transaction time and does not include 
queuing time, volume of requests factor and/or compliance of incomplete requirements.  
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Governor’s Office 

 

Public Affairs and Monitoring Office 
 

External Services 
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1. Availment of Educational Financial Assistance  
 

This service caters to all incoming first year college students of Nueva Ecija who 
passed the qualifying examination conducted by PAMO and to all college students who 
are currently availing the service for renewal. 

 
Office or Division: Public Affairs and Monitoring Office 

Classification: G2C – Government to Citizens 

Type of Transaction: Complex 

Who may avail: Incoming First Year College and College students who passed the qualifying 
examination (New Scholars) 
College students (Renewal) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

2x2 ID picture (2 pcs.) Client 

1x1 ID Picture (1 pc) Client 

Duly accomplished Application Form PAMO 

Form 138 for incoming 1st Year College (2 
photocopy) 

School/university of the student 

Certification of Grades for College Level (1 
original copy) 

School/university of the student 

Assessment form or registration form (2 
photocopies) 

School/university of the student 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to Scholarship 
Information Desk 

1. Assess the 
applicant 

None 2 minutes Scholarship Staff 

2. Accomplish and submit 
the Application Form and 
requirements 

1.1 Check the 
application form if 
duly accomplished 
  
1.2 Process the 
Voucher 
 
1.3 Inform the 
applicant on the 
schedule of release of 
financial assistance 

None 
 
 
 

None 
 
 

None 

2 minutes 
 
 
 

10 days 
 
 

2 minutes 

Scholarship Staff 
 
 
 

Scholarship Staff 
 
 

Scholarship Staff 

TOTAL None 10 days and 6 
minutes  
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Governor’s Office 

 

Sports and Manpower Development Services 
 

External Services 
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1. Request for Sports Materials and/or Services 
 

This service is for individual or group of individuals who wish to avail sports 
development services and materials.  
 

Office or Division: Office of the Governor/Sports and Youth Development Services 

Classification: Simple 

Type of 
Transaction: 

G2C-Government to Citizen 

Who may avail: City/Municipality/Barangay/School/University within Nueva Ecija 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of request addressed to the 
Governor thru SYDS (1 original copy, 1 
photocopy) 

Client 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
requirements  
  

1.1 Receive the 
letter/request 

 
1.2 Evaluate the 
request for 
availability of 
material 
requested or 
schedule of date 
and venue for 
services 
requested 
 

1.3 Inform the 
client on the 
status of the 
request 

None 
 
 

None 
 
 
 
 

 
 
 
 
 

None 

2 minutes 
 

 
5 minutes 

 
 
 

 
 
 
 
 
 

3 minutes 

Receiving Officer 
 
 

Staff-in-Charge 
 
 
 
 
 
 
 
 
 

Staff-in-Charge 
 

2. Receive the sports 
materials/services 
requested 

2. Release the 
sports 
materials/conduct 
the service 
request 

None 5 minutes 
(depends of 
the service 
requested) 

Staff-in-Charge 
 

TOTAL None 15 minutes  
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Governor’s Office 
 

DWNE TeleRadyo 
 

External Services 
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1. Request for On-Air Announcements, Coverage, and Others 
 

 All clients may request for a public announcement and event coverages as part of 
the services of DWNE Teleradyo on information dissemination. These announcements 
and coverages will be broadcasted on air through radio and television and through the 
official social media account of DWNE TeleRadyo. 
 

Office or Division: Office of the Governor/DWNE TeleRadyo 

Classification: Simple 

Type of 
Transaction: 

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

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

For Personal Appearance in the Station: 

• Letter of request indicating the 
summary of the announcement to be 
broadcasted/event to be covered 

• Proof of Identity (any valid ID) (1 
photocopy) 

• Accomplished request slip 
 

For request through email, social media, : 
 

• Letter of request indicating the 
summary of the announcement to be 
broadcasted/event to be covered 

• Proof of Identity (any valid ID) (1 
scanned copy) 

• Accomplished request slip 

 
Client 
 
 
Client 
 
Administrative Section, DWNE 
 
 
 
Client 
 
 
Client 
 
Administrative Section, DWNE 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
requirements  
  

1.1 Receive the 
letter/request 

 
1.2 Review the 
content of the 
letter of request  
 

1.3 Forward to the 
respective officer 
in-charge of the 
request 

None 
 
 

None 
 
 
 

None 
 
 
 
 

2 minutes 
 

 
5 minutes 

 
 
 

5 minutes 
 
 
 
 

Receiving Officer 
 
 

Staff-in-Charge 
 
 
 

Staff-in-Charge 
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1.4 Take 
appropriate action 
on the request 

 
None 

 
1 hour 

 
Staff-in-Charge 

 

2. If approved, 
receive the 
certification of the 
announcement/cover
age made 

2. Release two 
copies of 
certification of 
announcement/co
verage 

None 5 minutes Staff-in-Charge 
 

TOTAL None 1 hour and 17 
minutes 
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Governor’s Office 
 

Management Information System Division 
 

External Services  
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1. Computer and Peripheral Repair  

This service is provided to the entire Provincial Government offices to extend 

hardware support ensuring smooth office transactions.  

Office or Division: Management Information System – Governor’s Office 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: All PGNE Offices 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

FOR REPAIR WITH SERVICE 
PART/S REPLACEMENT 

 

1. Duly accomplished Service Request 
Form (SRF) (2 copies) 

MIS – GO Receiving Officer 

2. Provision of service part/s for 
replacement 

• Service part/s to be replaced 
would depend on the diagnostic 
result. 

Office Allocation – for purchase 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit duly 
accomplished 
Service Request 
Form (SRF) to 
MIS - GO 

 

1.1 Receive the 
SRF 

1.2 Assess and 
schedule repair  

1.3 Give SRF 
(client copy) 

 
 
 

None 

1 minute 
 

5 minutes 
 

1 minute 
 

Receiving Officer 
MIS-GO 

Technical Support 
MIS-GO 

Technical Support 
MIS-GO 

2. Take the unit 
needing repair to 
MIS Technical 
Support 

2.1 Conduct 
hardware 
diagnostic 

2.2 Identify part/s 
that need 
replacement 
and inform the 
client of the 
service part/s 
needed 

 
 
 

None 

30 minutes 
 
 

10 minutes 

Technical Support 
MIS-GO 

 
Technical Support 

MIS-GO 
 

3. Provide the 
service part/s 
needed 

 

3.1 Proceed with 
troubleshoot 
and repair 

3.2 Test to ensure 
good working 
condition 

 
 
 

None 

1 hour  
 
 

30 minutes 

Technical Support 
MIS-GO 

 
Technical Support 

MIS-GO 
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Acknowledge 
completion of 
service, sign the 
form 

5 Report 
completion of 
service, have 
the client sign 
the Acknow-
ledgement 
Receipt Form 

 
None 

5 minutes Technical Support 
MIS-GO 

 
 
 
 
 
 

Claim the unit 6 5.  Return the 
repaired unit 

 5 minutes Technical Support 
MIS-GO 

TOTAL 2 hours 
 27 

minutes 

  

 
Note: Repair time is based on average unit condition.  This would vary depending on 
the extent of damage. 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

FOR REPAIR WITHOUT SERVICE PART/S 
REPLACEMENT 

 

1. Duly accomplished Service Request Form 
(SRF) (2 copies) 

MIS – GO Receiving Officer 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit duly 
accomplished 
Service Request 
Form (SRF) to 
MIS - GO 

 

1.1 Receive the 
SRF 

1.2 Assess and 
schedule 
repair 

1.3 Give SRF 
(client copy) 

 
 
 

None 

1 minute 
 

5 minutes 
 
 

1 minute 
 

Receiving Officer 
MIS-GO 

Technical Support 
MIS-GO 

 
Technical Support  

MIS-GO 

2. Take the unit 
needing repair to 
MIS Technical 
Support 

2.1 Conduct 
hardware 
diagnostic 

2.2 Proceed with 
troubleshoot 
and repair  

2.3 Test to ensure 
good working 
condition 

 
 
 

None 

30 minutes 
 
 

45 minutes 
 
 
 

30 minutes 

Technical Support 
MIS-GO 

 
Technical Support 

MIS-GO 
 
 

Technical Support 
MIS-GO 

3. Acknowledge 
completion of 
service, sign form  

3. Report 
completion of 
service, have 
the client sign 

 
None 

5 minutes 
 
 
 
 

Technical Support 
MIS-GO 
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the Acknow-
ledgement 
Receipt Form  

 
 

 

 
 

 

4. Claim the unit 4.  Return the 
repaired unit 

 5 minutes Technical Support 
MIS-GO 

TOTAL  2 hours 
2 minutes 
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2. Custom Software Development 
Management Information System-Governor’s Office provides assistance in the 

development of custom software specifically designed to fit the requirements of an office.  
 

Office or Division: Management Information System – Governor’s Office 

Classification: Highly Technical 

Type of Transaction: G2G – Government to Government 

Who may avail: All PGNE Offices 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Request Letter addressed to the Office 
of the Governor thru MIS-GO 

MIS – GO Receiving Officer 

2. Provision of reference materials: 

• Office processes 

• Reports 

• Forms 

• All other relevant documents 

Requesting Office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit a request 
letter addressed to 
the Governor thru 
MIS - GO 

1.1 Log the request 
1.2  Assess the 

request and 
endorse to the 
Office of the 
Governor 

 
None 

1 minute 
 

5 minutes 

Receiving Officer 
MIS-GO 

 
 

Database IT 
Support 
MIS-GO 

2. Meeting with the 
Database IT 
Support 

2.1  Schedule a 
meeting with the 
concerned office 
personnel 

 
None 

5 minutes Database IT 
Support 
MIS-GO 

 

3. Discuss the 
requirements and 
goals of the office 
in requiring a 
custom software 

 

3. System Analysis  
 

None 

2 hours Database IT 
Support 
MIS-GO 

 

4. Provide reference 
materials 

 

4.1 Gather the 
requirements 

4.2 Code 
construction 

 
None 

5 days 
 

24 days 

Admin Support 
MIS-GO 

Database IT 
Support 
MIS-GO 

5. Agree to schedule 
of end-user 
system orientation 

5.1 Schedule system 
orientation and 
training 

 
None 

5 minutes 
 
 

Technical Support 
MIS-GO 
End-User 
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and training and 
attend the same 

5.2 Conduct system 
orientation and 
training 

3 hours Client Office 

6. End-user test the 
software and 
evaluate its 
performance 

6. Testing and 
Debugging 

 
None 

10 days Database IT 
Support 
MIS-GO 
End-User 

Client Office 

7. Accept the 
software 

7.1 System turn-over  
None 

1 hour Admin Support 
MIS-GO 

 

8. Use the system  
 

7.2 System 
Implementation 
ensure that the 
system is 
operational 

 
None 

Step is not 
included in 

total 
processing 

time  

Admin Support 
MIS-GO 
End-User 

Client Office 

TOTAL 39 days 
 6 hours 

16 
minutes 

  

 
Note: Code construction duration is based on development of simple software.  Time 
varies depending on the complexity of software being developed.
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3. Network Installation (Local Area Network – LAN) 
This service is provided to the entire Provincial Government offices to establish a 

communication medium among them. 
A local area network (LAN) is a group of computers and associated devices that 

share a common communications line or wireless link to a server. Typically, a LAN 
encompasses computers and peripherals connected to a server within a distinct 
geographic area such as an office. 

 

Office or Division: Management Information System – Governor’s Office 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: All PGNE Offices 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Duly accomplished Service Request 
Form (SRF) (2 copies) 

MIS – GO Receiving Officer 

2. Provision of materials needed: 
a. Estimated length Cat 6 UTP cable 
b. Estimated quantity RJ45 jacks, 

plates, and plugs 
c. Switch/es 

Office Allocation – for purchase 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit duly 
accomplished 
Service Request 
Form (SRF) (2 
copies) to MIS-GO 

1.1 Log request 
and forward to 
Technical 
Support   

1.2 Assess and 
approve 
request and 
schedule 
installation 

1.3 Give SRF 
(client copy) 

 
 
 

None 

1 minute 
 
 
 

5 minutes 
 
 
 
 
 

1 minute 
 

Receiving Officer 
MIS-GO 

 
 
 

Technical Support  
MIS-GO 

2. Provide details of 
computers to be 
connected to 
network 

2.1 Site inspection 
2.2 Estimate 

materials 
needed  

 
None 

30 minutes 
 

30 minutes 

Technical Support  
MIS-GO 

Technical Support  
 

MIS-GO 
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3. Provide the 
materials needed 

 

3.1 Start 
installation 

3.2 Test to ensure 
connectivity 

 
 
 

None 

3 hours 
 

30 minutes 
 

Technical Support  
MIS-GO 

Technical Support  
MIS-GO 

 

4. Acknowledge 
completion of 
service, sign the 
form 
 

5 Report 
completion of 
service, have 
the client sign 
the 
Acknowledgm
ent Receipt 
Form  

 
 
 

None 

5 minutes Technical Support  
MIS-GO 

 

TOTAL 
  

None 4 hours 
42 minutes 

 

Note: Installation time is based on a 10 ft x 12 ft room under easy to access condition. 
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4. Network Monitoring and Maintenance (Local Area Network – LAN and 

Wide Area Network – WAN) 

This service is provided to ensure stable and efficient connectivity of computers 
and devices to the server. 

 

Office or Division: Management Information System – Governor’s Office 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: All PGNE Offices 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Duly accomplished Service 
Request Form (SRF) (2 copies) 

MIS – GO Receiving Officer 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit duly 
accomplished 
Service Request 
Form (SRF) (2 
copies) to MIS-GO 

 
 

1.1 Log request 
and forward to 
Technical 
Support   

1.2 Assess and 
approve 
request  

1.3 Give SRF 
(client copy) 

1.4 Check the 
status of 
connectivity  

1.5 Visit site and 
conduct 
visual 
inspection 

1.6 Troubleshoot 
1.7 Test to 

ensure 
connectivity 

 
 
 

None 

2 minutes 
 
 
 

10 minutes 
 
 
 

1 minute 
 

10 minutes 
 
 

30 minutes 
 
 
 

30 minutes 
 

30 minutes 

Receiving Officer 
MIS-GO 

 
 

Technical Support  
MIS-GO 

 
 

Technical Support  
MIS-GO 

Technical Support  
MIS-GO 

 
Technical Support  

MIS-GO 
 
 

Technical Support  
MIS-GO 

Technical Support  
MIS-GO 

2. Acknowledge 
completion of 
service, sign the 
form 

 

2. Report 
completion of 
service, have 
the client sign 
the Acknow-
ledgement 
Receipt Form  

 
None 

5 minutes Technical Support  
MIS-GO 
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TOTAL  2 hours  
3 minutes 
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5. Provision of End User Training 

One of the most important steps for a successful system implementation is training of 
the end users. During parallel testing the end users should be utilized, so training will 
need to be rolled out prior to that. Getting the end users involved at this point is also a 
good way to help them get familiarized about the system, as many of them may not have 
been involved with the project prior to training. Their assistance in parallel testing will help 
them prepare for when the system goes live.  

When everyone involved with using the system is included in the training, they will feel 
more confident about using it as they go into production and the user community will view 
the implementation as successful. The system may have been tested for functionality and 
all customizations are working accurately, but if the end users do not know how to use it 
or feel comfortable with it, then the launch of the new system will be viewed as 
unsuccessful. Therefore, the timing of the end user training is critical and must be planned 
for and implemented prior to the start of the parallel test phase to ensure a successful 
implementation. 

 

Office or Division: Management Information System – Governor’s Office 

Classification: Complex 

Type of Transaction: G2G – Government to Government 

Who may avail: All PGNE Offices 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. List of end-user trainees and 
designation 

Requesting Office 

CLIENT STEPS  
FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Give the list of 
names of system 
end-user with 
their designation 
to MIS-GO and 
agree on the 
schedule of 
training 

1.1 Receive the list 
1.2 Identify who 

should be 
included in the 
training and 
coordinate with 
the concerned 
office 

1.3 Set and agree 
on the schedule 
of training 

1.4 Form a training 
team 

1.5 Coordinate with 
Database IT 
support 

 
None 

2 minutes 
 

20 minutes 
 
 
 
 
 
 

5 minutes 
 
 

30 minutes 
 
 
1 day 

Receiving Officer 
MIS-GO 

Admin Support 
MIS-GO 

 
 
 
 
 

Admin Support 
MIS-GO 

 
Admin Support 

MIS-GO 
 

Admin Support 
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1.6 Design training 
materials/ 
documents 

1.7 Finalize design 
documents 

 
 

3 days 
 
 

1 day 

MIS-GO 
 

Admin Support 
MIS-GO 

 

2.  1.8 Test training 
materials for 
accuracy 

1.9 Orientation of 
training team 

None 1 hour Admin Support 
MIS-GO 

 
Database IT 

Support 
MIS-GO 

Admin Support 
MIS-GO 

3. Attendance of 
end-user to 
training  

 

2.1 Provide training 
documents and 
materials 

2.2 Deliver training 
to end users 

2.3  Trainers 
troubleshoot 
problems and 
answer 
questions 

2.4 Get feedback 
from the end 
user on what 
areas they feel 
they were not 
trained in 

2.5 If necessary, 
modify training 
and support 
materials 

None 20 minutes 
 
 

3 hours 
 

2 hours 
 
 
 
 
 

1 hour 
 
 
 
 
 
 

1 day 

Admin Support 
MIS-GO  

 
Admin Support 

MIS-GO 
Admin Support 

MIS-GO 
 
 
 
 

Admin Support 
MIS-GO 

 
 
 
 
 

Admin Support 
MIS-GO 

TOTAL None 6 days 
 8 hours 

17 minutes 
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6. Provision of System Enhancement 

System enhancement is an additional service to system development that is 

offered by the Management Information System-Governor’s Office. This service adds 

features to the existing system to support the changes in the user specification. 

Office or Division: Management Information System – Governor’s Office 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: All PGNE Offices 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Request Letter addressed to MIS-GO MIS – GO Receiving Officer 

2. Provision of reference materials: 

• Office processes 

• Reports 

• Forms 

• All other relevant documents 

Requesting Office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit a request 
letter addressed to 
MIS - GO 

1.1 Log the request 
and forward to 
Database IT 
Support 

1.2  Assess the 
request  

 
None 

1 minute 
 
 
 

5 minutes 

Receiving Officer 
MIS-GO 

 
 

Database IT 
Support 
MIS-GO 

2. Meeting with the 
Database IT 
Support 

2. Schedule a 
meeting with the 
concerned office 
personnel 

 
None 

5 minutes Database IT 
Support 
MIS-GO 

 

3. Discuss the need 
for system 
enhancement/ 
upgrade 

 

3.  Analyze system 
requirements for 
enhancement/ 
upgrade 

 

 
 

None 

1 hour Database IT 
Support 
MIS-GO 

 

4. Provide reference 
materials 

 

4.1 Gather reference 
materials 

4.2 Code 
construction 

 
None 

1 day 
 

3 days 
 

Admin Support 
MIS-GO 

Database IT 
Support 
MIS-GO 

5. Attend orientation, 
test and use the 
system  

5.1 System update  
5.2 End user 

orientation 

 
None 

5 minutes 
 

1 hour 

Technical Support 
MIS-GO 

Admin Support 
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MIS-GO 
End-User 

Client Office 

TOTAL  4 days 
 2 hours 

16 minutes 

 

Note: Code construction duration is based on simple system upgrade requirements. 
Time varies depending on the complexity of the system upgrade.  
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Governor’s Office 
 

Provincial Youth Development Office 
 

External Services 
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1. Application for Registration in the Revitalized Youth Organization 
Registration Program (R-YORP) (Initial Registration and Renewal) 
 

To register youth organizations (YOs) and youth serving organizations (YSOs) to 
the Provincial Youth Development Office and the National Youth Commission for data 
basing. 

 
Office or Division: Provincial Youth Development Office 

Classification: Complex 

Type of 
Transaction: 

G2C – Government to Citizen 

Who may avail: All youth organizations (YOs) and youth serving organizations 
(YSOs), with a minimum number of ten (10) members in good 
standing and which are operating in the province of Nueva Ecija. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Prescribed requirements in compliance 
with the “Policy Guidelines in the 
Registration of Youth Organizations and 
Youth Serving Organizations” (2017 R-
YORP Guidelines) approved by the 
National Youth Commission. 
 
1. Official Registration Form 

(Organizational Profile)  
2. Directory of Officers and Advisers 
3. List of Members in Good Standing 
4. Copy of Constitution and By-Laws, 

which should indicate the age and 
scope of membership; and 

5. Endorsement or Certification from 
Appropriate Authority 

 
 
 
 
 
 
 

1. Provincial Youth Development Office 
 

2. PYDO’s R-YORP Google Drive: 
https://drive.google.com/drive/folders/1me
KL2Db1jxn27oQvSVuTUIicE-
wreMzs?usp=drive_open 

 
3. National Youth Commission’s KABAYANI 

website 
http://yorpnyc.org.ph/yorppage/ 

 
 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Secure checklist 
of requirement 
from PYDO. 
 
 

2. Submit the duly 
accomplished 

1.Provide the 
client with a 
checklist of 
requirements. 
 
2.0 Pre-
evaluate the 

None 
 
 
 
 
 

None 

5 minutes 
 
 
 
 
 

15 minutes 

Information Officer 
PYDO - Information 

& Help Desk 
 
 
 

https://drive.google.com/drive/folders/1meKL2Db1jxn27oQvSVuTUIicE-wreMzs?usp=drive_open
https://drive.google.com/drive/folders/1meKL2Db1jxn27oQvSVuTUIicE-wreMzs?usp=drive_open
https://drive.google.com/drive/folders/1meKL2Db1jxn27oQvSVuTUIicE-wreMzs?usp=drive_open
http://yorpnyc.org.ph/yorppage/
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documents and 
other supporting 
papers. 

 

application. 
Checks for the 
completeness 
and 
correctness of 
the 
requirements 
& other 
supporting 
documents. 
  

2.1 In case of 
deficiency, 
inform the 
liaison or 
representative 
of the 
registering 
organization of 
the lacking 
and/or 
incorrect 
requirements 
for their 
completion 
and/or revision 
as the case 
maybe. 

 
 

2.2 If supporting 
documents 
submitted are 
found 
complete and 
correct, stamp 
received in the 
application 
documents. 
 

2.3  Verify the 
authenticity of 
the registration 
information & 

 
 
 
 
 
 
 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 
 
 
 

None 

 
 
 
 
 
 
 
 
 
 
 
 
 

5 minutes 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5 Minutes 
 
 
 
 
 
 
 
 
 
 

5 Days 

Youth Development 
Officer I 
PYDO 

 
 
 
 
 
 
 
 
 
 
 

Youth Development 
Officer I 
PYDO 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Youth Development 

Officer I 
PYDO 
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supporting 
documents 
provided by 
the 
organization 
through the 
“verification 
process” 
prescribed by 
the NYC 
stated in 
Section 9, 
Article II of the 
2017 R-YORP 
Guidelines. 
 

2.4 If application is 
approved, 
docket the 
name and 
registration 
details of the 
organization in 
the local list of 
registered and 
verified YOs & 
YSOs. 

 
2.5 If application is 

disapproved 
for a cause, 
prepare letter 
of explanation 
containing 
basis & details 
of decision to 
be sent to the 
YO / YSO 
denied of 
registration. 

 
2.6 Prepare the 

Certificate of 
Local 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5 Minutes 
 
 
 
 
 
 
 
 
 
 
 

3 Days 
 
 
 
 
 
 
 
 
 
 
 
 

Youth Development 
Officer II 
PYDO 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Youth Development 

Officer II 
PYDO 

 
 
 
 
 
 
 
 
 

Youth Development 
Officer IV 

PYDO 
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Registration 
(COLR). 

 
2.7 Sign the 

Certificate of 
Local 
Registration 
(COLR). 
 
 
 
 
 

2.8 Transmit 
electronic / 
scanned 
copies to the 
National Youth 
Commission 
for the 
issuance of the 
Unique 
Registration 
Number (URN) 
through the 
YORP Online 
Hub, and 
subsequent 
enlistment in 
the National 
List of 
Registered 
and Verified 
YOs & YSOs 
and issuance 
of the 
Certificate of 
Registration by 
the NYC. 
 

2.9 Notify the 
applicant that 
the Certificate 
of Local 

None 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5 minutes 
 
 
 
 
 
 

5 Minutes 
 
 
 

3 Days 
 
 
 
 

1 Day 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Administrative Aide 
III (Illustrator I) 

PYDO 
 
 
 

Youth Development 
Officer IV 

PYDO 
 

Provincial Governor 
Province of Nueva 

Ecija 
 
 

Youth Development 
Officer I 
PYDO 
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Registration 
maybe picked 
up or shipped 
out through 
courier. 

None 
 
 
 
 
 
 

1 Day 
 

Youth Development 
Officer I 
PYDO 

 

3. Claim the 
approved 
Certificate of Local 
Registration from 
PYDO. 

3. Retain the 
duplicate copy of 
the Certificate of 
Local Registration 
(COLR) for record 
purposes and 
release the COLR 
to the 
organization’s 
representative. 

None 
 
 
 
 
 

5 minutes 
 
 
 
 
 

Youth Development 
Officer I 
PYDO 

 

TOTAL:  13 Working 
Days and 50 

Minutes 

 

Note: Duration is accounted on average individual transaction time and does not include 
queuing time, volume of requests factor and/or compliance of incomplete requirements  
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2. Handling of queries / request for assistance on Youth Development 
Matters  

 
The Provincial Youth Development Office provides general information on youth 

development matters and handles requests for assistance on youth related services of 
the Provincial Government of Nueva Ecija. 

 

Office or Division: Provincial Youth Development Office 

Classification: Simple 

Type of 
Transaction: 

G2C – Government to Citizens 

Who may avail: Youth Organizations (YOs), Youth Serving Organizations (YSOs), 
Sangguniang Kabataan Officials, Local Youth Development Councils, 
Local Youth Development Offices & Other Partner Agencies 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None  
 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Get queuing 
number and wait for it 
to be called. 
 
 
 
2. Inform the 
Personnel-On-Duty 
regarding the query 
or request for 
assistance.  
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Assign client 
transaction 
number and 
attend to client’s 
inquiry. 
 
2.Provide 
response to 
simple queries / 
request for 
assistance. 
 
*For complex 
queries / requests 
for assistance, 
advise client that 
the matter will be 
referred to the 
appropriate office. 
Request the client 
to fill-out the 
request form. 
 
 

None 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 Minute 
 
 
 
 
 
 

5 Minutes 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Information Officer 
PYDO - Information 

& Help Desk 
 
 
 

 
Personnel-On-Duty 

PYDO 
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3. For concerns to be 
referred to other 
offices of the 
Provincial 
Government of Nueva 
Ecija, fill-out a 
request form. 
 
 
4. Fill-out a Customer 
Feedback Sheet 

3.Prepare a 
referral letter and 
forward the 
concern to the 
concerned office 
within the day. 

 
None 

 
 
 
 
 
 
 

None 

 
5 Minutes 

 
 
 
 
 
 
 

5 Minutes 
 

 
Personnel-On-Duty 

PYDO 
 
 
 
 
 

 
Personnel-On-Duty 

PYDO 

TOTAL  16 Minutes  

Note: Duration is accounted on average individual transaction time and does not include 
queuing time, volume of requests factor and/or compliance of incomplete requirements.
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3. Request for Technical Assistance (Training & Seminar) 
 

Processing of request for Technical Assistance (Training & Seminar). Technical 
assistance is the basic support given to any requesting youth organization (YO) and/or 
youth serving organization (YSOs) especially those registered in the Revitalized Youth 
Organization Registration Program (R-YORP) as well as with other partner agencies in 
terms of the need for resource speakers / subject matter experts, facilitators or any other 
assistance that may build the capacity of the requesting client in the field of youth 
development. 

 
 

Office or Division: Provincial Youth Development Office 

Classification: Complex 

Type of 
Transaction: 

G2C – Government to Citizens 

Who may avail: Youth Organizations (YOs), Youth Serving Organizations (YSOs), 
Sangguniang Kabataan Officials, Local Youth Development Councils, 
Local Youth Development Offices & Other Partner Agencies. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
Letter Request addressed to the 
Honorable Provincial Governor thru the 
Provincial Youth Development Officer 
signed by the authorized signatory / 
signatories of the requesting entity. (1 
original or 1 scanned copy). 
 

 
From the requesting organization / institution. 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 
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1. Prepare and sends 
the letter request for 
technical assistance 
to PYDO either 
delivered personally 
or sent through e-mail 
& other social media 
platform. 

1.1 Acknowledge 
the receipt of the 
letter request. 
  
*All requests must 
be sent to PYDO 
at least two (2) 
weeks before the 
actual conduct of 
the activity to 
provide sufficient 
time to prepare. 

 
1.2 Assess the 
type of request for 
technical 
assistance and 
ensure that it is 
aligned and 
anchored in the 
agency’s 
objectives 
especially in the 
nine (9) centers of 
youth participation 
embodied in the 
Philippine Youth 
Development 
Plan.  
 
1.3 Once 
approved, assigns 
the personnel-in-
charge to provide 
the requested 
technical 
assistance. 
 
1.4 Prepares and 
process at 
PHRMO the 
Travel Order of 
the personnel 
assigned to 

None 
 
 
 
 
 
 
 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 

None 
 
 
 
 

1 Day 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 Day 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 Day 
 
 
 
 
 
 
 

3 Days 
 
 
 
 

Receiving Officer 
Receiving Section (If 

hand carried) 
 

or 
 

Social Media Officer 
ICT Section (If 

through the use of 
ICT) 

 
 

 
 

Youth Development 
Officer IV 

PYDO 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Youth Development 
Officer IV 

PYDO 
 
 
 

 
 

Youth Development 
Officer II 
PYDO 
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represent the 
office. 
 
1.5 Informs the 
requesting entity 
regarding the 
status of their 
request. 
 
1.6 Concerned 
personnel 
conducts 
research, prepare, 
review, revise 
and/or tailor-fit the 
presentation 
according to the 
needs of the 
requesting entity. 
 
 
 
1.7 
Implementation of 
the technical 
assistance. 

 
 
 
 

None 
 
 
 

 
 

None 
 
 
 
 
 
 
 
 
 
 
 
 

None 

 
 
 
 

1 Day 
 
 
 
 
 

5 Days 

 
 

 
 

Youth Development 
Officer II 
PYDO 

 
 

 
Personnel-In-

Charge 
PYDO 

 
 
 
 
 
 
 

 
 
 

Personnel-In-
Charge 
PYDO 

TOTAL  12 Working 
Days 
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Governor’s Office 
 

Provincial Disability Affairs Office 
 

External Services   
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1. Financing for PWD Member/Organization 

It is an additional financial support for an individual Person with Disability or PWDs 

Organization with existing livelihood programs to enhance, develop, and expansion of 

his/her/there business. 

Office or Division: Provincial Disability Affairs Office (PDAO) 

Classification: Complex 

Type of 
Transaction: 

G2C – Government to Citizen, Government to NGO’s  

Who may avail: Individual PWDs 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Request Letter addressed to the Governor, 

Hon. Aurelio M. Umali thru Mr. Ariel G. Sta. 
Ana, PDAO 

2. Xerox copy of PWD ID  
3. Bio-Data 
4. Business Permit / DTI Registration 
5. Certification of Membership 

 
 

 
Client 
 
Client 
Client 
DTI 
Client 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

For Individual 
1. Submit the request 

letter. 
1.1 Receive the 

request letter. 
1.2 Review 

requirements 
1.3 Evaluate  
request as to the 
availability of 
funds 
1.4 Schedule of 

assessment. 
1.5 Ocular 

Inspection 
1.6 Awarding of 

checks 
 

None   
Receiving Officer 
Receiving Section 

PDAO Staff In-charge 
 
 
 
 
 

PDAO  
 

TOTAL    

 

Office or Division: Provincial Disability Affairs Office (PDAO) 

Classification: Complex 

Type of 
Transaction: 

G2C – Government to Citizen, Government to NGO’s  

Who may avail: PWDs Organization 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Request Letter addressed to the Governor, 

Hon. Aurelio M. Umali thru Mr. Ariel G. Sta. 
Ana, PDAO 

2. Xerox copy of SEC Registration / Certificate of 
Accreditation of M/CSWDO  

3. Business Permit / DTI Registration 
4. Organization Profile 
5. List of Officer 
6. Articles and By-Laws 
7. Financial Statements 

 
 
 
 
 
 
 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

For Organization 

Submit the request 
letter. 

Receive the 
request letter. 
 
Review 
requirements 
 
Evaluate  
request as to the 
availability of 
funds 
 
Schedule of 
assessment. 
 
Ocular Inspection 
Awarding of 
Checks 

 

   
Receiving Officer 
Receiving Section 

PDAO Staff In-charged 
 
 
 
 
 

PDAO  
 

TOTAL  20 minutes  
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2. Skills Training cum Livelihood for PWDs 

A training that can provide a livelihood opportunity for Person with Disability. 

Office or Division: Provincial Disability Affairs Office (PDAO) 

Classification: Complex 

Type of 
Transaction: 

G2C – Government to Citizen 

Who may avail: PWD’s organization 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Request Letter addressed to the Governor, 

Hon. Aurelio M. Umali thru Mr. Ariel G. 
Sta. Ana, PDAO 

2. Project Proposal 
3. Certificate of Accreditation of C/MSWDO 
4. Organizational Profile 
5. Financial Statement 

 

Client 
 
 
Client 
City/Municipal Social Welfare Development Office 
Client 
Client 
 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the request 
letter and other 
related document 
require. 

1.1 Review and 
evaluate letter 
request 
 
1.2 Evaluate and 
assess the 
submitted 
proposal. 
 
1.3 Crafting of 
training design 
that are fits for 
their proposal 
 
1.4Conduct 
Training 
 
1.5 Releases of 
seed capital. 
 
1.6 Post 
Evaluation 

 
None 

 
10 minutes 

 
 
 

1 day 
 
 
 
 

1 day 
 
 
 

3 - 5 days 
 
 

1 day 
 
 

2 days 
 

 
Receiving Officer 
Receiving Section 

PDAO Staff In-
charged 

PDAO Staff 
 
 
 
 

Technical Person 
 
 
 

Technical Person 
 
 

PDAO 
 
 

PDAO 
 

TOTAL  8-10 days and 
10 min. 
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Note: Duration is accounted on average individual transaction time and does not include 

queuing time, volume of requests factor and/or compliance of incomplete requirements. 
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3. Awarding / Assessment of Artificial Leg and Arms, Hearing Aid, etc. 
 
The Provincial Disability Affairs Office provides assistive devices that may help the 
beneficiary in their mobility. 
 

Office or Division: Provincial Disability Affairs Office (PDAO) 

Classification: Complex 

Type of 
Transaction: 

G2C-Government to Clients 

Who may avail: Person with Disability 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Letter request (address to Gov. thru PDAO 

Head) 
2. Social Case Study 
3. Photo copy of PWD ID w/ signature 
4. Barangay Indigency 
5. Whole Body Picture 

Clients 
 
Local Social Welfare / Provincial Social Welfare 
Clients 
Local Barangay Office 
 
Clients 
 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sign in the Client 
Logbook in the 
Front Desk 

2. Submit the 
required 
documents to 
front desk for 
initial assessment 
and verification 

3. Take the Intake 
Sheet 
 
 
 

 
4. Give the Contact 

Number for the 
Scheduled of 
Assessment / 
Awarding 

1. Give the 
logbook to the 
Client 

2. Received the 
documents 
checks for 
completeness 

 
 
3. Interview the 

clients 
4. Start 

processing the 
request 

 
5.Assess / Award 
the Assistive 
Devices 

 
 

1 minutes 
 
 
 
5 minutes 
 
 
 
 
 
10 minutes 
 
 
15 minutes 
 
 
 
Defend on 
Date of 
Manufacturing 
of Devices 

PDAO  
 
 
 
 

Technical Person 
 
 

PDAO 
  

PDAO Staff / Social 
Welfare  

 
PDAO Staff 

 
 
 

Authorize Supplier 

TOTAL  31 min.  
Note: Duration is accounted on average individual transaction time and does not include queuing time, 

volume of requests factor and/or compliance of incomplete requirements. 
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4. Awarding / Assessment of Wheelchairs, Walker, Crutches, and Cane 

 
The Provincial Disability Affairs Office provides assistive devices that may help the 
beneficiary in their mobility. 
 

Office or Division: Provincial Disability Affairs Office (PDAO) 

Classification: Complex 

Type of 
Transaction: 

G2C-Government to Clients 

Who may avail: Person with Disability 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Letter request (address to Gov. thru PDAO 

Head) 
2. Photo copy of PWD ID w/ signature 
3. Barangay Indigency 
4. Whole Body Picture 

Clients 
 
Clients 
Local Barangay Office 
Clients 
 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sign in the Client 
Logbook in the 
Front Desk 

2. Submit the 
required 
documents to front 
desk for initial 
assessment and 
verification 

3. Sign in RIS 
 
 
 

 
4. Awarding 

1. Give the 
logbook to the 
Client 

2. Received the 
documents 
checks for 
completeness 

 
 
3. Fill up the RIS 

form  
4. Start 

processing the 
request 

5.Assess / Award 
the Assistive 
Devices 

 
 

1 minutes 
 
 
 
5 minutes 
 
 
 
 
 
10 minutes 
 
15 minutes 
 
 
 
10 minutes 

PDAO  
 
 
 

Technical Person 
 
 

PDAO 
  

PDAO Staff / Social 
Welfare  

 
PDAO Staff 

 
 
 

PDAO Head 

TOTAL  41 min.  
Note: Duration is accounted on average individual transaction time and does not include queuing time, 

volume of requests factor and/or compliance of incomplete requirements. 
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5. School supplies and Gadget support for Indigent PWDs  
 

It is an additional support for an Indigent Person with Disability Student. 

 

Office or Division: Provincial Disability Affairs Office (PDAO) 

Classification: Complex 

Type of 
Transaction: 

G2C-Government to Clients 

Who may avail: Indigent Person with Disability Students 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Letter request (address to Gov. thru PDAO 

Head) 
2. Photo copy of PWD ID w/ signature 
3. Barangay Indigency 
4. Certificate of Enrolment  
5. Reports Cards 
6. Whole Body Picture 

Clients 
 
Clients 
Local Barangay Office 
Clients 
School Registrar 
Clients 
 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sign in the Client 
Logbook in the 
Front Desk 

2. Submit the 
required 
documents to 
front desk for 
initial assessment 
and verification 

3. Take the Intake 
Sheet 

4. Give the Contact 
Number for the 
Scheduled 
Awarding Sign in 
RIS 

5. Awarding  

1. Give the 
logbook to the 
Client 

2. Received the 
documents 
checks for 
completeness 

 
 
3. Interview the 

clients 
4. Start 

processing the 
request 

5. Take note the 
Contact details 
 
6. Awarding of the 
School Supplies 
and Gadget 

 
 

1 minutes 
 
 
 
5 minutes 
 
 
 
 
 
10 minutes 
 
 
15 minutes 
 
 
Processing for 
the purchase 
of the Supplies 
and Gadget 
 
 
 20 min 

PDAO  
 
 
 

Technical Person 
 
 
 
 
 
 

PDAO 
  

PDAO Staff / Social 
Welfare  

 
PDAO Staff 

 
 
 

PDAO/PGSO/BAC 

TOTAL  56 min.  
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Note: Duration is accounted on average individual transaction time and does not include queuing time, 

volume of requests factor and/or compliance of incomplete requirements. 
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Office of the Sangguniang Panlalawigan 
 

External Services  



 
 
 
 
 

 61 

1. Review of Municipal and City Ordinances, Resolutions and 
Executive Orders for Review of the Sangguniang Panlalawigan  
 

The Sangguniang Panlalawigan reviews all Ordinances from the respective 
Sanggunians of component cities and municipalities and Executive Orders issued by the 
mayors of said component units to be determined whether these are within the scope of 
the prescribed powers of the Sanggunian and of the Mayor. (Section 56 of Republic Act 
7160). It also reviews the Appropriation Ordinances of Component Cities and 
Municipalities   as prescribed in Section 327 of R.A. 7160.  

 

Office or Division: Office of the Sangguniang Panlalawigan 

Classification: Highly Technical 

Type of 
Transaction: 

G2G - Government to Government 

Who may avail: Local Government Units of the Province 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Resolutions/ Ordinances/Executive Orders 
 
If Supplemental & Annual Budget: 
Appropriation Ordinances  
 

Component Cities and Municipalities 
 
Component Cities and Municipalities 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Submit Resolutions/ 
Ordinances/Executive 
Orders 
 
 
If Supplemental & 
Annual Budget, 
submit Appropriation  
Ordinances  
 

1.1 Receive the 
submitted 
requirements  
 
 
1.2 Include in the 
Calendar of 
Business of the 
Sangguniang 
Panlalawigan for 
review 

None 
 
 

 
 

None 
 
 

 
 

2 minutes 
 

 
 
 

30 days (for 
Resolutions, 
Ordinances, 
Executive 
Orders) 

 
 

90 days 
(for 

Appropriation 
Ordinances) 

Officer-in-Charge 
Administrative 
and Legislative 

Division 
 

Officer-in-Charge 
Administrative 
and Legislative 

Division 
 

 

2. Upon completion of 
the review, receive 
the document on the 
action taken by SP 

2. Retain a copy 
of the Resolution 
validating or 
invalidating 

None 
 
 
 

5 minutes 
 
 
 

Releasing Officer 
Records Division 
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Resolutions and 
Ordinances.  
 
2.2 Release via e-
mail to inform the 
concerned LGU’s 
on the action 
taken by the 
Sangguniang 
Panlalawigan. 

 
 
 

None 
 
 

 
 
 

5 minutes 
 

 
 
 

Officer-in-Charge 
Administrative 
and Legislative 

Division 
 
 

TOTAL None 30 days and 
12 minutes (for 

Resolutions, 
Ordinances, 
Executive 
Orders) 

 
90 days and 

12 minutes (for 
Resolutions, 
Ordinances, 
Executive 
Orders) 
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2. Take Action on Administrative Cases and Appeal Cases Lodged 
Before the Sangguniang Panlalawigan As Quasi-Judicial Body 
 

The Sangguniang Panlalawigan, as a quasi-judicial body takes action on the Filing 
of Administrative Cases and Filing of Administrative Appeals under Sections 60 and 
Section 67 of Republic Act 7160 also known as Local Government Code of 1991. 
 

Office or Division: Office of the Sangguniang Panlalawigan 

Classification: Highly Technical 

Type of 
Transaction: 

G2G - Government to Government, G2C-Government to Citizens 

Who may avail: Government Officials and Private Individuals 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Administrative Appeals/Complaints Client 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. If filing of 
Administrative Case 
against Erring Local 
Officials, submit 
requirements 
 
If filing for Appeal of 
Case, submit 
requirements 

1.1 Receive the 
submitted 
requirements  
 
 
1.2 Include in the 
Calendar of 
Business of the 
Sangguniang 
Panlalawigan  

 
 
 
 
 

PHP 
500.00 

 
 

 

 
 
 
 
 

120 days 
 
 

 
 
 

Officer-in-Charge 
Administrative 
and Legislative 

Division 
 
 

2. Upon termination 
of the case, receive 
the document on the 
action taken by SP 
 
 
 

2. Retain a copy 
of the Resolution 
embodying the 
decision of the 
board  
 
2.2 Release the 
decision to both 
parties of the case 

None 
 
 
 
 
 
 

None 
 
 

5 minutes 
 
 
 
 
 
 

5 minutes 
 

Releasing Officer 
Records Division 

 
 
 
 
 

Officer-in-Charge 
Administrative 
and Legislative 

Division 
 
 

TOTAL PHP 
500.00 
(filing of 

Administrat

120 days and 
10 minutes 
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ive Case 
against 
Erring 
Local 

Officials, 
submit 

requiremen
ts) 

 
 

PHP 
(500.00 
filing for 

Appeal of 
Case, 
submit 

requiremen
ts) 
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Office of the Sangguniang Panlalawigan 

 
Internal Services  
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1. Approval of Provincial Ordinances and Resolutions  
 

The Sangguniang Panlalawigan, as the legislative body of the province shall enact 
ordinances, approve resolutions and appropriate funds for the general welfare of the 
province and its inhabitants pursuant to Section 16 of RA 7160 and in the proper exercise 
of the corporate powers of the province as provided for under Section 22 of RA 7160, 
shall: 

 
1. Approve ordinances and pass resolutions necessary for an efficient and effective 
provincial government.  

 
Office or Division: Office of the Sangguniang Panlalawigan 

Classification: Highly Technical 

Type of 
Transaction: 

G2G - Government to Government 

Who may avail: All offices of the Provincial Government 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of request indicating the need for 
enactment of Resolution and/or Ordinance 

Provincial Administrator’s Office/Office of the 
Governor 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit letter of 
request for the 
enactment of 
resolutions/ordinance
s 
 
 

1.1 Receive the 
submitted 
documents 
 
1.2 Include in the 
Calendar of 
Business of the 
Sangguniang 
Panlalawigan  
 
1.3 Invite and 
inform the client 
for the scheduled 
session 
 
1.4 Session 
proper and 
referral to proper 
Committee if 
necessary  

 
None 

 
 

None 
 
 
 
 
 

None 
 
 
 
 

None 

 
5 minutes  

 
 

10 minutes  
 
 
 
 
 

10 minutes 
 
 
 
 

3 hours 
 

 

 
 
 

Officer-in-Charge 
Administrative 
and Legislative 

Division 
 
 

2. Upon approval of 
the request, receive 

2.1 Prepare 
necessary 

None 
 

1 week 
 

Officer-in-Charge 
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the document on the 
action taken by SP 
 
 
 

resolution/ordinan
ce for signature 
 
2.2 Indorse to the 
Local Chief 
Executive for 
appropriate action 
under Section 54 
of RA 7160 
 
2. Retain a copy 
of the Resolution 
and Ordinances 
 
2.2 Release a 
copy of the 
Original 
Resolution and 
Ordinances 
(Machine Copy) 

 
 
 

None 
 
 
 
 
 
 
 

None 
 
 
 

PHP 
25.00/page 

(Original 
Copy) 

 
PHP 

10.00/page 
(machine 

copy) 
 

 
 
 
 

10 minutes 
 
 
 
 
 
 

10 minutes 
 
 
 
 
 

10 minutes 

 Legislative 
Division 

 
 
 

Officer-in-Charge 
Administrative 

Division 
 
 
 

Releasing Officer 
Records Division 

 
 
 
 
 
 

Releasing Officer 
Records Division 

 
 

TOTAL Total Fees 
to be paid 
based on 

the 
computatio
n of no. of 

pages 

1 week, 5 
hours and 5 

minutes  
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Provincial Administrator’s Office  
 

External Services  



 
 
 
 
 

 69 

1. Reservation for the Use of Provincial Government Facilities 
 

In capacity as the Provincial Administrator, he is also authorized under the Local 
Government Code to exercise such other powers and functions relative to the 
administration or management of the provincial government including  the approval of 
request for the use of different provincial government facilities. 
 

  

Office or Division: Provincial Administrator’s Office 

Classification: Simple 

Type of Transaction: G2G - Government to Government, G2C-Government to Citizens, 
G2B – Government to Business 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

request letter for the use of provincial 
government facilities e.g. Convention 
Center, Sierra Madre Suites 

 
Client 

CLIENT STEPS AGENCY ACTION 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit the 
request letter for 
the use of facilities 
to the Provincial 
Administrator’s 
Office 
 

1.1 Receive request 
letter 
 
1.2 Check the 
availability of the 
government facility 
being requested 

 
1.3 Once available, 
approval of request 
by the Provincial 
Administrator. 

None 
 

 
 

None 
 
 
 

None 

5 minutes 
 
 
 

5 minutes 
 
 

 
5 Mins. 

Officer-in-
Charge 

 
 

Officer-in-
Charge 

 
 

Provincial 
Administrator 

2. Receive the 
confirmation of 
approval of the 
request 

2. Inform the client 
on the status of 
his/her request 

None 2 Officer-in-
Charge 

TOTAL None 17 Minutes  
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Provincial Administrator’s Office  
 

Internal Services  
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1. Application for the Issuance of Travel Authority 

 

 The mandate to authorize official trips of provincial officials and employees outside 

the province for a period not exceeding thirty (30) days is vested upon the Governor 

however the Office of the Provincial Administrator is authorized under Special Order No. 

2 Series of 2020 to receive and examine requirements relative to the issuance of the 

application for Travel Authority. 

Office or Division: Provincial Administrator’s Office 

Classification: Complex Transaction
  

Type of Transaction: G2G 

Who may avail: Local Chief Executives and PGNE Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

• Approved Application For 
Leave 

• Request Letter For Travel 
Authority 

Provincial Administrator’s Office 
(Delegated Function By Virtue Of Special Order 

No. 2 Series Of 2019) 
 

CLIENT 
STEPS 

AGENCY 
ACTION 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
requirements 
for the 
application of 
travel authority 
to the 
employee-in- 
charge 
 
 
2. Release of 
the approved 
request for 
travel authority 
(the applicant  
will be notified 
through email 

1.1 Receive the 
requirements  
 
1.2 Review the 
requirements 

 
 

 
 
 
2. Approve and 
release of the 
Travel Authority 

None 
 
 

None  
 
 
 
 
 
 
 

None 

2 minutes 
 
 

2 Days 
 
 
 
 
 
 
 

3 Days 

Officer-in-Charge 
 
 
Officer-in-Charge 
 
 
 
 
 
 

Provincial 
Administrator  
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or text 
message for 
the release of 
their Travel 
Authority. 

TOTAL None 5 Days and 2 
minutes  
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2. Issuance of Memoranda Regarding Personnel-Related Programs of 

PGNE Employees 

 

The Office of the Provincial Administrator is mandated under the R.A. 7160 or the 

Local Government Code to establish and maintain a sound personnel program for the 

local government unit designed to promote career development, conduct a continuing 

organizational development with the end view of instituting effective administrative  

reforms. 

Classification: Simple 

Type of Transaction: G2G 

Who may avail: Provincial Human Resource Management Office and/or 
Departments 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Proposal from the Provincial  Human 
Resource Management Office of the 
Project/Measure To Be Implemented in 
PGNE 

 
Provincial Administrator’s Office 

CLIENT STEPS AGENCY ACTION 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Presentation of 
the proposed project 
and/or measure to 
be implemented by 
the Human 
Resource 
Management Officer 
and/or his 
representative to the 
Provincial 
Administrator’s 
Office 
 
 
2. Preparation, 
approval & issuance 
of a Memorandum 

1.1 Review the 
project and/or 
measure to be 
implemented by 
Human Resource 
 
1.2 Preparation of 
Memorandum 
 
 
 
 
 
 
2. Approval and 
issuance of memo 

None 
 
 
 
 
 

None 
 
 
 
 
 
 
 

None 

15 Mins. 
 
 

 
 
 

10 Mins. 
 
 
 
 
 
 
 

5 Mins. 

Admin. Officer 
 
 
 
 
 

Admin. Officer 
 
 
 
 
 
 

Provincial 
Administrator 
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imposing 
compliance thereof 

HR for 
dissemination 
 

TOTAL None 30 Minutes  
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3. Preparation of Endorsement Letter to Sangguniang Panlalawigan of 
Programs/Projects Approved by the Governor 
 
The Office of the Provincial Administrator is mandated under the RA 7160 or the Local 
Government Code to recommend to the Sangguniang Panlalawigan and advise the 
Governor on all other matters relative to the management and administration of the local 
government. 

 
  

Classification: Simple 

Type of Transaction: G2G 

Who may avail: All Offices/Departments 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request letter from the department head 
with its corresponding attachments (e.g. 
MOA, Deed of Donation, Certifications, 
etc.) 

 
All concerned offices/departments 

CLIENT STEPS AGENCY ACTION 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Presentation of 
the documents to 
the Office of the 
Provincial 
Administrator. 
 

 

1.1 Review and 
determine the 
validity and 
completeness of 
the request letter 
and attachments. 
 
1.2 Preparation of 
endorsement letter 
to SP 
 
 
1.3 Release the 
approved 
endorsement letter 
to be transmitted to 
SP 
 

None 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 

None 

5 Mins. 
 
 

 
 
 
 

10 Mins. 
 
 
 
 
 
 
 

15 Mins. 

Admin. Officer 
 
 
 
 
 
 

Admin. Officer 
 
 
 
 
 
 

Provincial 
Administrator and 

Admin. Officer 

TOTAL None 30 Minutes  
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Office of the Provincial Agriculturist  
 

External Services 
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1. Assistance on the Application for Ani ng Masaganang Uhay (AMU) 
Crop Production Loan Project 

 
AMU is a crop production loan program of the Provincial Government of Nueva 

Ecija.  A farmer can avail a maximum of P30,000.00 for one cropping season (P10,000 
per hectare and maximum of 3 hectares).  The loan is payable in 6 months with an interest 
of 1% per month. Farmers planting rice and high value crops are the priority recipients of 
the loan project. Application is being filed by the borrowers every start of the cropping 
season and loan is being paid after harvest period. 

 

Office or Division: Agribusiness and Institutional Development Division-Office of the 
Provincial Agriculturist 

Classification: Complex 

Type of 
Transaction: 

G2C - Government to Citizen 

Who may avail: Rice and High Value crops farmers in Nueva Ecija 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Application Form (Disclosure 
Statement and Promissory Note) 

2. Map of farmer’s field 
3. Xerox copy of valid ID with signature 
4. Certification that he/she is a bonafide 

farmer 
5. Loan Repayment Protection Plan 

(LRPP) form 

OPA/ Municipal Agriculture Office 
 
Farmer Client 
Farmer Client 
OPA Rice/HVCDP Coordinator 
 
OPA-AIDD 

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit the duly  
     accomplished  
    Application Form  
    and attachments 

• Disclosure 
Statement  

• Promissory 
Note 

• Map of 
farmer’s field 

• Certification 
that he/she is a 
bonafide 
farmer 

1.1 Receive/review 
the Application 
and LRPP form 
along with other 
requirements 
 
 
 
 
 
 
 
 
 
 

 
None 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
10 minutes 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
OPA Municipal 

Coordinator 
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• Loan 
Repayment 
Protection Plan 
LRPP form 

 
 
 
 
 

1.2 Prepare 
Disbursement 
Voucher 

 
1.3  Sign the 

documents 
 

1.4 Forward the 
documents for 
processing to 
Accounting and 
Treasurers Office 

 
 
 
 
 

None 
 
 
 

None 
 
 

None 

 
 
 
 
 

10 minutes 
 
 
 

5 minutes 
 
 

7 days 

 
 
 
 
 

OPA Municipal 
Coordinator 

 
 

Head of AIDD and 
Provincial 

Agriculturist 
 

Liason Officer 
 

2. Receive check 
from Provincial 
Treasurers 
Office (PTO) 

2.1 Inform and assist 
the Client-
Borrower in 
releasing  the 
check to PTO 

 
None 

 
5 minutes 

 
PTO staff, Municipal 

Coordinator 

TOTAL  7 days & 30 
minutes 

 

Note: Duration is accounted on average individual transaction time and does not include 
queuing time, volume of requests factor and/or compliance of incomplete requirements. 
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2. Assistance on the Organization, Revitalization of Farmers, 
Fisherfolks and Other   Associations 

 
     Fish farmers and fisherfolk within the locality is advised to create a group to 

represent their unit. Also, to strengthen their capabilities as a small business operators.  
 

Office or Division: Office of the Provincial Agriculturist 

Classification: Simple 

Type of 
Transaction: 

G2C - Government to Citizen 

Who may avail: Farmers, Fisherfolks, Farm-Based  Organizations 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

• Letter of intent  

• Complete number of members to be 
included. 

 
Client 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSI
NG TIME 

PERSON 
RESPONSIBLE 

1. Submit the letter of 
request. 

• Receive the letter 
of request and 
inform the 
personnel/divisio
n responsible. 

 
None 

 
5  Minutes 

 
Receiving 
Officer/ Officer 
of the Day 

2. Wait for the 
confirmation call or 
message for the 
schedule of 
visitation 

• Inform the client 
for the scheduled 
date of visitation. 

 
None 

 
5 minutes  

 
Division Staff 
concerned  

3. Convene 
members for the 
meeting/ lecture 
and prepare 
requirements 
needed for the 
registration 

• Conduct  of 
meeting/focus 
group discussion 
with the client 
 

• Assist the group 
in the registration  

 
 
None 

 
 
1 day 

 
 
Division Staff 
concerned 

TOTAL   1 day and 
10 minutes 
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3. Assistance to Applications on Farm Machineries, Equipment, 
Irrigation and Post Harvest Facilities  
 

  Farm Machinery Program is one among the government intervention jointly 
implemented by the Department of Agriculture thru the Regional Field Office 3 (DA-RFO3) 
and the Provincial Government of Nueva. This project aims to provide farm machineries 
& equipment to farmer cooperatives and associations to promote farm mechanization 
thereby increasing farmers level of productivity and profitability. 

 
 Farm Mechanization shortened farm activities, reduces labor costs and it caters 

issues on farm labor shortage.  Farmer Cooperatives and Associations are being 
benefitted by this government intervention.   

 
Office or Division: Agricultural Engineering Division & Crop  Development 

Division - Office of the Provincial  Agriculturist (OPA) 

Classification: Complex 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Farmer Cooperative and Associations (FCAs) of Nueva Ecija 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

• Documents to be submitted by the FCA 
1. Letter of Intent  
2. Board Resolution 

Municipal, City, Provincial Agriculturist 
Offices (to be filled-out by the FCA 
Officers) 

• Certified Machine Copy of DA 
Accreditation 

• Certified Machine Copy of Certificate of 
Registration - CDA/SEC/DOLE 

• Machine Copy of  Bank Passbook 

• Financial Statement  

• Geotag Photos of Machinery Shed 

• List of Officers and Members 

• Certified of Proof of Lot Ownership (for 
Post Harvest Facilities) 

 
 
  
To be provided by FCA 

• Endorsement of Municipal/City 
Agriculturist 

To be secured from the Office of the 
Municipal/City Agriculturist 

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSI
NG TIME 

PERSON 
RESPONSIBL

E 

1. Submit the 
complete 
Application 
Documents in 
three (3) copies 

1.1 Receive the 
application 
documents 

 
 

None 

 
 

3 minutes 
 
 

Ag. 
Engineering 

District 
Coordinator, 
High Value 
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Crops, Corn 
Coordinator 

2. Receive the copy 
of reviewed 
documents  

2.1 Review the 
completeness of 
the application 
documents 
 

2.2 Inform the client 
on the schedule of 
field validation 

 
None 

 
 
 
 

None 

 
5 minutes 

 
 

3 minutes 
 
 
 

 
Ag, 

Engineering 
District 

Coordinator, 
Prov’l High 

Value Crops 
Coordinator, 
Prov’l Corn 
Coordinator 

3. Wait for the result 
of validation and 
status of 
application 

3.1 Endorse farm 
machinery 
application 
documents to 
Dept. of 
Agriculture 
Regional Field 
Office 3 for rating 
and approval 
 

3.2 Conduct of joint 
validation by DA-
RFO3 and 
Provincial 
Validation Team 
for Farm 
Mechanization  

 
3.3 Inform the FCA  

regarding the 
status of their 
application 

 
 
None 
 
 
 
 
 
 
 
 
 
None 
 
 
 
 
 
None 

 
 

1 day 
 
 
 
 
 
 
 
 
 

2 days 
 
 
 
 
 
 

30 minutes 

Provincial 
Agriculturist, 
Head of Ag, 
Engineering 

Division, Prov’l 
High Value 

Crops 
Coordinator, 
Prov’l Corn 
Coordinator  

 
Region 3  

Technical Staff 
& NE 

Coordinators, 
PAFC 

Chairman and 
MAO’s 

President 
 
 

Ag, 
Engineering 

District 
Coordinator, 

Provincial  
High Value 

Crops 
Coordinator, 

Provincial 
Corn 

Coordinator  
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TOTAL   3 days & 41 
minutes 

 

Note: Approval of the requested machinery, equipment and postharvest facilities will be 
based on rating of evaluation jointly conducted by the Regional & Provincial Technical 
Validation Team conducted between October to November of the current year. 
Awarding of approved/allocated units are usually done 2nd Quarter of the following year 
(example: Validated machineries for 2020 will be awarded April-June of 2021). 
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4. Assistance to Trading and Marketing of Vegetables and Other 
Crops 
 

Fruits & vegetable production are among the basic source of livelihood of many 
Novo Ecijanos. Some crops are considered as high value crops in terms of  its productivity 
and profitability. Local production of high value crops reduces Philippine imports specially 
lowland crops and bulb crops. 

 
The Provincial Government of Nueva Ecija has established the Nueva Ecija Agri-

Pinoy Trading Center (APTC) to support the trading and marketing of vegetable farmers 
and the traders as well. Buyers and sellers utilize the center as accessible venue for their 
marketing and trading activity.  APTC staff provide support both to farmers and buyers. 
 

Office or Division: Agri-Pinoy Trading Center – Office of the Provincial Agriculturist 

Classification: Simple 

Type of 
Transaction: 

Government to Citizen (G2C), Government to Business (G2B) 

Who may avail: Farmers and Buyers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

• Farmer - Record of production  

• Buyer – List of Needed products 

Client 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBL

E 

• Farmer  
1. Inform the APTC  

staff  on the 
assistance he/she 
needed 

1.1 Receive the  
information 
from the 
farmer-client  
on what kind of 
crop/commodit
y, volume and  
time of product 
availability 

1.2 Inform the 
farmer on the 
buyer’s crop, 
volume & 
quality 
requirement  

 
 
 
 
    None 
 
 
 
 
 
   None 

 
 
 
 
   5 minutes 
 
 
 
 
 
   10 minutes 

 
 
 
 
APTC Staff 
 
 
 
 
 
    APTC Staff 

2. Deliver 
commodities to 
APTC and receive 

2.1 Accommodate 
the delivery 
and record  

 
 
   None 

 
 
   10 minutes  

 
 
    APTC Staff 
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payment from 
buyer 

volume of 
products  

• Buyer  
1. Inform APTC  Staff 

of his/her  needed 
product 

2. Place order based 
on volume & 
quality  

3. Pay the farmer 

 
1.1 Receive order  

from the Buyer 
 

1.2  Inform the 
farmer of the 
Buyer’s order  

 
   None 
 
 
   None 

 
   5 minutes 
 
 
   5 minutes 

    
    APTC Staff 
 
 
   APTC Staff 

TOTAL   Farmer- 25 minutes,    
Buyer - 20 minutes 
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5. Credit Assistance for Department of Agriculture Programs 
 
The office of the Provincial Agriculturist OPA is implementing the Department of 

Agriculture’s Credit Program on production, capitalization and postharvest operation for 
individual farmers as well as to Farmer Cooperatives and Associations (FCA).  

 

Office or Division: Agribusiness and Institutional Development Division-Office of the 
Provincial Agriculturist  

Classification: Complex 

Type of 
Transaction: 

G2C– Government to Citizen, G2B – Government to Business 

Who may avail: Individual Farmers and Farmer Cooperatives & Associations (FCA) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

For Individual Farmer-Letter of Intent 
- Record of Registry System For 

Basic Sector in Agriculture 
(RSBSA) 

Municipal/City Agriculture Office 

 For Farmer Cooperatives & 
Associations 

- Organization’s profile 
- Letter of Intent 
- Simple Proposal 
- Financial Record 

  
From Farmer Cooperatives & Associations  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit letter of 
intent and 
requirements 

1.1 Receive and  
      review the  
      documents 
 
1.2 Prepare  
      endorsement    
      letter to  
      concerned  
      agency 
 
1.3 Endorse and 

submit the  
documents to 
concerned 
agency  

 
None 

 
 

None 
 
 
 
 
 

None 

 
2 days 

 
 

5 minutes 
 
 
 
 
 

5 minutes 
 
 

 
Agri-Credit Desk 

Officer 
 

Agri-Credit Desk 
Officer 

 
 
 
 

Agri-Credit Desk 
Officer 

TOTAL  2 days and 
10 minutes 
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6. Custom Drying of Palay and Corn Grains 

 
Grain drying is the process of removing unwanted moisture from the grain to 

prevent spoilage during storage. There are two methods of grain drying adopted in the 
province for palay and corn products. The most common method is sun drying which is 
the cheapest method utilizing the solar heat to dry the grains. The other method is the 
mechanical drying using electrical and mechanical power to apply heat to the grain in the 
drying bin. This method is more costly compared to sun drying.  
 

The Provincial Government of Nueva Ecija thru the NE Grain Drying Center offered 
custom drying services and the drying cost is relatively lower than the privately-owned 
dryers. 

 
Office or Division: Nueva Ecija Grain Drying Center– Office of the Provincial 

Agriculturist 

Classification: Simple 

Type of 
Transaction: 

Government to Citizen (G2C), Government to Business (G2B), 
Government to Government (G2G) 

Who may avail: Farmers, Farmer-Associations, Local Government Units & 
Traders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

• Request (Verbal or Written) 

• Wet Grain (Paddy/Corn) 

Client 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESS
ING TIME 

PERSON 
RESPONSIBL

E 

1. Bring the wet 
grain (paddy/ 
corn) to the NE 
Grain Drying 
Center   

• Receive the wet  
grain and 
record the 
pertinent data 
such as name, 
address, 
contact number 
of the client and 
the plate 
number of the 
truck. 
 

• Determine the 
no. of bags and 
the initial weight 
and moisture 

 
     
       None 
 
 
 
 
 
 
 
 
 
      None 
 
 
 
 

 
 
  10 
minutes 
 
 
 
 
 
 
 
 
 
30 minutes 
 
 
 

 
 
NE Grain 
Drying Center 
Staff 
 
 
 
 
 
 
 
 
NE Grain 
Drying Center 
Staff 
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content of the 
wet grain 

 

• Loading the 
grains to the 
drying bin (for 
mechanical 
drying) or to the 
solar pavement 
(for solar 
drying) 

 
 

 
        
      None 

 
 
 
  2 hours 

 
 
 
NE Grain 
Drying Center 
Plant 
Operators & 
Laborers 

 • Perform drying 
operation 

  
    None 

 
10 hours 

NE Grain 
Drying Center 
Plant 
Operators & 
Laborers 

2. Pay drying fee 
to Provincial 
Treasurers 
Office 
(PTO)and 
submit Official 
Receipt (OR)  to 
NE Grain 
Drying Staff  

 
 
 
 
 
 
 
 
 
 
3. Release the 

dried grains 

• Issuance of  
Order of 
Payment Slip 
 

• Receive the 
Official Receipt 
(OR) and record 
the OR number 
to the Logbook 

 

• Unload the 
dried grains and 
record final 
moisture 
content, weight 
and number of 
cavans  

 

• Order the 
release of the 
dried grains 

P40.00/50 
kilos for 
mechanical 
drying and 
P2.50/50 
kilos for solar  
drying 
 
 
 
  
     None 
 
 
 
 
 
 
     None 

 
3 minutes 
 
 
2 minutes  

 
 

 
 
 
   
   2 hours 
 
 
 
 
 
 
  10 
minutes 

 
NE Grain 
Drying Center 
Staff  
 
NE Grain 
Drying Center 
Staff 
 
 
 
 
 
NE Grain 
Drying Center 
Plant 
Operators & 
Laborers 
 
 
 
NE Grain 
Drying Center 
Staff 
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TOTAL   14 hours & 
56 minutes 

 

Note: Drying time is based on Moisture Content (%MC) of the grain. The higher the MC  the 
longer the drying time  
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7. Establishment of Technology Demonstration  Projects 
 

    Establishment of technology demonstration project is part of research conducted 
by the government. Thru this activity, the delivery of technologies to be given or distributed 
to the farmers and other agriculture stakeholders will be assessed and verified. This is 
done prior to its full implementation of technology transfer to the end-users. Techno-demo 
projects are conducted to specific locations to adopt existing conditions. Techno-demo 
on rice, crops, high value crops, corn and other crops are being conducted by the local 
Agricultural Extension Workers (AEWs). 

 

Office or Division: Crop Development Division, Fisheries Division – Office of the 
Provincial Agriculturist 

Classification: Simple 

Type of 
Transaction: 

Government to NGOs/Private Individual 

Who may avail: Fisherfolk/fishfarmers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

• Letter of intent endorsed by 
Municipal/ City Agriculturist/Mayor 

• Site or farm evaluation and 
validation 

 
OPA – Fisheries Division 

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBL

E 

1. Submit the 
letter and 
endorsement. 

• Receive the letter 
and inform the 
personnel 
responsible. 

 
None 

 
5 Minutes 

 
Receiving 
Officer 

2. Wait for the 
call or 
message for 
the schedule 
of evaluation 
and validation 

• Technical person 
will inform the 
fishfarmers/ 
fisherfolk for the 
scheduled date of 
evalution and 
validation. 

None 1 day Staff of 
Fisheries 
Division 

3. Assist the 
technical staff 
in the 
evaluation and 
validation of 
the farm. 

• Evaluate validate 
the farm  

• If approved, 
schedule the date 
of demo 
establishment  

None 1 day Staff of 
Fisheries 
Division 
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4. Prepare the 
fishpond 

• Visit/Monitor the 
status of the 
fishfarm 

None 1 day Staff of 
Fisheries 
Division 

5. Pick-up  
fingerlings. 

• Schedule of 
dispersal of 
fingerlings and 
other inputs. 

• Release the 
fingerlings 

 
None 
 
 
 
None 

 
5 minutes 
 
 
 
1 hour 

 
 
Staff of 
Fisheries 
Division / BFAR 
Regional Office 
III 

TOTAL   3 days, 1 
hour & 10 
minutes 
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8. Market Matching  Assistance 
 

The Office of the Provincial Agriculturist provides marketing assistance to farmers in 
marketing of their produce by linking them to potential buyers.  

 

Office or Division: Agribusiness and Institutional Development Division-Office of the 
Provincial Agriculturist  

Classification: Simple 

Type of 
Transaction: 

G2C – Government to Citizen, Government to Business (G2B) 

Who may avail: Agripreneurs and Farmers of Nueva Ecija 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Record of production Client 

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCE
SSING 
TIME 

PERSON 
RESPONSIBLE 

1. Inform the 
service provider 
on the 
assistance 
he/she needed.  
Can do it thru 
call 

1.1 Receive the 
information from the 
farmers on what kind 
of crop, volume, time 
of availability of the 
commodity 
 

1.2 Conduct buyer 
searching thru calls 
 

1.3  Inform the farmer on 
the buyer’s 
requirement 

 
1.4 Provide the buyer’s 

contact number and 
let them transact 

 

 
None 

 
 
 
 
 
 

None 
 
 

None 
 
 
 
 

None 

 
5 

minutes 
 
 
 
 
 
 

1 day 
 
 

2 days 
 
 
 
 

10 
minutes 

 

 
Agribusiness staff 

 
 
 
 
 
 

Agribusiness staff 
 
 

Agribusiness staff 
 
 
 
 

Agribusiness staff 
 

2. Deliver 
commodities 

2.1 Assist in the 
transaction such as pick –
up points of 
commodities/payments 

 
None 

 
 

None 
 
 

 
2 days 

 
 

1 day 
 
 

 
Agribusiness staff 
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TOTAL  6 days 
and 15 
minutes 
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9. Provision of Agricultural Data 
 
Agricultural data is an important component in all agriculture – related plans. 

Without reference data, it will be hard for the planners, entrepreneurs to project figures 
and to make assumptions. Production area, yield, no. of farmers, machinery and facility 
data are the usual data being requested by national agencies, students, policy makers, 
extension workers, LGU leaders to serve as references in their planning endeavor. 

 

Office or Division: Planning, Monitoring, Evaluation & Documentation (PMED) 
Division – Office of the Provincial Agriculturist 

Classification: Simple 

Type of 
Transaction: 

Government to Citizen (G2C), Government to Business (G2B), 
Government to Government (G2G) 

Who may avail: Everyone 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

• Verbal and Written Request Client 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBL

E 

1. Submit  letter of 
request  

Receive the letter  None 3 Minutes PMEDD Staff/ 
Receiving 
Officer 

2. Wait for the 
approval of the 
request 

Endorse the 
request to the 
Provincial 
Agriculturist for 
Approval 

 
None 

 
5 minutes  

 
PMEDD Staff/ 
Receiving 
Officer 

3. Wait for the 
release and 
receive the 
requested data 

If approved, 
prepare the 
requested data 
and have it 
received by the 
client 

 
None 

 
20 minutes 

PMEDD Staff/ 
Receiving 
Officer 

TOTAL   28 minutes  
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10. Request for Technical Assistance on Pests and Diseases 
Management and Control 
 

Crop protection is the science and practice of controlling and managing plants 
pests and diseases. Crop protection is important to produce quality crops and to attain 
higher yield. There are lots of methods to control pests infestation and disease infection. 
For all methods, human intervention plays the great role in particular the support of 
agricultural extension workers to assist farmers in their field activities. Rodents in 
particular are among the plant pests that can damage the crop if not controlled and 
managed. Physical and chemical methods are being adopted and these methods must 
be technically employed, thus, assistance of technical people be provided as farmers 
support. 

 
Office or Division: Crop  Protection Division - Office of the Provincial  

Agriculturist (OPA) 

Classification: Simple 

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

Who may avail: Farmers, Rural-Based Organizations(RBOs) and, schools, 
private individual and other clients 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

• Verbal request for walk-In Clients 
 

Personal visit to Office of the Provincial 
Agriculturist 

• Letter of Request  Client 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBL

E 

1. Submit letter  of 
Request  

2 

1. Receive letter of 
request and 
endorse it to the 
Head of Office 

 
 

None 
 

 
 

5 minutes 
 
 

Crop 
Protection 

Staff/ Officer of 
the Day 

Provincial 
Agriculturist 

2. Wait for the 
approval of 
request 

2. Upon approval, 
inform the client 
on the appropriate 
action to be taken  

 
None 

 
5 minutes 

Crop 
Protection 

Development 
Staff/ Officer of 

the Day 

3. Wait for the 
instruction of the 
OPA technical 
staff and prepare 

3. Advise the client 
on the schedule of 
field visit and 
materials to be 

 
 
   None 

 
 

5 minutes 

Crop 
Protection 

Development 
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for the  field 
activity 

prepared for the 
activity (Example: 
For Rat Chemical 
Control- Zinc 
Phosphide, Binlid, 
plastic, etc.) 

Staff/ Officer of 
the Day 

4. Participate in the 
discussion/lecture 
and  in the 
preparation/ 
mixing and setting-
up of bait 
materials  

4.1 Conduct 
lecture  
on crop protection 

 
4.2 Facilitate the  
preparation/mixing 
and setting-up of 
bait materials  

 
 
 
None 

 
 
 

5 hours 

 
 
Technical Staff 

of  the Crop 
Protection 
Division 

TOTAL   5 hours and 
15 minutes 
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11. Request for Technical  Assistance  on Production of  
     Rice, Corn and High Value Crops  
 

    Crop production provides food for human, animal feed and fish consumption. Crops 
provide farm income for family. Proper crop management is very much important to 
achieve optimum yield and income. Technical assistance is one among the many services 
that the Crop Development Division staff of the Office of the provincial Agriculturist is 
providing to farmers of the province. Farmers are being backed-up by technologies being 
disseminated and delivered thru extension services. Technical Assistance on crop 
production includes but not limited to seed varietal selection, land preparation, 
management of water, nutrient, pests & diseases and pre harvesting activities.  

 

Office or Division: Crop  Development Division - Office of the Provincial  
Agriculturist (OPA) 

Classification: Simple 

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

Who may avail: Farmers, Rural-Based Organizations and other clients 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

• For Walk-In Clients 
- Verbal Request 

Personal visit to the office 

• Letter of Request  Client 

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBL

E 

1. Submission of 
Request -Verbal 
and written  

• Entertain the client 
and  log-in/receive  
his/her request 

 

• Interview the 
requesting client 
regarding his 
request 
 

 
 

None 
 
 
 

None 
 
 

None 

 
 

3 minutes 
 
 
 

10 minutes 
 
 

    5 minutes 
 
 

 
 
 
 

Crop 
Development 

Staff/ Officer of 
the Day 

2. Wait for the 
approval of 
request 

• Forward the letter 
of request to the 
Head of Office for 
Action 

 
 

 
None 

 
5 minutes 

 
Crop 

Development 
Staff/ Officer of 

the Day 
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 • Inform the Client 
regarding status of 
his request  

 

• Upon approval, 
inform schedule 
of technical visit 
of the  farm   

None 
 
 
 
None 
 

3 minutes  
 
 
 
 

3 minutes 

TOTAL   36 minutes  
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12. Request for  Trainings for Crop Production, Pests & Diseases 

Management and Control, Aquaculture Production, Organic 

Production, Postharvest, Marketing and Other  Agriculture-Related 

Technologies 

     Training is the process of  teaching someone skills and knowhow  to effectively 
perform activities. Trainings and seminars are provided to clients particularly to farmers, 
fisherfolks, agripreneurs and other individuals to effectively promote and adopt 
technologies and to optimize farm productivity and profitability. In agriculture, basic and 
specialized training courses are offered and conducted by Agricultural Extension Workers 
among food producers. Agriculture Offices in the Local Government Units (LGUs) are 
mandated to provide this technical support as basic services. 

 
Office or Division: Crop Production, Crop Protection, Agribusiness, Agricultural 

Engineering and Fisheries Divisions-Office of the Provincial 
Agriculturist 

Classification: Simple,  Highly Technical 

Type of 
Transaction: 

Government to Citizen (G2C), Government to Government  
(G2G)  

Who may avail: Individual Farmers, Agripreneurs, LGU AEWs and  Farmer 
Associations 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

• Letter of  Request Client  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSI
NG TIME 

PERSON 
RESPONSIBLE 

1. Submit Letter of 
Request  

• Receive the 
letter of 
request and 
endorse it to 
the Provincial 
Agriculturist  
for appropriate 
action 

 
 
 None 

 
 

5 Minutes 

 
Receiving 
Officer/ 
Officer of the 
Day 

2. Wait for the 
Approval of the 
Request 

• Inform the 
requesting 
party of the 
decision of the 
Head of Office 
(Approved or 
not Approved) 
 

• If approved, 
coordinate to 

 
 
 
 None 
 
 
 
 
 
 

 
 
 

5 Minutes 
 
 
 
 
 
 

 
 
 
Officer of the 
Day/ 
Division Staff In-
Charge 
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requesting 
party the 
details of the 
training/semina
r to be 
conducted like 
scheduled 
date, venue, 
speakers and 
other logistics 
needed 

 
 
 
None 
 
 
 
 

 
 

10 minutes 
 

 
 
Technical Staff 
of Concerned 
Division 

3. Prepare for the 
participation/ 
equity in the 
activity .  

• Prepare all 
needed 
materials for 
the training 

 
None 

 
 2 hour 

 
Technical Staff 
of Concerned 
Division 

TOTAL   1 Day 3 
hours & 20 
minutes 

 

Note: Training duration is based on the training module/topics  to be discussed.   
Materials , food & accommodation for the participants and speakers including 
honoraria and other logistics are subject  to availability of fund, both by the requesting 
party and  the office/ agency.                         
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13. Selling of Different Vegetable Seeds, Seedlings and Fruit Bearing 
Trees 

 
Nueva Ecija Fruits and Vegetables Seed Center is a premier institution in the 

development of fruits and vegetables seed industry, which serves as a continuous source 
of quality yet affordable planting materials of tropical fruits and vegetables accessible for 
small and medium scale in the Philippines.  
 

Office or Division: Nueva Ecija Fruits and Vegetables Seed Center 

Classification: Simple 

Type of 
Transaction: 

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

Who may avail: Farmers, Government and private institution, Agri-preneurs,  

CHECKLIST OF 
REQUIREMENTS 

WHERE TO SECURE 

Fill-up order slip/form NEFVSC – Sales Office 

CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES TO BE PAID 
PROCESSI
NG TIME 

PERSON 
RESPONSI  

BLE 

1. Submit 
duly 
accomplis
hed order 
slip/form 

1.1 Receive  
order slip 
 

1.2 Prepare 
buyer’s 
order 

None 
 

None 

3 minutes 
 
 

20 minutes 

NEFVSC 
taff in-
charge 

 
NEFVSC 
staff in-
charge 

2. Payment 
of orders 

2.1 Receive  
payment 
from 
buyer 

 
 
 
 
 
 
 
 
 
 
 
 
 

I. Vegetable seeds 
(PHP/kg)  

• Inorganic  
1. Ampalaya Native – 

3,500 
2. Ampalaya Long – 3,800 
3. Kalabasa – 2,900 
4. Patola – 2,900 
5. Upo – 1,900 
6. Kamatis – 3,000 
7. Sili Panigang – 3,800 
8. Sili (Sweet) – 4,000 
9. Sili (Tingala) – 3,800 
10. Talong (Haba) – 3,800 
11. Talong (Bilog) – 3,600 
12. Sitaw (Haba) – 1,800 

 
5 minutes 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
NEFVSC 
staff in-
charge 
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2.2 ssuance of 

Official  
Receipt 

13. Sitaw Turo (CS18-6) – 
460 

14. Sitaw Turo (Bush Bean) 
–  

              500 
15. Mais – 120 

• Naturally Grown 
1. Patola Native – 4,000 
2. Upo – 2,500 
3. Kamatis – 4,000 
4. Sitaw – 2,222 
5. Upland Kangkong – 

5,200 
6. Bataw – 2,000 
7. Patani – 2,000 
8. Singkamas – 2,000 
9. Saluyot – 4,000 
 
II. Fruit 

Seedlings(P/seedling) 

• Grafted: 
1. Chico – 100 
2. Dayap – 60 
3. Calamansi– 50 
4. Duhat – 150 
5. Macopa – 150 
6. Mango -  150 
7. Sweet Tamarind - 100 

• Non-Grafted 
1. Atis – 50 
2. Balimbing – 50 
3. Bignay – 50 
4. Cacao – 50 
5. Caimito – 50 
6. Cashew – 50 
7. Guva (Native)–50 
8. Guva (Maroon–100 
9. Guyabano (Sweet)-100 

10. Langka (Latex Less)-
100 

11. Lemon (American) -100 
12. Mabolo – 50 
13. Macopa – 50 
14. Rambutan – 50 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2 minutes 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

PTO Staff     
In-charge 
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2.3 Release 

of 
Procured 
seeds/see
dlings 

15. Tamarind – 50 
16. Santol – 50 
17. Kastanyas - 100  

 
None 

 
 
 

None 
 
 
 

 
5 minutes 

 
 

 
 

NEFVSC 
staff in-
charge 

 

TOTAL  35 minutes  

Note: Duration is accounted on average individual transaction time and does not include 
queuing time and volume of order  
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14. Soil Analysis using Soil Test Kit (STK) and Fertilizer 
Recommendation 

   
   Soil Analysis is a set of chemical process that determine the amount of available 

plant nutrients in the soil that are important for plant nutrition for soil health. Soil analysis 
using Soil test Kit (STK) is a simple process adopted and implemented by  Local 
Government Agriculture Offices in partnership with Department of Agriculture. Soil 
analysis is one of the services being offered and implemented by the Office of the 
Provincial Agriculturist wherein testing is being done at Soils Laboratory located at Fruits 
and Vegetables Center (FVSC) of the province. 

 
   Testing the soil and following the recommended rate of fertilizer to be applied to the 

crops is a vital factor that affect productivity.  Prior to soil analysis, farmers are being 
briefed/trained in getting samples to be tested since some farm areas have uneven 
topography and there are steps to be followed in doing so.   

 
Office or Division: Crop  Development Division - Office of the Provincial  

Agriculturist (OPA) 

Classification:  Complex  

Type of Transaction: Government to Citizen (G2C), Government to Government 
(G2G), Government to Business (G2B) 

Who may avail: Farmers, Rural-Based Organizations (RBOs), Agricultural 
Extension Workers(AEWs) and other clients 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

• Verbal or Written Letter of Request 

• Soil Samples for Testing /Analysis  

Client 

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
following  

a. Verbal or Letter 
of Request 
 

b. Submit the soil 
samples with 
labels for 
testing and 
analysis 

 

• Log-In the Verbal 
request/receive the 
Letter of Request 

 

• Brief the client 
regarding the 
process of soil 
analysis and 
schedule of pick-up 
of result 

 
None 

 
 
 

None 
 
 
 

 
3 minutes 

 
 
 

5 minutes 
 
 
 

 
 
 

Crop 
Development 

Staff/ Soil 
Coordinator 
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2. Wait for the 
result of soil 
analysis and 
fertilizer 
recommendation 

2.1 Perform the process 
of soil testing & 
analysis  

• Air dry the soil 
sample 

• Pulverize the air-
dried soil samples 

• Conduct soil testing 
and gather results 

• Prepare fertilizer 
recommendation 
based on soil 
analysis 

 
 
 

None 

 
 

14 days 
   30 minutes 

 
   1 hour 

 
10 minutes 

Soil  

 
 

Soil Laboratory 
Technical Staff 

3. Pick-up result of 
soil analysis and 
fertilizer 
recommendation 

3.1 Release result of soil 
analysis and fertilizer 
recommendation 
 

3.2 Brief the client on the 
result of analysis and 
recommendation 

 
 
 None 
 
 
 

 
2 minutes 

 
 

   5 minutes 

 
 

Soil Laboratory 
Technical Staff 

TOTAL   
 

14 days, 1 
hour & 55 
minutes 
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15. Technical Assistance on Aquaculture Production and Postharvest 
 

  Fish farming or venturing into fish products and by-products is a business that needs 
proper knowledge in handling, managing and operations. Technical assistance  is one of 
the many services provided by different government agencies. Thru this activity, it will aid 
in the farmers burden on proper management of their business. Maximizing the 
productivity by providing technical services is one of the key for a fish farmers and 
fisherfolk’s success. 

 
Office or Division: Fisheries Division – Office of the Provincial Agriculturist 

Classification: Simple 

Type of 
Transaction: 

Government to Citizen (G2C) 

Who may avail: Fisherfolk/ fishfarmers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of request for stating the farm 
area, location, and contact information. 

 
Client 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
letter  of 
Request 

Receive the letter 
and forward to the 
Head of Office for 
Approval 

 
None 

 
5 minutes 

 
Receiving Officer/ 
Officer of the Day 

2. Wait for the 
call or 
message for 
the schedule of 
visitation 

Upon approval, 
the technical 
person will inform 
the client 
regarding the farm 
visit 

 
 
None 

 
 
5  minutes  

 
Staff of Fisheries 
Division 

TOTAL   10 minutes  
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16. Tilapia  Fingerlings Dispersal 
 
Fish farmers who are incapable to start venturing into fish farming activity due to 

the limited budget will be given support by providing input assistance thru tilapia 
fingerlings dispersal. Upon their request for fingerlings, they will be validated and 
evaluated to ensure that the protocols in fish farming were followed. Upon the visitation 
the farmers will also be given technical advice as to how they can manage properly their 
fish farms.  

 

Office or Division: Fisheries Division – Office of the Provincial Agriculturist 

Classification: Complex 

Type of 
Transaction: 

Government to Citizen (G2C) 

Who may avail: Fisherfolk, Fishfarmers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

• Letter of request for fingerlings stating 
the farm area, location, and contact 
information. 

• Client 
 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit the letter 
of request  

• Receive the 
letter  of 
request 

• Endorse the 
request to 
Governor’s 
Office for 
approval  

 
None 

5  Minutes  
Receiving 
Officer/ Officer 
of the Day ( ,D) 

2. Wait for the call 
or message for 
the schedule of 
farm validation 

Technical person 
will inform the 
client for the date 
of farm validation. 

None 1 day Staff of 
Fisheries 
Division 

3. Accommodate/ 
Assist the 
technical staff in 
validating the 
farm 

Validate the farm  
and if approved,  
schedule the 
fingerlings 
dispersal  

 
None 

 
1 day 

Technical Staff 
of Fisheries 
Division 

4. Pick-up of tilapia 
fingerlings from 
the Provincial 
Hatchery 

Disperse tilapia 
fingerlings based 
on the required 
number of 
fingerlings needed 

 
None 

 
1 hour 

 
Technical Staff/ 
Provincial 
Hatchery Staff 
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of the validated 
farm. 

TOTAL   2 days 1 hour 
& 5 minutes 
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17. Selling of Different Vegetable Seeds, Seedlings and Fruit Bearing 
Trees 

 
Nueva Ecija Fruits and Vegetables Seed Center is a premier institution in the 

development of fruits and vegetables seed industry, which serves as a continuous source 
of quality yet affordable planting materials of tropical fruits and vegetables accessible for 
small and medium scale in the Philippines.  
 

Office or Division: Nueva Ecija Fruits and Vegetables Seed Center 

Classification: Simple 

Type of 
Transaction: 

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

Who may avail: Farmers, Government and private institution, Agri-preneurs,  

CHECKLIST OF 
REQUIREMENTS 

WHERE TO SECURE 

Fill-up order slip/form NEFVSC – Sales Office 

CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES TO BE PAID 
PROCESS
ING TIME 

PERSON 
RESPONSI  

BLE 

3. Submit 
duly 
accomplis
hed order 
slip/form 

3.1 Receive  
order slip 
 

1.2 Prepare 
buyer’s 
order 

None 
 

None 

3 minutes 
 
 

20 minutes 

NEFVSC taff 
in-charge 

 
NEFVSC staff 

in-charge 

4. Payment 
of orders 

4.1 Receive  
payment 
from 
buyer 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

I. Vegetable seeds 
(PHP/kg)  

• Inorganic  
16. Ampalaya Native – 

3,500 
17. Ampalaya Long – 3,800 
18. Kalabasa – 2,900 
19. Patola – 2,900 
20. Upo – 1,900 
21. Kamatis – 3,000 
22. Sili Panigang – 3,800 
23. Sili (Sweet) – 4,000 
24. Sili (Tingala) – 3,800 
25. Talong (Haba) – 3,800 
26. Talong (Bilog) – 3,600 
27. Sitaw (Haba) – 1,800 
28. Sitaw Turo (CS18-6) – 

460 

 
5 minutes 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
NEFVSC staff 

in-charge 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 

 109 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4.2 ssuance of 

Official  
Receipt 

 

29. Sitaw Turo (Bush Bean) 
–  

              500 
30. Mais – 120 

• Naturally Grown 
10. Patola Native – 

4,000 
11. Upo – 2,500 
12. Kamatis – 4,000 
13. Sitaw – 2,222 
14. Upland Kangkong – 

5,200 
15. Bataw – 2,000 
16. Patani – 2,000 
17. Singkamas – 2,000 
18. Saluyot – 4,000 
 
II. Fruit 

Seedlings(P/seedling) 

• Grafted: 
8. Chico – 100 
9. Dayap – 60 
10. Calamansi– 50 
11. Duhat – 150 
12. Macopa – 150 
13. Mango -  150 
14. Sweet Tamarind - 

100 

• Non-Grafted 
18. Atis – 50 
19. Balimbing – 50 
20. Bignay – 50 
21. Cacao – 50 
22. Caimito – 50 
23. Cashew – 50 
24. Guva (Native)–50 
25. Guva (Maroon–100 
26. Guyabano (Sweet)-

100 
27. Langka (Latex Less)-

100 
28. Lemon (American) -100 
29. Mabolo – 50 
30. Macopa – 50 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2 minutes 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

PTO Staff     
In-charge 
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2.3 Release 
of 
Procured 
seeds/see
dlings 

31. Rambutan – 50 
32. Tamarind – 50 
33. Santol – 50 
34. Kastanyas - 100  

 
None 

 
 
 

None 
 
 
 

5 minutes 
 
 

NEFVSC staff 
in-charge 

 

TOTAL  35 minutes  

Note: Duration is accounted on average individual transaction time and does not include 
queuing time and volume of order   
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Provincial Tourism Office 

 
External Services 
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1. Tour Assistance Services 

Requested tour and visit (both local and foreign) includes various systematic tasks 

which may depend on the needs of the visitors. Maintain close communication and 

coordination with the group point-person. Plan and direct tour itinerary and circuits; and 

act as guide for tour if needed as well as the direct correspondent to places of visit. 

 

Office/Division: Provincial Tourism Office 

Classification: Complex 

Type of 
Transaction: 

G2C – Government to Citizen 
G2G – Government to Government 

Who may avail: All  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Written request addressed to the Head of 
Department  

Client 

CLIENT STEPS AGENCY ACTION 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
Written 
Request for 
accommod
ation of 
tour/visit 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
2. Proceed to 

the tour 
 

1.1 Receive the 
Letter of 
Request  
 

1.2 Endorse the 
LoR to the 
Head of 
Department 
for approval 

 
1.3 Coordinate the 

course of 
action of tour 
itinerary and 
circuits to all 
agencies/ 
institutions 
part of the 
official 
travel/visit 

 
1.4 Direct the 

over-all 
tourism 
itinerary/plan 

None 
 

 
 

None 
 
 
 
 

 
None 

 
 
 
 
 
 
 
 
 
 

None 

1 minute 
 

 
 

3 minutes 
 
 

 
 

 
5 days  

 
 
 
 
 
 
 
 
 
 

1-3 days 

Receiving Staff 
Receiving 
Section 

 
Staff in Charge 

 
 
 
 

 
Staff and Officer 

In-Charge 
 
 
 
 
 
 
 
 
 

Staff and Officer 
In-Charge 
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TOTAL:  8 days and 4 
minutes 
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2. Tourism Promotion and Marketing Services 
Develop and promote the tourism in the locality and production of tourism 

marketing and promotional materials. 

Office/Division: Provincial Tourism Office 

Classification: Complex 

Type of 
Transaction: 

G2C – Government to Citizen 
G2G – Government to Government 

Who may avail: All  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of Request  Client 

CLIENT STEPS AGENCY ACTION 

FEES 
TO 
BE 

PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
the 
Written 
Letter of 
Request 

 
 

 

1.1 Receive the 
letter of request 
and record the 
 

1.2 Endorse the 
letter of request 
to the 
Department 
head for review 
and assessment 

 
1.3 Consultation 

and give 
feedback 
immediate to the 
client. 
 

1.4 Follow up and 
prepare the list 
of required 
documents to be 
pass by the 
clients 
 

1.5 Compilation and 
Screening of 
data 

 

None 
 

 
 
None 

 
 
 
 
 

None 
 

 
 
 

 
None 

 
 
 
 
 

None 
 

 
None 
 
 

2 minutes 
 
 
 

2 minutes 
 
 
 
 
 

5 minutes 
 
 
 
 
 

2 minutes 
 
 
 
 
 

10 days 
 
 

7 days 
 

 
 

Receiving Staff 
(Reception 

Desk) 
 
Receiving Staff 

 
 
 
 
 

Officer In-
Charge 

 
 
 
 

Staff In-Charge 
 
 

 
 

 
Officer In-

Charge 
 

Staff In-Charge 
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1.6 Draft the 
materials 
needed for 
approval 

 
1.7 Printing/Posting 

 

 
None 
 

3 days/1 min. 
 

Staff In-Charge 

TOTAL:  20 days and 
11 minutes 
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3. Tourist Information Services 
 

The Provincial Tourism Office disseminates relevant information pertaining to Tourist 

Arrivals, Number of Accommodation Facilities (Hotel/Resort), Restaurants, Tourist 

Locations (Destination/Attraction), Information Materials (Maps, Brochures, Flyers etc.) 

Products, Tour guide and packages, Transport Services and Directory of City/Municipal 

Tourism Officers and Tourism Enterprises. 

Office/Division: Provincial Tourism Office 

Classification: Simple 

Type of 
Transaction: 

G2C – Government to Citizen 
G2G – Government to Government 

Who may avail: All  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Written request addressed to the Head 
of Department  

Client 

CLIENT STEPS AGENCY ACTION 
FEES TO 
BE PAID 

PROCESS
ING TIME 

PERSON 
RESPONSIBLE 

1. Submit 
the 
Written 
Letter of 
Request 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Wait for 
the 
release 
of the 

1.1 Receive the 
Letter of 
Request and 
assist the 
client to sign in 
the log-book 
 

1.2 Endorse the 
LoR to  the 
officer in 
charge for 
approval 

 
1.3 Prepare the 

requested 
information 
materials/ 
services 

 
1.4 Issue the 

materials/servi
ces to the 
tourist/client  

None 
 
 
 
 
 
 
 

None 
 
 
 
 
 

None 
 
 
 
 
 

None 

2 minutes 
 
 
 
 
 
 
 

2 minutes 
 
 
 
 
 

3 minutes 
 
 
 
 
 

3 minutes 

Receiving Staff 
 
 
 
 
 
 
 

Officer in Charge 
 
 
 
 

Staff in Charge 
 
 
 
 
 

Staff in Charge 
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requeste
d 
materials 
 

TOTAL:  10 minutes  

CLIENT STEPS AGENCY ACTION 
FEES TO 
BE PAID 

PROCESS
ING TIME 

PERSON 
RESPONSIBLE 

1. Inquiry 
via: 
a. Phone 
b. Email/e-

media 
c. Letter 
d. Personal 

(walk-in) 
 

1.1 Receive and 
answer client’s 
inquiry 

 
1.2  Provide 

data/informatio
n needed 
 

1.3  Log/Record 
Transaction 

 
  

None 
 
 
 

None 
 
 
 

None 
 

 

2 minutes 
 

 
 

10 minutes 
 
 

 
1 minute 

Officer in Charge 
 
 

Officer in Charge 
 
 

Officer in Charge 
 

TOTAL:  13 minutes  
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4. Tourist Training and Development Services 

The Provincial Tourism Office initiates and maintains tourism-relative trainings to 

Tourism Stakeholders and other groups in the service of the Tourism Industry. 

Office/Division: Provincial Tourism Office 

Classification: Complex 

Type of 
Transaction: 

G2C – Government to Citizen 
G2G – Government to Government 

Who may avail: All  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of Request addressed to the Head 
of Department  

Client 

CLIENT STEPS AGENCY ACTION 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
Letter of 
Request for 
Training  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Attend the 
training/ 
workshop  
 

1.2 Receive the 
Letter of 
Request  
 

1.3 Endorse the 
LoR to the 
Head of 
Department 
for review 
and approval 

 
1.4 Prepare the 

planning of 
the training 
including the 
processing of 
required 
documents 
and 
coordination 
to all point of 
agencies. 

 
1.5 Conduct 

training/ 
workshop  
 

None 
 

 
 

None 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 
 
 
 
 

None 

1 minute 
 
 

 
3 minutes 

 
 
 
 
 
 

10 days 
 
 
 
 
 
 
 
 
 
 
 

3 days 

Receiving Staff 
 
 
 

Staff In-Charge 
 
 
 
 
 
 

Staff and 
Officer In- 
Charge 

 
 
 
 
 
 
 

 
 

Staff and 
Officer In- 
Charge 
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TOTAL:  13 days and 4 
minutes 
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Provincial Veterinary Office 

 
External Services  
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1. Animal Disease Monitoring for Walk-in client 

Animal disease monitoring is a continuous process of data collection about 

animal’s health, disease and their determinants in a population over a period of time.  

Data collated is issued to evaluate the effectiveness of animal health control and 

prevention. 

 
Office or Division: Provincial Veterinary Office 
Classification: Simple 
Type of Transaction: Government to Client (G2C)   
Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Register to Registry  
    Log Book 

1.1  Interview client None 1 minute Receiving Officer 
Administrative Division 

2. Report a sick animal 2.1 Ask the client 
important 
information about 
the sick animal 

2.2 Conduct blood 
sampling 

2.3 Treat animals 
2.4 Make a disease 

investigation 
report 

None 5 minutes 
 
 
 

 
15  minutes 

 
15 minutes 
20 minutes 

 
 

Veterinarian 
Provincial Veterinary 

Office 

3. Wait for the result of 
blood test 

3.1 Submit samples 
to Regional 
Animal Disease 
Diagnosis 
Laboratory 

3.2 Upon release of   
      the result, PVO 

will inform the 
client via phone 

 1 day 
 
 
 
 

5 days 
 
 

 

 TOTAL  6 days, 56 
minutes 
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2. Animal Treatment for reported sick animals thru phone 

Treatment is a medical care given to an ill or injured animal wherein dose of 
medicine is administered to the patient 

 
Office or Division: Provincial Veterinary Office 

Classification: Simple 

Type of 
Transaction: 

Government to Citizen (G2C) 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None 
 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Contact Provincial 
Veterinary 
personnel via 
phone and request 
for treatment  

1.1  Interview the   
       Client 
1.2 Get the name  
       and address 
1.3 Proceed to 

the  
      address of the    
      client 
 

None 1 minute 
 

1 minute 
 

30 minutes 
 
 

Veterinarians 
Provincial Veterinary 

Office 
 

 TOTAL  32 minutes  

Note: if the client ‘s address is within Palayan City, treatment will be done within 
the day. If outside Palayan City treatment will be done the following day.  
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3. Animal Treatment for Walk-in client 

Treatment is a medical care given to an ill or injured animal wherein dose of 

medicine is administered to the patient 

 
Office or Division: Provincial Veterinary Office  
Classification: Simple 
Type of Transaction: Government to Citizen (G2C) 
Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None 
 

 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Register  to Registry 
Log book 

1.1 Interview the   
      client on their   
      purpose 

None 2 minutes Receiving Officer 
Administrative Division 

 

2. Fill out animal 
information sheet 

3. Treat sick  
    animal 

 15 minutes Veterinarians 
Provincial Veterinary 

Office 

 TOTAL  17 minutes  
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4. Anti-Rabies Vaccination for Walk-in Client 

Rabies vaccination is administration of vaccine to our pets to help their bodies 
develop protection from rabies.  This is given to healthy pets 3 months and above, every 
year. 

 

Office or Division: Provincial Veterinary Office/Animal Health Division 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Anti-rabies vaccination form (1) 
dt 

Provincial Veterinary Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Register  to 
Registry Log Book 

1.1  Interview    
client on their 
purpose 
  

None 2 minute 
 
 

Receiving Officer 
Administrative 

Division 
 

2. Request for 
vaccination 

2.1 Interview the 
client about 
the animal 

None 5 minutes 
 

 

Veterinarian  
Vaccinator 

Animal Health 
Division 

3. Fill out vaccination 
form 

3.1 Prepare the 
vaccine 

3.2 Vaccinate the 
dog/cat 

None 2 minutes 
 

3 minutes 
 

Veterinarian  
Vaccinator 

Animal Health 
Division 

 TOTAL 
 

 12 minutes  
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5. Blood Sample Collection (LOCAL shipment and RENEWAL of Animal 

Disease Monitoring Compliance Certificate (ADMCC)        
                                 
Blood collection is a service given to duck and quail raisers, breeders, poultry 

integrators as a requirement for issuance of shipping permit.  This is a monitoring tool 

used to detect Avian Influenza (AI) and African Swine Fever (ASF).  

 
Office or Division: Provincial Veterinary Office 
Classification: Complex 
Type of Transaction: Government to Business (G2B) 
Who may avail: Poultry integrators, Chicken breeders, Duck and Quail raisers, 

Pigeon raisers, Swine Raisers 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request letter  (2 copies) BAI 
DA, RFO III 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit letter of request 1.1 Receive the 
request letter 

None 2 minutes Receiving 
Officer 

Administrative 
Division 

2. Coincide with the 
scheduled date 

2.1 Coordinate with 
company 
veterinarian 

2.2 Schedule the 
date of collection 

2.3 Inform the client 
on the date of 
blood collection 

 10 minutes 
 
 

 

Veterinarians 
Provincial 

Veterinary Office 

3. Proceed to the farm  3.1 Proceed to the 
farm 

3.2 Conduct 
      blood    
      collection  

None 1 hour Veterinarians 
Provincial 

Veterinary Office 
 

4. Submit the blood 
samples collected 

 None 5 days Regional Animal 
Disease 

Diagnostic 
Laboratory 
(RADDL) 

5. Wait for the laboratory 
result 

    

6. Inform the PVO of the 
results 

   Farm Owner/ 
Veterinarian/Ma
nager 

 TOTAL  5 days, 1 hour, 
12 minutes 
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6. Issuance of Shipping Permit 

Shipping permit  is  given/issued to all traders of live animals, animal products and 
by-products to control the entry of diseases from infected areas and to prevent 
introduction of new/exotic diseases from other boarders. 

 

Office or Division: Provincial Veterinary Office 

Classification: Complex 

Type of 
Transaction: 

Government to Business (G2B)   

Who may avail: Poultry Raisers and Traders, Swine Raisers and Traders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

For Commercial Broiler Chicken 
▪ Veterinary Health Certificate (VHC) 
      from point of origin, properly dated 
and     
      signed by their company 
Veterinarian     
      (1 original) 
▪ Farm Inspection Certificate (1 

original) 
For Commercial Layers (Cull) 

▪ Veterinary Health certificate (VHC) 
from point of origin, properly dated 
and signed by their company 
Veterinarian (1 original) 

▪ Farm Inspection Certificate (1 copy) 
▪ Farm accreditation 
▪ Avian Influenza Negative 

Laboratory Result 
For Commercial Layers (Table Eggs, 
Hatching Eggs) 
Game fowl, Quail (Quail Eggs) 
Ducks (Ducks, Fresh Eggs, Balut, Salted 
Eggs) 
Pigeon, Ready To Lay (RTL) pullets 

▪ Veterinary Health Certificate (HVC) 
from point of origin, properly dated 
and signed by their company 
Veterinarian 

▪ Farm Accreditation 
▪ Avian Influenza Negative  

Laboratory Result 
For Swine 

 
Company/Private Veterinarian 
 
 
 
Provincial Veterinary Office 
 
Company/Private Veterinarian 
 
 
 
Provincial Veterinary Office 
Bureau of Animal Industry/Dept. of Agriculture-
Regional Field Office III 
 
 
 
 
 
 
 
Company/Private Veterinarian 
 
 
Bureau of Animal Industry/Dept. of Agriculture-
Regional Field Office III 
 
 
Company/Private Veterinarian 
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▪ Veterinary Health Certificate  (VHC) 
from point of origin, properly dated 
and signed by their company 
Veterinarian 

▪ African Swine Fever (ASF) 
Laboratory result 

Bureau of Animal Industry/Dept. of Agriculture-
Regional Field Office III 
 
 
 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Register to 
Registry Logbook 

1.1 Interview client  None 2 minutes Receiving Officer 
Administrative 

Division 

2. Submit 
requirements 

2.1 Receive the 
required 
documents 
and check for 
completeness 

2.2 Issue Shipping  
Permit 

 3 minutes 
 
 
 
 

5 minutes 
 
 

Veterinarians  
Provincial Veterinary 

Office 

1. Receive the issued 
Shipping Permit 
and sign across the 
company’s name in 
the Logbook 

3.1 Release 
Shipping 
Permit 

 

None 2 minutes Veterinarians 
Provincial Veterinary 

Office 

 TOTAL     12 minutes  

Note:  Duration is accounted based on the volume of Shipping Permit per transaction 
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7. Concurring of Veterinary Health Certificate 
 

Veterinary Health Certificate issued by the farm Veterinarian/private practitioners shall be 
concurred by the Local Government Unit Veterinarian or Department of Agriculture, 
Regional Field Office III Veterinarian for Bureau of Animal Industry list of notifiable 
diseases.  

 
Office or Division: Provincial Veterinary Office 

Classification: Simple 

Type of 
Transaction: 

Government to Business (G2B)   

Who may avail: Private Traders and Integrators 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Veterinary Health Certificate 
 

Company/Private Veterinarians 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Register to 
Registry  

    Log Book 

1.1   Interview the   
        client 

None 2 minutes Receiving Officer 
Administrative 

Division 

2. Bring Veterinary 
Health Certificate 

2.1 Receive the 
Veterinary 
Health 
Certificate 

2.2 Check the 
authenticity of 
Veterinary 
Health 
Certificate 

2.3 Concur/Coinc
ide with the 
Veterinary 
Health 
Certificate 

None 1 minute 
 

 
 
2 minutes 

 
 
 
 

2 minutes 

Receiving Officer 
Administrative 

Division 
 

Veterinarians  
Provincial Veterinary 

Office 

3. Receive the        
concurred 
Veterinary Health 
Certificate 

3.1   Return the 
Veterinary 
Health 
certificate 

None 1 minute Veterinarians 
Provincial Veterinary 

Office 

 TOTAL  8 minutes  

Note:  Duration is accounted based on the volume of Veterinary Health Certificate per 
transaction 
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8. Farm Inspection 

 
Farms are inspected to evaluate if the farm is vermin free particularly flies and to 

ensure that farms follow strict biosecurity measures. 
 

Office or Division: Provincial Veterinary Office 

Classification: Simple 

Type of 
Transaction: 

Government to Business (G2B)   

Who may avail: Integrators, Poultry owners 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Send via SMS 
message all the 
details of the farm 
to be inspected 

     
 

1.1 Take down all 
the details 

1.2 Prepare 
schedule of 
inspection/vis
itation 

1.3 Give 
schedules to 
Provincial 
Veterinary 
Farm 
Technicians/L
ivestock 
Inspectors 
their 
respective 
schedules 

1.4 Prepare Farm 
Inspection 
Certificate 
Form to be 
used by the 
Farm 
Inspectors/Liv
estock 
Inspectors  

1.5    Inspect 
Farms 

   

None 2 minutes 
 

10 minutes 
 
 
 

5 minutes 
 
 
 
 
 
 
 
 
 

15 minutes 
 
 
 
 
 
 
 
 

3 days 

Veterinarian 
Livestock, Poultry & 
Extension Division 

 
 
 

Veterinarian 
Livestock, Poultry & 
Extension Division 

 
 
 
 
 
 
 

Veterinarian 
Livestock, Poultry & 
Extension Division 

 
 
 
 
 
 

Livestock/Farm 
Inspectors 

Provincial Veterinary 
Office 
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 TOTAL  3 days,32 
minutes 
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9. Artificial Insemination (AI) with Pregnancy Diagnosis and Estrous 

Synchronization to walk-in client 

Artificial insemination is a deposition of semen into the genital tract by means of 

instruments. It is not merely a novel method of bringing about impregnation in females. 

Instead, it is a powerful tool mostly employed for livestock improvement. Pregnancy 

diagnosis is introducing  hand and arm into the rectum of the cow or heifer and 

physically feeling the fetus. Estrous (heat) synchronization involves manipulating the 

female’s estrous cycle so they can be bred at about the same time.  The normal 21-day 

estrous cycle in beef cattle can be altered by following an effective estrous 

synchronization protocol. 

Office or Division: Provincial Veterinary Office 

Classification: Simple 

Type of 
Transaction: 

Government to Client (G2C)   

Who may avail: Carabao and cattle raisers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None 
 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1 Register to Registry    
   Logbook 

1.1  Interview the    
Client 
 

none 2 minutes Receiving Officer 
Administrative 

Division 

2. List down all the 
data needed 

2.1 Interview on 
the status of 
animal 

2.2 Get the name,   
      address, CP 

number of the 
client 

None 15 minutes 
 
 

 

Artificial 
Insemination 
Technician 

Animal Propagation 

3.Schedule the date 
of  
   visit 

3.1 AI technician 
coincide with 
the schedule 
of the client 

None 10 minutes Artificial 
Insemination 
Technician 

Animal Propagation 

4. Accommodate the 
AI technician 

2.1  AI technician 
will visit the 
animal and 
conduct AI, 
PD & ES 

 1 day Artificial 
Insemination 
Technician 

Animal Propagation 
Division 

 TOTAL  1 day, 27 
minutes 
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10. Conduct of Seminars 

                                  
 Training is the process of teaching someone skills and knowhow to effectively 
perform activities.  Trainings and seminars are provided to clients particularly to livestock 
farmers, and other individuals to effectively promote and adopt technologies and to 
optimize farm productivity and profitability. 
 

Office or Division:  Provincial Veterinary Office 

Classification: Simple 

Type of 
Transaction: 

Government to Client   

Who may avail: Association, Non-Government Organization, Cooperative, Schools 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of request  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit letter of 
request 

1.1 Receive the 
letter of 
request 

1.2  Letter of 
request is 
subject for 
approval of 
the Head of 
Office 

None 2 minutes 
 

20 minutes 

Receiving Officer 
Administrative 

Division 
Head of Office 

Provincial Veterinary 
Office 

 

2.  Coincide with the 
scheduled date 

2.1 Livestock 
Poultry and 
Extension 
Division staff 
will 
coordinate 
with the 
requesting 
party and 
schedule the 
seminar 

 20 minutes Training In-charge 
Livestock, Poultry 

and Extension 
Division 

Animal Health 
Division 

3 Prepare the venue 
and participants 

3.1  Conduct 
seminar 

 6 hours Training In-charge 
Livestock, Poultry 

and Extension 
Division 

Animal Health 
Division 
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 TOTAL  6 hours, 43 
minutes 
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11. Provision of Livestock Data  

 
 Livestock data includes the inventory and/or population of livestock and poultry 
commodities namely, carabao, cattle, goat, swine, chicken and duck.  It also includes 
data on the number of animals slaughtered in slaughterhouses or/and dressed in poultry 
dressing plants,  

 
Office or Division: Provincial Veterinary Office 

Classification: Simple 

Type of 
Transaction: 

Government to Client   

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of request  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit letter of 
request 

1.1  Receive the 
letter of 
request 

None 2 minutes Receiving Officer 
Administrative 

Division 

1. Leave ID card 1.1 Interview the 
client 
 

 5 minutes Officer of the Day 
Provincial Veterinary 

Office 

3. Photo copy the 
data 

3.1 Provide the 
needed data 

 20 minutes Officer of the Day 
Provincial Veterinary 

Office 

4 Return the photo 
copied data 

3.1  Return the ID 
card 

 1 minute Officer of the Day 
Provincial Veterinary 

Office 

 TOTAL  30 minutes  
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Provincial Veterinary Office 

 
Internal Services  
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1. Animal Disease Monitoring for Local Government Unit 
         

Animal disease monitoring is a continuous process of data collection about 
animal’s health, disease and their determinants in a population over a period of time.  
Data collated is issued to evaluate the effectiveness of animal health control and 
prevention. 

 
Office or Division: Provincial Veterinary Office 
Classification: Complex 
Type of Transaction: Government to Government (G2G)   
Who may avail: Local Government Unit 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Animal Incidence Report  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

2. Register to Registry  
Log Book 

1.1  Interview client None 1 minute Receiving Officer 
Administrative Division 

2. Submit animal 
incidence report on 
unusual number of 
deaths of animal 

3.3 Ask the client 
important 
information about 
the sick animal 

None 5 minutes 
 
 
 

 

Veterinarian 
Provincial Veterinary 

Office 

3.Coincide with the 
scheduled date 

3.4 Schedule the 
investigation 

 1 minute 
 

Veterinarian 
Provincial Veterinary 

Office 

4. Accommodate and 
assist PVO personnel 

4.1 Conduct blood 
sampling 

4.2 Treat animals 
4.3 Make a disease 

investigation 
report 

 15  minutes 
 

15 minutes 
20 minutes 

Veterinarian 
Provincial Veterinary 

Office 

5. Submit blood samples 
collected 

5.1 Wait for the 
laboratory results 
 

5.2 Upon release of 
the result, PVO 
will inform the 
municipality 

 5 days 
 
 
 

10 minutes 

Regional Animal 
Disease Diagnostic  

Laboratory (RADDL) 
Tarlac City 

Veterinarian 
Provincial Veterinary 
Office Veterinarian 

 

 TOTAL  5 days, 1 hour 7 
minutes 
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2. Anti-Rabies Vaccination for LGU 

Rabies vaccination is administration of vaccine to our pets to help their bodies develop 
protection from rabies.  This is given to healthy pets 3 months and above, every year. 

 
Office or Division: Provincial Veterinary Office 

Classification: Complex 

Type of Transaction: Government to Government  (G2G) 

Who may avail: LGU 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Written request (2 copies) 
Anti-rabies vaccination form (1 copy) 
 

LGU 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Register to Registry  
   Log Book 

3.3  Interview    
 client on their   
 purpose 

None 2 minutes 
 
 

Receiving Officer 
Administrative Division 

2.Submit Letter of  
   Request 

2.1 Receive the    
      letter of   
      request 

None 2 minutes 
 

 

Receiving Officer 
Administrative Division 

3.Coincide with the 
scheduled date and 
notify the barangay 

3.1 Coordinate  
      with the LGU 
      and schedule   
      the date of 
      vaccination 

 10 minutes 
 

Veterinarian  
Animal Health Division 

4.Proceed to the barangay  4.1 Proceed to the   
      barangay  
 

 1 hour 30 
minutes 

 

Veterinarian  
Vaccinators 

Animal Health Division 

5.Accommodate and 
assist the PVO 
veterinarians and 
vaccinators 

2   Write the  
      information  
      needed 
4.3 Vaccinate  
      dogs/cats 

 5 minutes 
 
 

3 minutes 
 

Veterinarian  
Vaccinators 

Animal Health Division 
 

 
 

TOTAL  1 hour, 52 
minutes 
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3. Artificial Insemination (AI) with Pregnancy Diagnosis and Estrous 

Synchronization to MAO/MVO 

Artificial insemination is a deposition of semen into the genital tract by means of 
instruments. it is a powerful tool mostly employedo for livestock improvement. Pregnancy 
diagnosis is introducing  hand and arm into the rectum of the cow or heifer and physically 
feeling the fetus. Estrous (heat) synchronization involves manipulating the female’s 
estrous cycle so they can be bred at about the same time.  The normal 21-day estrous 
cycle in beef cattle can be altered by following an effective estrous synchronization 
protocol. 

 

Office or Division: Provincial Veterinary Office 

Classification: Complex 

Type of 
Transaction: 

Government to Government (G2G)   

Who may avail: Municipal Agriculture Office/City/Municipal veterinary Office 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of request 
 

City/Municipal Veterinary Office 
Municipal Agriculture’s Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit letter of 
request 

1.1 Receive the 
letter of 
request 

None 1 minute 
 

Receiving Officer 
Administrative 

Division 

13. Wait for the 
approval of the 
request 

2.1 Letter of 
request is 
subject for 
approval of 
the Head of 
Office 

 1 day Head of Office 
Provincial Veterinary 

Office 
 

2. Coincide with the 
scheduled date 
and notify the 
barangay  

2.1  Technician will 
coordinate 
with the 
municipality 
regarding the 
date of the 
conduct of AI 

2.2  Schedule the 
conduct of AI 

 30 minutes Animal Propagation 
Technician 

Animal Propagation 
Division 

5 Accommodate  and 
assist  the PVO 
technicians 

3.1  Conduct the 
activity 

 1 day Animal Propagation 
Technicians 

Animal Propagation 
Division 
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 TOTAL  2 days, 31 
minutes 
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4. Blood Collection (Surveillance)  
 

Blood collection is a service given to duck and quail raisers, breeders, poultry 
integrators as a requirement for issuance of shipping permit.  This is a monitoring tool 
used to detect Avian Influenza. 

 

Office or Division: Provincial Veterinary Office 

Classification: Complex 

Type of 
Transaction: 

Government to Government (G2G) 

Who may avail: Bureau of Animal Industry, Department of Agriculture-RFO III 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request letter  (2 copies) BAI 
DA, RFO III 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

7. Submit letter of 
request 

7.1 Receive the 
request letter 

None 2 minutes Receiving Officer 
Administrative 

Division 

8. Coincide with the 
scheduled date 

8.1 Coordinate 
with LGU 
concerned 

8.2 Schedule the 
date of 
collection 

8.3 Inform the 
client on the 
date of blood 
collection 

 10 minutes 
 
 

 

Veterinarians 
Provincial Veterinary 

Office 

9. Proceed to the 
barangay  

9.1 Proceed to the 
barangay 

9.2 Conduct 
      blood    
      collection  
      (house to  
      house) 

None 2 hours Veterinarians 
Provincial Veterinary 

Office 
 

10. Process the 
blood samples 

10.1 Wait for the 
laboratory 
result 

None 5 days Veterinarians 
Provincial Veterinary 

Office 

 TOTAL  5 days, 2 
hours, 12 
minutes 
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Provincial Cooperative and Development Office 

 
External Services  
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1. Coordination and Assistance in the Conducting the Pre-Registration 

Seminar (PRS) 

One of the pre-requisites in registering a cooperative is that all the cooperators 

should have completed the Pre-Registration Seminar (PRS), which should be conducted 

with the approval and presence of the Cooperative Development Authority (CDA). 
PCEDO being the counterpart of CDA in the province partners with them in conducting 
the Pre Registration Seminar for groups planning to register as cooperative. 

 
Office or Division: Provincial Cooperative and Entrepreneurship Dev’t. Office (PCEDO) 

Classification: Complex 

Type of Transaction: G2C and G2G  

Who may avail: Organized Group with at least 25 members decided to form a 
cooperative. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request Letter addressed to the Governor 
through the Provincial Cooperative Officer 

Client 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Sign in the 
logbook and 
submit request 
letter 

1. Receive request 
letter and endorse to 
the Office of the 
Governor and 
Cooperative 
Development 
Authority (CDA) 

Region 3 for Approval 

None 15 Minutes 
Receiving Officer 

Administrative 
Division 

 1.2 Coordinate with 
the Cooperative 
Development 
Authority (CDA) 

Region 3, re: approval 
and schedule  

None 

2 hours 
(Approved 

request by 
CDA is 

released 
every last 

week of the 
month) 

 
 

Training Coordinator 
Organization and 
Training Division 

1.3 Coordinate with 
the requester / client, 
re: schedule of 
seminar 

None 1 hour 

 
Area Coordinator 

Concerned Division 

 1.4 Conduct Pre-
Registration Seminar 
(PRS) together with 

None 1 day 

 
 

Training Team 
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the designated CDA 
employee. 

Concerned Division 

TOTAL 
1 day, 3 

hours and 15 
minutes 
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2. Financing for Organized Groups Livelihood Project 

The Provincial Government of Nueva Ecija through the PCEDO provides financing 
for Organized Groups who wants to establish their livelihood project in order to uplift their 
living condition. This program provides the needed capital that will enable them to start 
their livelihood activity without the burden of very high interest charges from private 
lenders.  

 
Office or Division: Provincial Cooperative and Entrepreneurship Dev’t. Office (PCEDO) 

Classification: Complex 

Type of Transaction: G2C  

Who may avail: Organized Groups with at least 15 members  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request Letter addressed to the Governor 
through the Provincial Cooperative Officer 

Client 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Sign in the logbook 
and submit request 
letter 

1. Receive request 
letter and endorse to 
the Office of the 
Governor for 
Approval 

None 5 Minutes 
Receiving Officer 

Administrative 
Division 

 1.2 Conduct 
Evaluation and 
Assessment of the 
Association and its 
members 

None 1 day 

 
 
 

Area Coordinator 
Concerned 

Division 
 1.3 Orientation with 

the Association 
Members, re: 
Program Concepts  

None 1 day 

 
Concerned Team 

Concerned 
Division 

1.2 Fill up the forms 
and submit to 
PCEDO with the 
complete 
requirements 

1.4 Provide the 
clients with the forms 
and list of 
requirements. 
1.5 Prepare vouchers 
and other 
requirements for 
disbursement. 

None 
 
 
 

None 

5 days 
 
 
 

2 days 

 
 

Concerned Team 
Concerned 

Division 
 

Concerned Team 
Concerned 

Division 
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 1.6 Process the 
Disbursement 
Vouchers and 
release check to 
beneficiaries 

None 10 days 

Accounting Office 
/ Budget Office / 

Treasurer’s Office 

2. Provide payment 
on base on the 
Amortization 
Schedule Agreed 

2. Issued Temporary 
Official Receipt and 
gives the original 
copy to the borrower 

None 10 minutes 

 
Concerned Team 

Concerned 
Division 

 2.2 Remits the 
collection to Prov’l. 
Treasurer’s Office 
(PTO) 

None 10 minutes 

 
Concerned Team 

Concerned 
Division 

2.2 Receive the 
Official Receipt and 
tender payment for 
amortization due 

2.3 On the next 
collection date, gives 
the Official Receipts 
issued by PTO to the 
borrower. 

None 5 minutes 

 
 

Concerned Team 
Concerned 

Division 

TOTAL 
19 days, and 
30 minutes 
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3. Financing through Nueva Ecija Credit Surety Fund 
 

The Provincial Government of Nueva Ecija through the PCEDO partners with the 
Bangko Sentral ng Pilipinas, Land Bank of the Philippines, Development Bank of the 
Philippines and cooperatives in Nueva Ecija to established the Nueva Ecija Credit Surety 
Fund (NECSF). NECSF aims to provide credit facility to cooperatives and cooperative’s 
members, who are considered as MSMEs at the lesser interest rate and no collateral 
because the loan granted by the bank is covered with surety issued by NECSF. NECSF 
is managed by the elected officers among the cooperative members and PCEDO acts as 
the management staff. 

 

Office or Division: Provincial Cooperative and Entrepreneurship Dev’t. Office (PCEDO) 

Classification: Technical 

Type of Transaction: G2C and G2G  

Who may avail: Cooperative Member or its Member  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request Letter addressed to the Oversight 
Committee Chairman 

Client 

Cooperative Board Resolution Client 

Latest Financial Statements  (Interim and 
Audited) 

Client 

Project Proposal / Business Plan Client (PCEDO can provide assistance if 
needed) 

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Sign in the 
logbook and 
submit application 

1. Receive application 
and endorse to the 
Designated NECSF Staff 
 

None 5 Minutes 
Receiving Officer 

Administrative 
Division 

 

1.2 Endorse the 
application to NECSF 
Credit Committee 
 

None 15 Minutes 
NECSF Staff 
Concerned 

Division 

 1.3 Conduct Evaluation 
and assessment on the 
loan application and 
endorse to Oversight 
Committee if approved 
 

None 
 
 
 
 
 
 

5 days 
 
 
 
 
 
 

NECSF Credit 
Committee 
(With the 

Assistance of the 
PCEDO NECSF 

Staff) 
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1.4  Conduct evaluation 
and assessment and 
issued Surety Cover if 
approved and endorse to 
the client bank 

None 5 days NECSF Oversight 
Committee 
(With the 

Assistance of the 
PCEDO NECSF 

Staff) 

 
1.5 Process and release 
the loan to client 

None 3 days 
 

Account Officer 
Lending Bank 

2. Paid the Surety 
Fee imposed by 
the NECSF 

2.0 Issued Official 
Receipt and gives the 
original copy to the 
borrower 

Depend
s on the 
NECSF 
Policy 

10 minutes 

 
 

NECSF Treasurer 
NECSF 

TOTAL 
13 days, and 
30 minutes 
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4. Financing through TODA Pasada Program 
 
The Provincial Government of Nueva Ecija through the PCEDO provides financing 

for Tricycle Operators and Drivers to help them with their needs like tricycle maintenance, 
registration and others which cannot be easily provided by their daily source of income. 
The payment scheme of the program is aligned to their daily source of income with the 
low interest rates that payment will not be a burden for them. 

 
Office or Division: Provincial Cooperative and Entrepreneurship Dev’t. Office (PCEDO) 

Classification: Complex 

Type of Transaction: G2C  

Who may avail: Active Member of Organized TODA  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request Letter addressed to the Governor 
through the Provincial Cooperative Officer 

Client 

  

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Sign in the logbook 
and submit request 
letter 

1. Receive request 
letter and endorse to 
the Office of the 
Governor for Approval 

None 5 Minutes 
Receiving Officer 

Administrative 
Division 

 1.2 Conduct 
Evaluation and 
Assessment of the 
client. If qualify, 
proceed with 
orientation. 

None 1 day 

 
 
 

Area Coordinator 
Concerned 

Division 
1.2 Fill up the forms 
and submit to 
PCEDO  TODA 
Pasada Office with 
the complete 
requirements 

1.3 Provide the clients 
with the forms and list 
of requirements. 

None 5 days 

 
Concerned Team 

Concerned 
Division 

 1.4 Prepare vouchers 
and other 
requirements for 
disbursement and 
release it to the 
borrower/s 

None 1 hour 

 
Designated TODA 

STaff 
PDE Division 

2. Provide payment 
on base on the 

2. Issued Official 
Receipt and gives the 

None 10 minutes 
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Amortization 
Schedule Agreed 

original copy to the 
borrower 

Designated TODA 
STaff 

PDE Division 

TOTAL 
6 days, 1 

hour and 15 
minutes 
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5. Orientation to Organized Groups 

Organized groups with the intention of forming a cooperative is provided with basic 
knowledge about the cooperatives. This will enlighten them on what is a cooperative, its 
purpose and how it operates. The duties and responsibilities of a cooperative member 
and officer will be made clear so that the group can assess themselves if they are ready 
and willing to establish a cooperative. 

 
Office or Division: Provincial Cooperative and Entrepreneurship Dev’t. Office (PCEDO) 

Classification: Complex 

Type of Transaction: G2C   

Who may avail: Organized Group with at least 25 members 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request Letter addressed to the Governor through 
the Provincial Cooperative Officer 

Client 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sign in the logbook 
and submit request 
letter 

1. Receive request letter 
and endorse to the Office 
of the Governor for 
Approval 

None 5 Minutes 
Receiving Officer 

Administrative Division 

 

1.2 Conduct evaluation / 
assessment on the 
organized groups and its 
members and modify the 
module based on the 
result of evaluation / 
assessment 

None 1 day 

 
 

Area Coordinator 
Concerned Division 

 
1.3 Conduct Orientation None 1 day 

Area Coordinator 
Concerned Division 

TOTAL 
2 days and 5 

minutes 
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6. Technical Assistance in Bookkeeping and Preparation of Financial 

Statements  

PCEDO provides assistance in bookkeeping and Financial Statements preparation of 

Micro-cooperatives who cannot avail of the services of the Certified Public Accountant. 

This is also in accordance with the CDA Memorandum Circular stating that Financial 

Statements of Micro-cooperatives need not be audited by the CPA to ease them from the 

burden of paying for CPAs professional fees. 

 
Office or Division: Provincial Cooperative and Entrepreneurship Dev’t. Office (PCEDO) 

Classification: Complex 

Type of Transaction: G2C  

Who may avail: Registered Cooperatives 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request Letter addressed to the Governor 
through the Provincial Cooperative Officer 

Client 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Sign in the 
logbook and 
submit request 
letter 

1. Receive request letter 
and endorse to the 
Office of the Governor 
for Approval 

None 5 Minutes 
Receiving Officer 

Administrative 
Division 

 2.2 Evaluation and 
Assessment of the 
Cooperative’s Type and 
Operation  

None 1 day 

 
 

Area Coordinator 
Concerned Division 

 2.3 Provide 
Bookkeeping Services 
such as : Recording of 
transactions to General 
Journal, Cash Receipts 
Book, Cash 
Disbursement Books 
and posting to General 
Ledger 

None 3 days 

 
 
 

Concerned Team 
Concerned Division 

 2.4 Preparation of Trial 
Balance and Financial 
Statements 

None 2 days 

 
Concerned Team 

Concerned Division 

 2.5 Updating of 
Subsidiary Ledger and 
Schedule of Accounts 

None 3 days 
 
 

Concerned Team 
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Concerned Division 

TOTAL 
9 days, and 5 

minutes 
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7. Technical Assistance in Capacity and Capability Building and 

Enhancement of Cooperative Officers and Members 

As mandated by the Cooperative Development Authority, cooperative officers and 
members should continuously improve themselves through trainings and seminars to 
ensure proper management of the cooperatives. With this, PCEDO had been one of the 
CDA Accredited Training Providers which provide trainings and seminars to cooperative 
officers and members in order to strengthen them towards the achievement of 
cooperative goals and objectives. 

 
Office or Division: Provincial Cooperative and Entrepreneurship Dev’t. Office (PCEDO) 

Classification: Complex 

Type of Transaction: G2C  

Who may avail: Registered Cooperatives 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request Letter addressed to the Governor 
through the Provincial Cooperative Officer 

Client 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Sign in the 
logbook and 
submit request 
letter 

1. Receive request 
letter and endorse to 
the Office of the 
Governor for Approval 

None 5 Minutes 
Receiving Officer 

Administrative 
Division 

 

1.2 Evaluation and 
Assessment of the 
Cooperatives and 
participants 

None 2 days 
 

Training Team 
Concerned Division 

 1.3 Modification of 
Training Modules to 
suite the participants / 
cooperatives 

None 3 days 

 
 

Training Team 
Concerned Division 

 
1.4 Conduct the 
requested Training or 
Seminar  

None 

1 to 3 days 
depending on 

the type of 
training/ 
seminars 

 
 

Training Team 
Concerned Division 

TOTAL 
8 days, and 5 

minutes 
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8. Technical Assistance in Cooperative Operations 

In adherence to the policy of the state of ensuring the cooperative growth and 
development, PCEDO provides other assistance as may be needed by the cooperative 
but are not limited to Project, Programs and Business Development, Networking or 
Linkaging and Consultation. 

 
Office or Division: Provincial Cooperative and Entrepreneurship Dev’t. Office (PCEDO) 

Classification: Complex 

Type of Transaction: G2C  

Who may avail: Registered Cooperatives and Entrepreneurs  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request Letter addressed to the Governor 
through the Provincial Cooperative Officer 

Client 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Sign in the 
logbook and 
submit request 
letter 

1. Receive request letter 
and endorse to the Office 
of the Governor for 
Approval 

None 5 Minutes 
Receiving Officer 

Administrative 
Division 

 1.2 Evaluation and 
Assessment of the 
Cooperative / 
Entrepreneur 

None 1 day 

 
 

Area Coordinator 
Concerned 

Division 
 

1.3 Conduct Research 
Study on the needed 
Services 

None 5 days 

 
 

Concerned Team 
Concerned 

Division 
 

1.4 Preparation of the 
needed output 

None 3 days 

 
Concerned Team 

Concerned 
Division 

1.2 Review and 
provide feedback 
on the output for 
finalization 

1.5 Output Presentation 
for review and finalization 

None 2 days 

 
 

Concerned Team 
Concerned 

Division 

TOTAL 
11days, and 

5 minutes 
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9. Technical Assistance in Installing Cooperative Book of Accounts 

PCEDO provides assistance in installing the book of accounts of newly registered 
cooperatives to help them in establishing a clear and proper record of their cooperative 
transactions which is an essential part of the cooperative success. In this assistance 
cooperative officers are provided with tutorial sessions on proper record keeping. 

 
Office or Division: Provincial Cooperative and Entrepreneurship Dev’t. Office (PCEDO) 

Classification: Complex 

Type of Transaction: G2C  

Who may avail: Registered Cooperatives 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request Letter addressed to the Governor 
through the Provincial Cooperative Officer 

Client 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Sign in the 
logbook and 
submit request 
letter 

1. Receive request 
letter and endorse to 
the Office of the 
Governor for Approval 

None 5 Minutes 
Receiving Officer 

Administrative 
Division 

 

1.2 Evaluation and 
Assessment of the 
Cooperative’s Type 
and Operation  

None 1 day 

 
 

Area Coordinator 
Concerned Division 

 

1.3 Installing the book 
of accounts by 
teaching them 
different sets of books 
and forms needed by 
the cooperatives and 
how to use these 
books and forms 
properly 

None 3 days 

 
 
 

Concerned Team 
Concerned Division 

 

1.4 Tutorial on simple 
bookkeeping and 
overview of sound 
accounting policies 
and control 
procedures 

None 4 days 

 
 

Concerned Team 
Concerned Division 

TOTAL 
8days, and 5 

minutes 
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10. Technical Assistance in Preparing Project Proposals, Feasibility 

Study and Business Plan 

To ensure that cooperative or entrepreneurs will expand their operations and / or 
generate partnership / alliance with other cooperatives, National Government Agencies, 
Local Government Units, Non-government Organizations and Financial Institutions they 

are required to present project proposal and / or feasibility study. PCEDO provides 
assistance in preparing the needed proposals and study for further cooperative growth 
and development programs and projects. 

 
Office or Division: Provincial Cooperative and Entrepreneurship Dev’t. Office (PCEDO) 

Classification: Technical 

Type of Transaction: G2C  

Who may avail: Registered Cooperatives and Entrepreneurs  
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request Letter addressed to the Governor through the 
Provincial Cooperative Officer 

Client 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sign in the logbook 
and submit request 
letter 

1. Receive request letter and 
endorse to the Office of the 
Governor for Approval 

None 5 Minutes 
Receiving Officer 

Administrative 
Division 

 
1.2 Evaluation and Assessment 
of the Cooperative / 
Entrepreneur 

None 1 day 

 
Concerned Team 

Administrative 
Division 

 
1.3 Conduct Research on the 
needed Project Proposal / 
Feasibility Study / Business 
Plan 

None 7 days 

 
Concerned Team 

Administrative 
Division 

 
1.4 Preparation of Project 
Proposal / Feasibility Study / 
Business Plan 

None  7 days 

 
Concerned Team 

Administrative 
Division 

1.2 Review and 
provide feedback on 
the Project Proposal / 
Feasibility Study / 
Business Plan for 
finalization 

1.5Presentation of Project 
Proposal / Feasibility Study / 
Business Plan to the requester 
for review and finalization 

None 2 days 

 
Concerned Team 

Administrative 
Division 

TOTAL 
17 days, and 5 

minutes 
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11. Technical Assistance in the Cooperative Registration 

PCEDO provides assistance in the registration of cooperative, especially in 
preparing the documentary requirements such as: Articles of Cooperation and By-Laws, 

Economic Survey and Treasurer’s Affidavit. 
 

Office or Division: Provincial Cooperative and Entrepreneurship Dev’t. Office (PCEDO) 

Classification: Complex 

Type of Transaction: G2C  

Who may avail: Organized Group with at least 25 members decided to form a 
cooperative. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request Letter addressed to the Governor 
through the Provincial Cooperative Officer 

Client 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Sign in the 
logbook and 
submit request 
letter 

1. Receive request 
letter and endorse to 
the Office of the 
Governor for Approval 

None 5 Minutes 
Receiving Officer 

Administrative 
Division 

 1.2 Consultation with 
the organized group 
as to the details of the 
cooperative to be 
registered 

None 1 day 

 
 

Area Coordinator 
Concerned Division 

 1.3 Preparation of the 
documentary 
requirements for the 
Cooperative 
Registration 

None 3 days 

 
 

Area Coordinator 
Concerned Division 

1.1 Provide 
comments and 
suggestion for 
finalization 

1.4 Checking the 
documents with the 
clients for any 
changes or 
corrections for 
finalization 

None 1 day 

 
 

Area Coordinator 
Concerned Division 

TOTAL 
5 days, and 5 

minutes 
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Provincial Employment Services Office 

 
External Services  
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1. Career Guidance/Coaching 
This activity caters primarily all graduating students from secondary, tertiary and 

even technical/vocational schools in order to assist them intellectually and psychologically 
in making decisions o f what career path they should possibly fit in. This is being done so 
as to minimize job mismatch in the labor market. 
 

Office or Division: Public Employment Service Office (PESO) 

Classification: Simple 

Type of 
Transaction: 

G2C – Government to Citizen 

Who may avail: All Graduating Students from public and private secondary schools  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request letter address to the Provincial 
governor or the PESO Chief of Office 

Client 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit letter of 
request for Career 
Guidance/Orientation 
to the PESO  

1. Review and 
record the 
request letter for 
approval 

None 5 minutes 

Focal Person 
Employment 

Services Division 
 

 
2. Approve the 

letter of request  
None 5 minutes 

PESO Chief of 
Office 

TOTAL  10 minutes  
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2. Employment Facilitation Assistance - Local Recruitment Activity 

(LRA).  

This is an employment facilitation that seeks to assist both the local employers 
and the job hunters in meeting their needs by hosting a job interview. Through 
this, PESO gains the credibility and trust of employers in providing job vacancies. 
 

Office or Division: Public Employment Service Office (PESO) 

Classification: Complex 

Type of 
Transaction: 

G2C – Government to transacting public 
G2B - Government to business entity 

Who may avail: All Local Companies/Business Establishment and All Applicants 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

For Employers: 
Request Letter to conduct LRA (2 copies) 
List of Job Vacancies (1 copy) 
Company Profile (1 copy) 
Photocopies of Bus. Registration and 
Permits (for new client) (1 copy each 
permit) 

 
Client 
Client 
Client 
Client 

For Applicants: 

• Resumé (1 copy) 

• National Manpower Registration Form 
(NMRS FORM) (1 copy) 

 
Client  
PESO 
 
 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

For Employer: 
3. Submit the letter 

request to PESO 
with the inclusion 
of list of 
vacancies, 
company profile 
and photocopy of 
business 
registration and 
licenses (for new 
client only) 

 
3.1 Receive the 

Request Letter 
and check the 
availability of 
the date being 
requested 

3.2 Validate the 
legitimacy of 
the company/ 
business 
establishment 
(new client) 

3.3 Approve and 
schedule the 
Local 

 
None 

 
 
 
 
 
 

None 
 
 
 
 
 

None 

 
3 minutes 

 
 
 
 
 
 

10 minutes 
 
 
 
 
 

5 minutes 

 
Focal Person 
Employment 

Services Division 
 
 
 
 

Focal Person 
Employment 

Services Division 
 
 
 

Chief PESO  
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Recruitment  
Activity (LRA)  

4. Once request is 
approved, appear 
on the date 
agreed to conduct 
the Local 
Recruitment 
Activity (LRA) 

2.1 During The 
LRA, provide the 
employer the 
Registration Form 
and the 
Placement Report 
and the applicants 
with the National 
Manpower 
Registration Form 
(NMRS) for them 
to fill out and 
submit. 

None 
 
 
 
 
 

5 minutes 
 
 
 
 
 

Focal Person 
Employment 

Services Division 
 

5. Submit the 
Registration and 
Placement Forms 
right after the LRA 
with complete 
action taken which 
is indicating the 
status of interview 
of each applicant. 

5.1 Examine the 
forms 
submitted and 
file it. 

5.2 Secure all the 
NMRS forms 
and forward it 
to encoder for 
encoding to 
Public 
Employment 
Information 
System 
(PEIS).  

None 5 minutes 
 
 

 
5 minutes 

Focal Person 
Employment 

Services Division 
 

TOTAL  Pre- LRA: 18 
minutes 
During & 

After LRA: 15 
minutes 

 

Note: Duration is accounted on average individual transaction time and does not include 
queuing time, volume of requests factor and/or compliance of incomplete requirements. 
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3. Employment Facilitation Assistance - Special Recruitment Activity 
(SRA).  

This is an employment intervention and assistance being given to overseas placement 
agencies to place potential applicants who wish to work abroad without having to undergo 
stringent process. Likewise, holding of SRAs minimize the risks of applicants for being 
victimized by illegal recruitment and human trafficking. 

 

Office or Division: Public Employment Service Office (PESO) 

Classification: Complex 

Type of 
Transaction: 

G2C – Government to citizen 
G2B - Government to business entity 

Who may avail: All Accredited Overseas Employment Agencies/ and All Applicants 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
For Employers: 
6. Request Letter to conduct SRA (2 copies) 
7. Job Order/POEA Certification (2 copies) 
8. Company Profile (1 copy) 
9. Photocopies of Bus. Registration and Permits 

(for new client) (1 copy each permit) 
10. Promotional Materials (flyers, posters, etc.) 

 
 

 
Client 
Client/POEA 
Client 
Client 
 
Client 
 

For Applicants: 

• Resumé (1 copy) 

• NMRS Form (1 copy) 

 
Client 
PESO 
 
 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

For Employer: 
1. Submit the letter 
request to PESO with 
the inclusion of 
updated and POEA-
certified Job Order, 
company profile and 
photocopy of 
business registration 
and licenses (for new 
client only) 

 
1.1 Receive the 

Request 
Letter and 
check the 
availability of 
the date 
being 
requested. 

1.2 Check from 
POEA the 
legitimacy of 
the agency as 
an active 
overseas 
placement 
agency. 

 
None 

 
 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 

None 
 

 
3 minutes 

 
 
 
 
 
 
 
 

15 minutes 
 
 
 
 
 
 
 

5 minutes 

 
Focal Person 

Employment Services 
Division 

 
 
 
 
 
 

Focal Person 
Employment Services 

Division 
 
 
 
 
 

Chief PESO  
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1.3 Approve and 
schedule the 
SRA (for legit 
agency) 

2. Once request is 
approved, appear on 
the date agreed to 
conduct the SRA 

2.1 Once date is 
set, perform 
information 
dissemination 
using the 
campaign 
materials 
provided by 
the agency 
and thru mass 
media 
application 
available in the 
office and the 
Provincial 
Government. 

 
2.2 During The 

SRA, prepare 
the venue as 
to the 
requirements 
or standard 
requested by 
the employer. 

2.3 Provide the 
employer the 
Registration 
Form and the 
Placement 
Report and the 
applicants with 
the NMRS 
form for them 
to fill out and 
submit. 

None 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

None 
 
 
 
 
 
 

14 days 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

30 minutes 
 
 
 
 
 
 
 
 

5 minutes 
 
 
 
 
 

Focal Person & Other 
Assisting PESO Staff 
Employment Services 

Division 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Focal Person & Other 
Assisting PESO Staff 
Employment Services 

Division 
 

3 Submit the 
Registration and 
Placement Forms 
right after the 

3.1 Examine the 
forms 
submitted and 
file it. 

None 5 minutes 
 
 

 

Focal Person 
Employment Services 

Division 
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SRA with 
complete action 
taken which is 
indicating the 
status of interview 
of each applicant. 

3.2 Secure all the 
NMRS forms 
and forward it 
to encoder for 
encoding to 
PEIS.  

5 minutes 

TOTAL  Pre- SRA: 14 
days and 23 

minutes 
During LRA: 45 

minutes 
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4. Employment Facilitation Assistance – Job Referrals 

 
An employment facilitation assistance wherein walk-in applicants are being presented 
with the available job offers and make them choose specific job/s to apply with and have 
them properly endorsed to the respective company/ies bearing the formal referral letter 
given by this office. After such endorsement, the PESO communicates with the 
company of the status of the applicant/s.  

 

Office or Division: Public Employment Service Office (PESO) 

Classification: Simple Transaction 

Type of 
Transaction: 

G2C- Government to Citizen 
G2B - Government to business entity 

Who may avail: Walk-in Applicants 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Referral Letter PESO 
 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Register your 
name to the log 
book to be 
provided by 
PESO 

1. Provide the 
client with the 
list of job offers 
and companies 
to choose from 

None 3 minutes Focal Person 
Employment 

Services Division 
 

2. Fill-out an 
National 
Manpower 
Registration Form 
(NMRS) to be 
provided by 
PESO 

2. Evaluate the 
applicant and 
do some job 
matching base 
on the 
credentials of 
the client 

None 5 minutes Focal Person 
Employment 

Services Division 
 

 3. Prepare and 
issue referral 
letter to the 
client 

None 10 minutes Focal Person 
Employment 

Services Division 
 

  18 minutes  
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5. Job Fairs 

The Provincial PESO regularly conducts job fair activities at least twice a year in 

collaboration with partner agency which is the Department of Labor and Employment. 

This is being held to provide our applicants with wide array of job opportunities that they 

can apply simultaneously.  

Office or Division: Public Employment Service Office (PESO) 

Classification: Highly Technical 

Type of 
Transaction: 

G2C – Government to Citizen 
G2B – Government to Business 

Who may avail: All local companies and overseas placement agencies  and 
jobseekers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

For Local Companies & Overseas 
Placement Agencies: 

1. Letter of intent to join the job fair (2 
copies). 

2. No Objection Certificate (for overseas 
placement agency only) (2 copies). 

3. Job Fair Authority (for overseas 
placement agency only) (2 copies) 

4. POEA- certified Job Order (for 
overseas placement agency only). (1 
copy) 

5. List of Job Vacancies (for local 
employment) (1 copy) 

 
For Applicants: 

1. Copies of Resumѐ & other Job 
Requirements available  

2. NMRS form (1 copy) 
For PESO/NEPG: 

1. Job Fair Clearance (2 copies) 

 
 
Client (Companies & Agencies) 
 
PESO 
 
 
POEA 
POEA 
 
 
 
Client (Local Companies) 
 
 
 
Client (Applicants) 
 
PESO 
 
DOLE-PROV’L.  FIELD OFFICE 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

For Local/Overseas Employers 

1. Send a letter of 
intent to PESO to 
join the job fair. 

 
 

1. Receive the 
letter of intent 
and send back a 
confirmation 
notice. 

None 
 

1 day 
 
 
 
 

Focal Person 
Employment 

Services Division 
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2. Secure a No 
Objection 
Certificate (for 
overseas 
placement 
agency only). (1 
copy) 

 

2 Issue the client 
with No 
Objection 
Certificate as a 
pre-requisite to 
POEA issuance 
of job fair 
authority 

 

None 10 minutes 
 

PESO CHIEF 
 

3 Submit the Job 
Fair Authority and 
Job Order to 
PESO (for 
overseas 
placement 
agency only) (1 
copy) 

3. Receive and 
scrutinize the 
requirements 
submitted by the 
agency 

 

None 10 minutes Focal Person 
Employment 

Services Division 
 

4 Send the list of 
job vacancies to 
PESO (for local 
employment) (1 
copy) 

4.1 Perform 
information 
dissemination 
prior to the job 
fair event thru all 
available  
instrumentalities 
in the office. 

4.2  Prepare and 
submit 
necessary 
requirements in 
securing Job 
Fair Clearance 
to DOLE such 
as job fair venue 
lay-out, list of 
participating 
employers and 
request letter to 
conduct job fair. 

4.3 Secure Job Fair 
Clearance from 
DOLE 

None 14 days  
 
 
 
 
 
 
 
 

4 Days 
 
 
 
 
 
 
 
 
 
 
 
 
 
1 day 

Focal Person 
Employment 

Services Division 
 

For Applicants 
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1. Register thru the 
designated 
registration area/ 
facility, secure and 
fill-out the NMRS 
form provided in 
the event. 

1. Assist the 
applicants to the 
registration and 
filling out NMRS 
form. 

None 5 minutes PESO Staff In-
charge of the 
Registration 

TOTAL  20 days and 
25 minutes 
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6. Livelihood Assistance Program 

 
Enable the existing livelihood undertakings of self-employed workers to grow into 

viable and sustainable businesses that provide income at least at par with the minimum 
wage orders. For the low-wage workers, it will give them the opportunity to augment 
their income. 
  

Office or Division: Provincial Employment Service Office (PESO) 

Classification:  Highly Technical 

Type of 
Transaction: 

G2C – Government to Citizen 

Who may avail: All qualified beneficiaries   

CHECKLIST OF REQUIREMENTS 
 

WHERE TO SECURE 

 
     1. Valid ID of applicant (original and 
photocopy) 
     2. Certificate of Indigence (1 copy) 
     3. Application (filled-up) (1 copy) 

 

 
Provincial Social Welfare & Development Office 
(PSWDO) 
Department of Labor and Employment (DOLE)  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Each applicant 
must submit the 
duly accomplished 
application form 
with attached 
Xerox copy of any 
Valid ID. 

 

1.1 Receive the 
application for 
review and 
verification 

1.2 Orient applicant 
about the 
livelihood program 

1.3 Forward 
applications to the 
approving 
authority 

 

 
None 

 
 

None 
 

None 

5 minutes per 
applicant 
 
 
10 minutes per 
applicant  

 

PESO Staff-in-
charge 
 

PESO Staff-in-

charge 

TOTAL 
 

 20 minutes  

Note: Duration is accounted on average individual transaction time and does not include 
queuing time, volume of requests factor and/or compliance of incomplete requirements. 
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7. Pre- Employment Orientation Seminar (PEOS) 
 

Pre-employment orientation seminar is a program intended for graduating college 
students which process is similar to career coaching. However, PEOS is being conducted 
by the Department of Labor and Employment as the key implementing agency of the 
program.   
 

Office or Division: Public Employment Service Office (PESO) 

Classification: Highly Technical 

Type of 
Transaction: 

G2C – Government to Citizen 
 

Who may avail: Both public and private tertiary schools  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request letter address to the Provincial 
governor or the PESO Chief of Office 

Client 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. (For School) 
Submit letter of 
request to facilitate 
conduct of Pre-
Employment 
Orientation 
Seminar (PEOS). 

 
 
 
 
 

1. Review and 
record the 
request letter to 
conduct PEOS 
 

2. If request is 
acceptable, 
coordinate with 
the focal 
person/resource 
speaker for the 
schedule 

3. Inform the 
requesting party 
the confirmation 
of the request 

None 
 
 
 
 
None 
 
 
 
 
 
 
None 

5 minutes 
 
 
 
 
15 minutes 
 
 
 
 
 
 
5 minutes 
 
 
 
 
 

Focal Person 
Employment 
Services Division 
 
 
Focal Person 
Employment 
Services Division 
 
 
 
 
Focal Person 
Employment 
Services Division 
 

TOTAL  
25 minute

s 
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8. Special Program for Employment of Students (SPES) 

  
The Special Program for Employment of Students (SPES) is open to all students residing 
in Nueva Ecija ages 15-30 years old at the time of application. The program encourages 
students to work during summer to gain skills and workplace experience. Registration 
shall be based on the pre-employment qualification documents required as to age, grades 
and income.  
The original copies of the required documents should be presented to the PESO Chief 
for validation. Only applications with complete pre-employment documentary 
requirements shall be accepted.  
  

Office or Division: Provincial Employment Service Office (PESO) 

Classification:  Highly Technical  

Type of 
Transaction: 

G2C – Government to Citizen 

Who may avail: Students of Nueva Ecija ages 15-30 years old at the time of 
application 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

SPES Application Form (1 copy) PESO Office 

Birth Certificate (Certified True Xerox 
Copy) (2 copies) 

Local Civil Registrar/Philippine Statistics 
Authority 

For the passing average grade 
qualification: 

a. For High School Students 

• Form 138 (2 copies) 

 
b. For College Students 

• Certification by the School Registrar 

that he/she has obtained a passing 

grade during the previous or last 

semester/school year attended (2 

copies) 

 
 
School Registrar  
 
 
School Registrar 

Any of the following to attest parent’s 
income: 

• Certified True Xerox Copy of Latest 

Income Tax Return (ITR) duly filed with 

the BIR (2 copies) 

• Certificate of Tax Exemption issued by 

BIR (2 copies)  

• Certificate of Indigence issued by the 

Barangay/CSWD/MSWD (2 copies) 

 
 
Bureau of Internal Revenue (BIR) 
 
 
 
Bureau of Internal Revenue (BIR) 
Barangay Hall/City Social Welfare and 
Development/Municipal Social Welfare and 
Development 
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School ID (2 photocopies) School 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit the duly 

accomplished 

SPES Application 

Form and copies 

of the required 

documents to 

PESO 

2. Appear on 

Orientation of 

SPES 

Beneficiaries set 

by PESO 

 

3. Fill out and sign 

the Employment 

Contract to be 

provided by PESO 

 
 
 

4. Secure the work 

endorsement at 

PESO to be 

presented to the 

assigned 

office/barangay 

 

5.  Submit DTR and    
     Accomplishment   
     Report as  
     requirement to  
     processing of  
     salary 

6. Salary Distribution 

1. Receive and 
check the 
documents 
submitted  
 
 
 
2. Conducts 
orientation for 600 
SPES 
beneficiaries with 
DOLE-PFO    
 
        
3. Prepare the 
contracts and 
make sure that 
they are properly 
filled out and 
signed by the 
beneficiaries 
 
4. Endorse the 
students to 
different 
offices/barangays 
 
 
 
5. Secure Daily 
Time Record of 
the beneficiaries 
signed by the 
employer and 
prepare the 
payroll 

6. Distribute 

salary  

None 
 
 
 
 
 
 

None 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 

None 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 
 

None 

3 minutes 
 
 
 
 
 

 
1 hour 

 
 
 
 
 
 

5 minutes 
 
 
 
 
 
 
 

20 days 
 
 
 
 
 
 

3 minutes 
 
 
 
 

 
 
 
      

3 hours 

PESO Focal Person 
PESO Office 

 
 
 
 

 
PESO Office/DOLE-

PFO 
 
 
 
 
 

PESO Focal Person 
PESO Office 

 
 
 
 
 
 

PESO Focal Person 
PESO Office 

 
 
 
 
 

PESO Focal Person 
PESO Office 

 
 
 
 
 
 
 

PESO Office/DOLE- 
PFO/PTO 
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TOTAL  20 days, 4 
hrs. and 11 

minutes 

 

Note: Duration is accounted on average individual transaction time and does not include 
queuing time, volume of requests factor and/or compliance of incomplete requirements.  
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Environment and Natural Resources Office 

 
External Services 
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1. Investigation/assessment of community issues on project/business 
operations affecting the environment 

 
Provision of Technical Assistance on improper solid waste management/disposal 

foul odor affecting the community, and alleged violations on mining laws, rules and 
regulations and recommend/introduce mitigating measures to resolve the issue. 

 

Office or Division: Environment and Natural Resources Office 
Environment Management Section (EMS), Mines, 
Geosciences and Development Section (MGSDS) and 
Forest Management Section (FMS) 

Classification : Complex Transaction 

Type of Transaction: G2C, G2B, G2G 

Who may avail: Any individual/community affected by project/business 
operations affecting the environment 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter request addressed to the 
Governor  

1. Client 

CLIENT STEPS AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1.Submit letter 
request to the 
Governor’s 
Office Admin 
Division 

1.1 Receive 
endorsement letter 
from the Office of 
the Governor. 
Validate document 
for proper 
addressee, record 
and attach 
document routing 
slip 

None 5 minutes Receiving Officer 
Environment and 

Natural 
Resources Office 

 1.2 Instruct 
Environment Mgt. 
Section/Mines, 
Geosciences and 
Devt. Section on 
the routing slip and 
other verbal 
instructions as 
deemed necessary  

None 15 minutes ENRO Chief 
Environment and 

Natural 
Resources Office 

 1.3 Environment 
Mgt. Section/Mines, 
Geosciences and 

None 30 minutes Section Head 
and Technical 

staff 



 
 
 
 
 

 176 

Devt. Section 
discuss plan of 
action with the 
Chief of Office 
including logistical 
requirement to 
conduct 
intervention 

Environment and 
Natural 

Resources Office 
 
 

 1.3 Concerned 
section shall 
coordinate with the 
barangay and 
municipal/city 
LGU/agency 
concern 

None 30 minutes Section Head 
and Technical 

staff 
Environment and 

Natural 
Resources Office 

 1.4 Conducts 
scheduled 
assessment/ 
investigation based 
on the complaint 
with the presence 
of a representative 
from barangay 
and/or 
city/municipal LGU 
concerned 

None 1 day Section Head 
and Technical 

staff 
Environment and 

Natural 
Resources Office 

Embedded 
Personnel 
Mines and 

Geosciences 
Bureau-Regional 

Office III (for 
mining/quarry 

community 
issues) 

 1.5 Prepare and 
submit assessment/ 
investigation report 

None 1 hour Section Head 
and Technical 

staff 
Environment and 

Natural 
Resources Office 

 1.6 Review report/ 
technical 
conference with the 
investigation team 
and forward to 
Records Section for 
filing and instruct 
EMS section to 

None 30 minutes ENRO Chief 
Environment and 

Natural 
Resources Office 
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provide feedback to 
the complainant 

2. Receive copy 
of the 
assessment/ 
investigation 
report 

2.1 Inform 
complainant on the 
result of the 
investigation and 
provide copy of the 
assessment/ 
investigation 
including 
recommended 
mitigating 
measures to 
implement to 
resolve the issue 

None 15 minutes Section Head 
and Technical 

staff 
Environment and 

Natural 
Resources Office 

 

 2.2 Keeps record of 
the assessment/ 
investigation report 
including receiving 
copy of 
complainant 

None 15 minutes Records Officer 
Environment and 

Natural 
Resources Office 

 Total None 1 day  
3 hours  

20 minutes 

 

Note: Duration is accounted on average individual transaction time and does not include 
queuing time, volume of requests factor and/or compliance of requirements.  
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2. Processing of Application for Commercial Sand and Gravel (CSAG) 
/Industrial Sand and Gravel (ISAG) /Quarry Permit  
 

The Environment and Natural Resources Office through the NE-PMRB Resolution 
No. 1, Series of 2018 of the Nueva Ecija Provincial Mining Regulatory Board (PMRB) 
serve as the PMRB Secretariat to receive and process applications for 
commercial/industrial sand and gravel extraction and transport in the province of Nueva 
Ecija that will be deliberated by the said Board before  approval of permit by the Provincial 
Governor to ensure all applications complied with the provisions of DAO-2010-21 
(Revised IRR of the Philippine Mining Act of 1995) 

 
Office or Division: Environment and Natural Resources Office 

Mines, Geosciences and Development Section 
(MGSDS) 

Classification : Complex 

Type of Transaction: G2C, G2G 

Who may avail: Any citizen of the Philippines with capacity to contract, 
or a corporation, partnership, association, or 
cooperative organized or authorized for the purpose of 
engaging in mining, with technical and financial 
capability to undertake mineral resources development 
and duly registered in accordance with law at least 
sixty per centum (60%) of the capital of which is owned 
by citizens of the Philippines 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Minimum requirement to be 
accepted: 

1. Letter request addressed to the 
Governor 

2. Survey Plan 
3. Barangay Clearance  
4. Mayor’s Clearance 

 
If application is accepted:  

5. Geo-tagged Panoramic View of 
applied area 

6. Work Program 
 

7. Area Clearance 
 
 

8. Environmental Compliance 
Certificate 

 
1. Client 

 
2. Deputized Geodetic Engineer 
3. Barangay where area is located 
4. Municipality where area is located 

 
 

5. Client 
 

6. Client (duly prepared, signed and sealed 

by a licensed Mining Engineer or 

Geologist) 
7. Mines and Geosciences Bureau, 

Regional Office III (automatically 
endorse clearance to ENRO) 

8. Environment Management Bureau, 
Regional Office (On-line application) 



 
 
 
 
 

 179 

9. Notarized Application form 
10. Order of Payment 

(to be paid at the PTO) 
11. Barangay Certificate of Posting  
12. City/Municipal Certificate of 

Posting  
13. PENRO Certificate of Posting  
14. CENRO Certificate of Posting  
15. Proof of Financial Capability to 

undertake the activities such as 
ITR, Bank Assets 

16. Inspection Report 
17. If within one (1) kilometer distance 

from bridge, highway, church, 
school or any government/private 
structures secure clearance from 
the concerned agencies 

18. Local Environmental Clearance 
Certificate (LECC) 

19. Other documents as may be 
deemed necessary by the PMRB 
during the deliberation 

 
For Renewal of CSAG/ISAG/Quarry 
application 

1. Letter request addressed to the 
Governor 

2. Inspection report 
3. Barangay Clearance 
4. Mayor’s Clearance 
5. Order of Payment 

(to be paid at the PTO) 
6. Audited report of expenditures 

incurred during the operation 
(Summary of monthly production 
report) 

7. Work Program 
8. Proof of compliance to Social 

Development Management Plan 
(SDMP) 

9. Local Environmental Clearance 
Certificate 

9. ENRO Application Form 
10. ENRO 

 
11. Barangay where area is located 
12. City/Municipality where area is 

located 
13. PENRO 
14. CENRO Concerned 
15. Client 

 
 

16. PMRB Inspection Team 
17. Department of Public Works and 

Highways (DPWH)/ National Grid 
Corporation of the Philippines 
(NGCP) 

 
18. ENRO-Environmental Mgt. Section 

 
19. Client 

 
 
 
 
 

1. Client 
 

2. ENRO-MGSDS-EMS-MGB R3 
Embedded   

3. Barangay where area is located 
4. City/Municipality where area is 

located 
5. ENRO 
6. Client 

 
 
 

7. ENRO 
8. Client 

 
 

9. ENRO-Environmental Mgt. Section 
 

10. Client 
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10. Other documents as may be 
deemed necessary by the PMRB 
during the deliberation 

 
 

CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID 

PROCE
SSING 
TIME 

PERSON 
RESPONSIBLE 

1.Submit letter 
request to the 
office of the 
Governor 

1.1 Receive 
endorsement letter 
from the Office of the 
Governor, record and 
attach document 
routing slip  

None 5 
minutes 

 
 
 
 
 

Records Officer 
Environment and 

Natural Resources 
Office  

2. Submit 
minimum 
requirements 

2.1 Instruct Section 
head to screen 
minimum 
requirements  

None 5 
minutes 

ENRO Chief 
Environment and 

Natural Resources 
Office 

 2.2 Screen Minimum 
requirements: 
Notify applicant of 
the Schedule of 
ocular inspection and 
assessment If 
minimum 
requirement is 
complied 

None 10 
minutes 

 
 
 
 
 
 

 

MGSDS Section 
Head 

 Environment and 
Natural Resources 

Office 
 
 

 2.3 Letter request to 
MGB Region 3 Office 
for issuance of Area 
Status and 
Clearance for the 
application 

None 15 min ENRO Chief 
Environment and 

Natural Resources 
Office 

 2.4 If found free of 
conflict (base on the 
area status and 
clearance issued by 
the MGB R3 office, 
applicants are 
advised to secure 
ECC from EMB 
Region 3 office 

None  15 min. MGSDS Section 
Head 

Environment and 
Natural Resources 

Office 
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3. Secure Order 
of Payment and 
proceed to the 
Provincial 
Treasurer’s 
Office and pay 
the amount 
indicated in the 
order of 
payment 

2.5 Prepare Order of 
Payment duly 
approved by ENRO 
Chief to be paid at 
the PTO and return 
proof of payment for 
records purposes 

Applicatio
n Fee: 

P100.00/h
a 

Processin
g fee: 

P500.00 
per 

applicatio
n for 

CSAG 
P600.00 

per 
applicatio
n for ISAG  

Field 
Verificatio

n Fee 
P500.00 

30 
minutes 

MGSDS Staff 
Environment and 

Natural Resources 
Office  

 2.6 Letter Request to 
DENR-PENRO, 
      DENR-CENRO, 
     City/ Municipality, 
and Barangay for 
posting the area 
clearance and 
application to their 
bulletin board for 15 
days 

None 30 
minutes 

ENRO Chief 
Environment and 

Natural Resources 
Office 

3.Attend the 
conduct of 
inspection/verif
ication and 
mark/install 
visible 
monuments in 
all corners of 
the applied 
area 

3.1 Conduct initial 
inspection/ 
verification of applied 
area, submit report 
with comments and 
recommendations 
 
 

None 1 day MGSDS Section 
Head 

EMS Section Head 
Environment and 

Natural Resources 
Office  

Embedded 
Personnel  
Mines and 

Geosciences 
Bureau-R3  
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 3.2 Evaluate and 
Consolidate all 
mandatory and 
additional 
requirements. After 
all requirements are 
complied, applicants 
are informed on the 
day and time of the 
PMRB deliberation  

None 1 day MGSDS Staff 
Environment and 

Natural Resources 
Office 

 3.4Conduct pre-
deliberation of 
application folders to 
ensure complete 
requirements 

None 1 hour PMRB Secretariat: 
MGSDS Section 

Head  
EMS Section Head 

ADMIN Section 
Head 

MGSDS Staff 
Records 

Custodian 
Environment and 

Natural Resources 
Office  

 3.5 Prepare 
endorsement to the 
Provincial Mining 
Regulatory Board is 
prepared and client is 
scheduled for 
deliberation  
 

None 15 
minutes 

MGSDS Staff 
Environment and 

Natural Resources  
Office 

 
 
 

4. Attend PMRB 
deliberation (if 
client is not 
available at the 
scheduled date, 
representative 
with Special 
Power of 
Attorney may 
represent the 
client) 

4.1 Conduct of the 
PMRB Meeting and 
Deliberation 

None 4 hours ENRO Chief 
PMRB Secretariat:  
MGSDS Section 

Head  
EMS Section Head 

ADMIN Section 
Head 

MGSDS Staff 
Records 

Custodian 
Environment and 

Natural Resources 
Office 
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 4.2 Secure Board 
Resolution 

None 10 
minutes 

Records 
Custodian 

Environment and 
Natural Resources 

Office  
 

 4.3 Endorse Board 
Resolution and 
permit for the 
Governor’s 
consideration 

None 30 
minutes 

ENRO Chief 
Environment and 

Natural Resources 
Office 

 4.4 Record outgoing 
endorsement of 
application and 
forward to the 
Governor’s Office 

None 5 
minutes 

Records Officer 
Environment and 

Natural Resources 
Office 

 4.5 Keeps receiving 
copy 

 3 
minutes 

Records 
Custodian 

Environment and 
Natural Resources 

Office 

 Total Fees    

 CSAG (minimum/ 1 
hectare) 

PHP1,100
.00  

2 days  
7 hours  
22 mins 

 

 ISAG/Quarry 
(minimum/ 1 
hectare) 

PHP1,200
.00/ha. 

 

Note: Duration is accounted on average individual transaction time and does not include 
queuing time, volume of requests factor and/or compliance of requirements. 

 
Releasing of Approved CSAG/ISAG/Quarry Permit 
 

1.The applicant 
shall present 
him/herself to 
the office after 
receiving 
confirmation 
that the 
application was 
approved (in 
case a 
representative 

1.1Computation 
of taxes and 
fees and 
Prepare Order 
of Payment duly 
signed by 
ENRO Chief 

Extraction 
Fee: 

PHP9.00/cu
.m. 

Quarry 
Permit Fee: 
PHP6.00/cu

.m. 
Gravel Tax: 
PHP7.00/cu

.m. 

15 minutes MGSDS Staff 
Environment and 

Natural Resources 
Office 
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will release the 
permit a SPA 
and ID should 
be presented 
and validated) 

2.Secure Order 
of Payment and 
proceed to the 
Provincial 
Treasurer’s 
Office and pay 
the amount 
indicated in the 
order of 
payment and 
receive the 
corresponding 
Hauling slips  

2.1 Secure copy 
of Proof of 
payment and 
record serial 
numbers of 
issued hauling 
slips for field 
monitoring 
purposes  

None 30 minutes MGSDS Staff 
Environment and 

Natural Resources 
Office 

 2.2 The permit 
shall be signed 
by the recipient 
in the presence 
of two (2) ENRO 
official 

None 20 minutes MGSDS Staff  
Environment and 

Natural Resources 
Office 

3.The permit 
recipient shall 
proceed to the 
nearest Notary 
Public  

3.1 Accompany 
the recipient and 
secure a 
Notarized copy 
of the permit 
and forward to 
Records 
Custodian 

None 30 minutes 
s 

depending 
on 

proximity in 
distance to 
the nearest 
available 
Notary 
Public 

MGSDS Staff 
Environment and 

Natural Resources 
Office 

 3.2 Records 
officer record to 
out-going log 
book  
Affix “Released”” 
stamp on the 
permit 

None 5 minutes Records Officer 
Environment and 

Natural Resources 
Office 

4.The permit 
holder shall sign 
the outgoing 

4.1 Release the 
permit 

None 5 minutes Records Officer 



 
 
 
 
 

 185 

logbook as 
proof of the 
receipt of the 
permit 

Environment and 
Natural Resources 

Office 

 Total   PHP220,00
0.00/year 

1 hour 
45 mins. 

 

Note: Duration is accounted on average individual transaction time and does not include 
queuing time, volume of requests factor and/or compliance of requirements. 
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3. Processing of Application for Government/Private Gratuitous Permit  

The Environment and Natural Resources Office through the NE-PMRB Resolution 

No. 1, Series of 2018 of the Nueva Ecija Provincial Mining Regulatory Board (PMRB) 

serve as the PMRB Secretariat to receive and process applications for 

government/private gratuitous applications  in the province of Nueva Ecija that will be 

deliberated by the said Board before  approval of permit by the Provincial Governor to 

ensure all applications complied with the provisions of DAO-2010-21 (Revised IRR of the 

Philippine Mining Act of 1995 otherwise known as the Philippine Mining Act). 

Office or Division: Environment and Natural Resources Office 
Mines, Geosciences and Development Section (MGSDS) 

Classification: Complex 

Type of Transaction: G2C, G2G 

Who may avail: Government, Sand and |Gravel Extraction & Transport 
Business 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter request addressed to the 
Governor 

2. Survey Plan 
3. Application Form Duly Notarized 
4. Geo-tagged Panoramic View of applied 

area 
5. Program of Works of proposed project 

(for government gratuitous permit) 
Proof of ownership of the extraction 
site and the dumping site (for private 
gratuitous permit) 

6. Inspection Report 
7. Payment of Fees 
8. If within one (1) kilometer distance from 

bridge, highway, church, school or any 
government/private structures secure 
clearance from the concerned agencies 

9. List of trucks and equipment to be used 
including plate numbers  

10. Other documents as may be deemed 
necessary by the PMRB during the 
deliberation 

1. Client 
 

2. Deputized Geodetic Engineer 
3. Client 
4. Client 

 
5. Client 

 
 
 
 

6. PMRB Inspection Team 
7. Department of Public Works and 

Highways/ National Grid 
Corporation of the Philippines 
 

8. Client 
 

9. Client 
 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCES
SING 
TIME 

PERSON 
RESPONSIBLE 
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1. Submit letter 
request to the office 
of the Governor 

1.1Receive letter 
request from the 
Governor’s Office  
 

None 5 minutes 
 
 

 

Records Officer 
Environment and 

Natural Resources 
Office  

 1.2 Instruct 
MGSDS to 
conduct field 
verification  

None 3 minutes ENRO Chief 
Environment and 

Natural Resources 
Office 

 1.3 Notify 
applicant of the 
Schedule of field 
verification  

None 10 
minutes 

 
 
 

 

MGSDS Section 
Head 

Environment and 
Natural Resources 

Office  

2. Attend the 
conduct of 
inspection/ 
verification and 
mark/install visible 
monuments in all 
corners of the 
applied area 

2.1 Conduct initial 
inspection/verificati
on of applied area, 
submit report with 
comments and 
recommendations 
 
 

None 1 day MGSDS Section 
Head 

EMS Section Head 
Environment and 

Natural Resources 
Office  

Embedded 
Personnel Mines 
and Geosciences 

Bureau-R3  

3. Secure Order of 
Payment and 
proceed to the 
Provincial 
Treasurer’s Office,  
pay the amount on 
the order of 
payment and 
present proof of 
payment to ENRO 

3.1 Prepare Order 
of Payment and 
secure a copy of 
proof of payment 
for records 
purposes 

Applicatio
n Fee 

P100.00 
Processi
ng Fee 

P500.00 

30 
minutes 

MGSDS Staff 
Environment and 

Natural Resources 
Office 

4.Submit complete 
requirements 

4.1 Evaluate and 
Consolidate 
requirements  

None 
 

1 day 
 

MGSDS Staff 
Environment and 

Natural Resources 
Office 
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 4.2 Prepare 
endorsement to 
the Provincial 
Mining Regulatory 
Board is prepared 
and client is 
scheduled for 
deliberation 

None 
 

10 
minutes 

 

MGSDS Staff 
Environment and 

Natural Resources 
Office 

 
 
 

 4.3 Conduct pre-
deliberation to 
ensure complete 
requirements  

None 2 hours PMRB Secretariat 
Environment and 

Natural Resources 
Office 

5.Attend scheduled 
deliberation (if 
client is not 
available at the 
scheduled date, 
representative with 
Special Power of 
Attorney may 
represent the client)  

 

5.1 Conduct of the 
PMRB Meeting 
and Deliberation 

None 4 hours ENRO Chief 
PMRB Secretariat:  
MGSDS Section 

Head  
EMS Section Head 

ADMIN Section 
Head 

MGSDS Staff 
Records Custodian 
Environment and 

Natural Resources 
Office 

 5.2 Secure Board 
Resolution 

None 10 
minutes 

Records Custodian 
Environment and 

Natural Resources 
Office  

 5.3 Endorse Board 
Resolution and 
permit for the 
Governor’s 
consideration 

None 30 
minutes 

ENRO Chief 
Environment and 

Natural Resources 
Office 

 5.4 Record 
outgoing 
endorsement of 
application and 
forward to the 
Governor’s Office 

None 5 minutes Records Officer 
Environment and 

Natural Resources 
Office 

 5.5 Keeps 
receiving copy  

  2 minutes Records Custodian 
Environment and 

Natural Resources 
Office 
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 Total P600.00 2 days 
7 hours 

46 
minutes 

 

Note: Duration is accounted on average individual transaction time and does not include 
queuing time, volume of requests factor and/or compliance of requirements. 
 

Releasing of Approved Gratuitous Permit 
1.The applicant 
shall present 
him/herself to the 
office after 
receiving 
confirmation that 
the application was 
approved (in case a 
representative will 
release the permit a 
SPA and ID should 
be presented and 
validated) 

1.1 The permit 
shall be signed by 
the recipient in the 
presence of two 
(2) ENRO official 

None 15 
minutes 

MGSDS Staff 
Environment and 

Natural Resources 
Office 

2.The permit 
recipient shall 
proceed to the 
nearest Notary 
Public 
accompanied by an 
ENRO personnel 

2.1 Secure a 
Notarized copy of 
the permit and 
forward to Records 
Custodian 

None 30 
minutes 

depending 
on 

proximity 
in 

distance 
to the 

nearest 
available 
Notary 
Public 

MGSDS Staff 
Environment and 

Natural Resources 
Office 

 2.2 Records 
officer record to 
out-going log 
book, affix 
“Released”” stamp 
on the permit 

None 5 minutes Records Officer 
Environment and 

Natural Resources 
Office 

4.The permit holder 
shall sign the 
outgoing logbook 
as proof of the 

4.1 Release the 
permit 

None 5 minutes Records Officer 
Environment and 

Natural Resources 
Office 
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receipt of the 
permit 

 Total None 55 
minutes 

 

Note: Duration is accounted on average individual transaction time and does not include 
queuing time, volume of requests factor and/or compliance of requirements. 
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4. Processing of Local Environmental Clearance Certificate (LECC) 
 
Local Environmental Clearance Certificate is given to 

projects/business and Sand and Gravel applicants who complied with 
environmental standards 

 
Office or Division: Environment and Natural Resources Office 

Environment Management Section (EMS) 

Classification : Complex 

Type of Transaction: G2C, G2G,  

Who may avail: Government, Sand and |Gravel Extraction & Transport 
Business 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter of application addressed to the 
Governor  

2. Certification from the LGU that it has 
consulted its constituents and that 
they interpose no objection to the 
proposed project 

a. Barangay Clearance/Permit 
b. Mayors Clearance/Permit 
c. Municipal Health Clearance/Sanitary 

Permit 
3. Initial environmental assessment/ 

examination report by the ENRO 
investigation and evaluation team. 

4. Location Clearance issued by the 
Housing and Land Use Regulatory 
Board (HLURB) or City/Municipal 
Planning Office/C/M Planning Office or 
Tax Declaration 

5. Location Clearance on Special Zone 
for poultry, piggery and others 

6. Proof of land ownership / land owners 
consent if proponent is not the owner 
of the land 

7. Site Development Plan and Vicinity 
map adequately identifying the site of 
the proposed project  

8. Project Description detailing the 
following: 

1. Client 
 

2. LGU concerned 
 
 
 

a. Barangay where project is located 
b. City/municipality where project is 

located 
c. Municipal Health Office 
3. ENRO 

 
 

4. Housing and Land Use Regulatory 
Board (HLURB) or City/Municipal 
Planning Office/C/M Planning Office 
 
 

5. City/Municipal Planning Office 
 

6. Client 
 
 

7. Client 
 
 

8. Client  
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a.  Manufacturing flow process 
identifying different sources of 
pollution (air and water) 

b. Mitigating measures to control 
pollution at the source and the 
remaining and the resulting 
pollution load (solid, liquid, 
gaseous, odor) 

c. Site and scale of the project (in 
terms of volume of products and 
outputs) 

d. Detailed Work Program ( i.e. pre-
construction and implementation 
stages) 

9. Certification from sensitive 
government and private establishment 
(school, church, restaurant, market, 
playground, resort, training center… 
etc…) located 500-meter radius from 
proposed project and the 200 meters 
from water bodies if so required. 

10. Certification from Compliance- Vermin 
Abatement Control Program 

11. Certificate of compliance- Sanitation 
Code of the Philippines (PD 856) from 
the Provincial Health Office (for 
poultry, piggery and other related 
projects) 

12. Geotagged photo of the proposed 
project site and the establishment 

13. Other documents as may be deemed 
necessary identified during the 
inspection 

14. Payment of taxes and fees 

 
 
 
 
 
 
 
 
 

 
 
 
 

9. Concerned agency 
 
 
 
 
 
 

10. Provincial Veterinary Office (for 
poultry, piggery and other related 
projects 

11. Provincial Health Office ((for poultry, 
piggery and other related projects) 

12.  ENRO 
 

13. Client 
 

14. Provincial Treasurers Office 

CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCES
SING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit letter 
request to the 
office of the 
Governor 

1.1 Receive 
endorsement letter 
from the Office of 
the Governor, 
record and attach 
document routing 
slip 

None 5 minutes 
 
 

 

Records Officer 
Environment and 

Natural Resources 
Office  



 
 
 
 
 

 193 

 1.2 Instruct EMS to 
conduct field 
verification  

None 3 minutes ENRO Chief 
Environment and 

Natural Resources 
Office 

 1.3 Contact 
proponent for 
schedule of 
inspection 

None 5 minutes 
 
 

 

EMS Section Head 
Environment and 

Natural Resources 
Office   

2. Attends the 
activity and 
provide/sign 
provided 
certificate of 
appearance 

2.1 Conduct initial 
inspection/ 
verification of 
applied area, 
submit report with 
comments and 
recommendations 

None 1 day EMS Technical 
Staff 

Environment and 
Natural Resources 

Office  
 

3.Submit 
complete 
requirements 
and secure 
Order of 
Payment, 
proceed to the 
Provincial 
Treasurer’s 
Office and pay 
indicated 
amount 

3.1 Check and 
validate submitted 
complete 
requirements 
Prepare Order of 
Payment and 
secure copy of 
Proof of Payment  
 

Application 
Fee: 

PHP100.00 
Verification 

Fee: 
PHP500.00 
LECC Fee: 
PHP500.00 

Sagip Ilog Tax: 
PHP500.00(for 

business 
establishment) 
Sagip Ilog Tax: 

PHP100.00 
(for Sand and 

Gravel permits) 
Clean and 
Green Tax: 
PHP100.00 

20 
minutes 

EMS Technical 
Staff 

Environment and 
Natural Resources 

Office  
 

 3.2 Preparation of 
application folder 
with complete 
requirements and 
endorsement letter 

None 20 
minutes 

EMS Technical 
Staff 

Environment and 
Natural Resources 

Office 

 3.3 Review 
Documents and 
affix undersign and 

None 15 
minutes 

EMS Section Head 
Environment and 

Natural Resources 
Office 
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forward to Chief of 
Office 

 3.4 Endorse 
application folder 
for the Governor’s 
consideration 

None 30 
minutes 

ENRO Chief 
Environment and 

Natural Resources 
Office 

 3.5 Record 
outgoing 
endorsement of 
application and 
forward to the 
Governor’s Office 

None 5 minutes Records Officer 
Environment and 

Natural Resources 
Office 

 3.6 File receiving 
copy 

None 3 minutes Records Custodian 
Environment and 

Natural Resources 
Office 

 Total    

     Business estab. PHP2,200.00 1 day 
1 hour 

46 
minutes 

 

     Sand and 
Gravel 

PHP1,800.00  

Note: Duration is accounted on average individual transaction time and does not include 
queuing time, volume of requests factor and/or compliance of requirements. 
 

 
 
 
 
Releasing of Approved LECC 

1.The 
applicant shall 
present 
him/herself to 
the office after 
receiving 
confirmation 
that the 
application 
was approved  

1.1 Records officer 
record to out-going 
log book  
Affix “Released”” 
stamp on the LECC 

None 15 minutes Records Officer 
Environment and 

Natural Resources 
Office 
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2.The permit 
holder shall 
sign the 
outgoing 
logbook as 
proof of the 
receipt of the 
LECC 

2.1 Release the LECC None 5 minutes Records Officer 
Environment and 

Natural Resources 
Office 

 2.1 File receiving copy None 3 minutes Records Custodian 
Environment and 

Natural Resources 
Office 

 Total  None 23 minutes  

Note: Duration is accounted on average individual transaction time and does not include 
queuing time, volume of requests factor and/or compliance of requirements. 
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5. Seedling and/or Polyethelene Bags Request  
Promotion of tree planting activities through distribution of seedlings to requesting 

parties for the conduct of tree planting activities (People’s Organization, schools, 
individuals, private and government institutions) or distribution of polybags to people’s 
organization nursery project. 

 

Office or Division: Environment and Natural Resources Office 
Forest Management Section (FMS) 

Classification : Simple 

Type of Transaction: G2C, G2B, G2G 

Who may avail: People’s Organization, national and local agencies, 
schools and qualified individuals. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter request addressed to the 
Governor 

1. Client 

CLIENT STEPS AGENCY ACTIONS FEES 
TO BE 
PAID 

PROCESS
ING TIME 

PERSON 
RESPONSIBLE 

1. Submit letter 
request to 
Governor’s Office 
Admin Division 

1.1 Receive 
endorsement letter 
from the Office of 
the Governor and 
attach document 
routing slip 

None 5 minutes Records Officer 
Environment and 

Natural 
Resources Office 

2. Receive 
SMS/call 
message from the 
ENRO re: 
granting of 
request 

2.1 Evaluate the 
request and 
Approve request 
(depending on the 
availability or 
requested specie 
and number  

None 15 minutes ENRO Chief 
Environment and 

Natural 
Resources Office 

3. Present 
receiving copy of 
the request letter  

3.1Interview and 
orient client re: 
location of planting, 
timing of planting, 
protection and 
maintenance and 
prepare seedling 
claim slip 

None 30 minutes ENRO Chief or 
Section Head 

 
Environment and 

Natural 
Resources Office 

4. Receive 
seedling claim 
slip proceed to 
Central 

4.1 Validate seedling 
claim slip and 
prepare the 
seedlings 

None 20 minutes Nursery 
Manager  
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Production 
Nursery and 
present slip to the 
Nursery manager 

Environment and 
Natural 

Resources Office 

 4.2 Release 
corresponding 
seedlings 

None 30 minutes 
loading 

time 

Nursery 
Manager 

Environment and 
Natural 

Resources Office 

 Total  None 1 hour 
40 minutes 

 

Note: Duration is accounted on average individual transaction time and does not include 
queuing time, volume of requests factor and/or compliance of requirements.  
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6. Technical Assistance and Information Dissemination on Solid Waste 
Management, Climate Change and Mining laws, rules and regulations 
 

Provision of Technical Assistance/training on proper solid waste management 
and/or Comprehensive Solid Waste Management Plan preparation (RA 9003), Climate 
Change (RA 9729), and Mining laws, rules and regulations (RA 7942). 

 

Office or Division: Environment and Natural Resources Office 
Environmental Management Section (EMS) 
Mines, Geosciences and Development Section 
(MGSDS) 

Classification : Complex Transaction 

Type of Transaction: G2C, G2B, G2G 

Who may avail: Baragay, Municipality, Schools, People’s organization & 
other interested agencies 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter request addressed to the 
Governor  

1. Client 

CLIENT STEPS AGENCY ACTIONS FEES 
TO BE 
PAID 

PROCES
SING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit letter 
request to the 
Governor’s 
Office Admin 
Division 

1.1 Receive 
endorsement letter 
from the Office of the 
Governor. Validate 
document for proper 
addressee, record 
and attach document 
routing slip 

None 5 minutes Receiving Officer 
Environment and 

Natural 
Resources Office 

 1.2 Instruct concerned 
section on the routing 
slip and other verbal 
instructions as 
deemed necessary 

None 10 
minutes 

ENRO Chief 
Environment and 

Natural 
Resources Office 

 1.3 Concerned 
section shall 
coordinate with the 
requesting entity re: 
details of requested 
assistance 
 

None 20 
minutes 

Section Head 
and/or 

Technical staff 
Environment and 

Natural 
Resources Office 

2. Confirmation 
of time and 

2.1 Concerned 
section discuss plan 

None 30 
minutes 

Section Head 
and/or 
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venue of the 
activity 

of activity with Chief of 
Office including 
logistical requirements 
for the activity  

Technical staff 
Environment and 

Natural 
Resources Office 

3. Attends the 
activity and 
provide/sign 
provided 
certificate of 
appearance 

3.1 Conducts 
scheduled activity 

None 1 day Technical staff 
Environment and 

Natural 
Resources Office 

 3.2 Prepare and 
submit after activity 
report reviewed noted 
by Section Chief 

None 1 hour Technical staff 
Environment and 

Natural 
Resources Office 

 3.3 Review report and 
forward to the 
Records Section for 
filing 

None 30 
minutes 

ENRO Chief 
Environment and 

Natural 
Resources Office 

 3.4 Keeps record of 
after activity report  

None 10 
minutes 

Records 
Custodian 

Environment and 
Natural 

Resources Office 

 Total  None 1 day  
2 hours  

45 
minutes 

 

Note: Duration is accounted on average individual transaction time and does not include 
queuing time, volume of requests factor and/or compliance of requirements.  
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7. Technical Assistance for Upland Communities 

  Technical assistance to clientele requesting project demonstration/training on 
Nursery & Plantation Establishment, Community Organizing, Peoples Organization 
Strengthening activity and other upland farmers requests 

 

Office or Division: Environment and Natural Resources Office 
Forest Management Section (FMS) 

Classification : Complex Transaction 

Type of Transaction: G2C, G2B, G2G 

Who may avail: Any individual/people’s organization/agency 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter request addressed to the 
Governor  

1. Client 

CLIENT STEPS AGENCY ACTIONS FEES 
TO 
BE 

PAID 

PROCESS
ING TIME 

PERSON 
RESPONSIBLE 

1. Submit letter 
request to the 
Governor’s 
Office Admin 
Division 

1.1 Receive 
endorsement letter 
from the Office of the 
Governor. Validate 
document for proper 
addressee, record and 
attach document 
routing slip 

None 5 minutes Receiving Officer 
Environment and 

Natural 
Resources Office 

 1.2 Instruct concerned 
section on the routing 
slip and other verbal 
instructions as deemed 
necessary 

None 15 minutes ENRO Chief 
Environment and 

Natural 
Resources Office 

 1.3 Concerned section 
shall coordinate with 
the requesting entity 
re: details of requested 
assistance 

None 20 minutes Section Head 
Environment and 

Natural 
Resources  

Office 
 

2. Confirmation 
of time and 
venue of the 
activity 

2.1 Concerned section 
discuss plan of activity 
with Chief of Office 
including logistical 
requirements for the 
activity 

None 30 minutes Section Head 
and Technical 

staff  
Environment and 

Natural 
Resources Office 
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3. Attends the 
activity and 
provide/sign 
provided 
certificate of 
appearance 

3.1 Conducts 
scheduled activity 

None 1 day Section Head 
and Technical 

staff 
Environment and 

Natural 
Resources Office 

 3.2 Prepare and submit 
after activity report 
noted by Section head 

None 1 hour Technical staff 
Environment and 

Natural 
Resources Office 

 3.3 Review report and 
forward to the 
Records Section for 
filing 

None 30 minutes ENRO Chief 
Environment and 

Natural 
Resources Office 

 3.4 Keeps record of 
after activity report  

None 10 minutes Records 
Custodian 

Environment and 
Natural 

Resources Office 

 Total  None 1 day  
2 hours  

50 minutes 

 

Note: Duration is accounted on average individual transaction time and does not include 
queuing time, volume of requests factor and/or compliance of requirements. 
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8. Technical Assistance on Boundary Delineation for ISAG/CSAG and 
CSC areas 

  Technical assistance to requesting Industrial/Commercial Sand and Gravel 
(ISAG/CSAG) Permit holders, Certificate of Stewardship Contract (CSC) holders and 
adjacent CSCs. 

 

Office or Division: Environment and Natural Resources Office  
Mines, Geosciences and Development Section 
(MGSDS) and Forest Management Section (FMS) 

Classification: Complex Transaction 

Type of Transaction: G2C, G2B, G2G 

Who may avail: CSC and ISAG/CSAG holders, host Barangay and 
City/Municipality LGU 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter request addressed to the 
Governor  

1. Client 

CLIENT STEPS AGENCY ACTIONS FEES 
TO BE 
PAID 

PROCES
SING 
TIME 

PERSON 
RESPONSIBLE 

1.Submit letter 
request to the 
Governor’s 
Office Admin 
Division  

1.1 Receive 
endorsement letter 
from the Office of the 
Governor. Validate 
document for proper 
addressee, record and 
attach document 
routing slip 

None 5 minutes Receiving Officer 
Environment and 

Natural 
Resources Office 

 1.2 Instruct concerned 
section on the routing 
slip and other verbal 
instructions as deemed 
necessary 

None 15 
minutes 

ENRO Chief 
Environment and 

Natural 
Resources Office 

 1.3 Concerned section 
shall coordinate with 
the requesting entity, 
barangay and 
municipal/city LGU or 
DENR-CENRO/ 
PENRO concerned 

None 30 
minutes 

Section Head  
Environment and 

Natural 
Resources Office 

 1.4 Concerned section 
discuss plan of activity 
with Chief of Office 
including logistical 

None 30 
minutes 

Section Head 
and 

Technical staff 
Environment and 
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requirements for the 
activity 

Natural 
Resources Office 

2.0 Attends the 
activity and 
provide/sign 
provided 
certificate of 
appearance 

2.1 Conducts 
scheduled activity, 
delineate boundaries 
with the presence of all 
concerned  

None 1 day Section Head 
and Technical 

staff 
Environment and 

Natural 
Resources Office 

Embedded 
Personnel 
Mines and 

Geosciences 
Bureau-Regional 

Office III (for 
mining/quarry 

areas)  
 
 

 2.2 Prepare and submit 
after activity report  

None 1 hour 
 

Technical staff 
Environment and 

Natural 
Resources Office 

 2.3 Review report and 
forward to the Records 
Section for filing 

None 30 
minutes 

ENRO Chief 
Environment and 

Natural 
Resources Office 

 

 2.4 Keeps record of 
after activity report  

None 15 
minutes 

Records Officer 
Environment and 

Natural 
Resources Office 

 Total None 1 day  
3 hours  

5 minutes 

 

Note: Duration is accounted on average individual transaction time and does not include 
queuing time, volume of requests factor and/or compliance of requirements.  
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Provincial Social Welfare and Development 
Office 

 
External Services  
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1. Availment of Child Health Care Service 
 

Provide Maternal and child Care Health, knowledge and skills through organizing 
maternal health care or mother’s classes. 

                                  

Office or Division: Provincial Social Welfare And Development Office 

Classification: Simple 

Type of 
Transaction: 

G2C 

Who may avail: 0-12 month old babies 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

EPI yellow card, Growth monitoring Chart clinic 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 Mother of the 
babies register the 
names of their babies 
0-12 months old 

1.1 Weigh the 
child 
1.2 Plot the weight 
in the Growth 
Monitoring Chart 
1.3 Assessment of 
the child thru 
ICMC Treatment 
1.4 Give 
immunization 
1.5 Advice the 
mother to attend 
Family Planning 
lecture 

None 
None 
 
 
 
 
None 
 
None 
 
 
 
None 

2 minutes 
5 minutes 
 
 
 
2 minutes 
 
5 minutes 
 
 
 
2 minutes 

 
 
 
 
 
 
 
Midwife and Nurse 
on-duty 

2 Attends lecture on 
Family planning 

Gives lecture on 
Family Planning 

none 30 minutes 

TOTAL 
 

  41 minutes  
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2. Availment of Dormitory Service 
Providing free living accommodation to indigent and deserving students to assist 

in their educational pursuit.                                   
 

Office or Division: Provincial Social Welfare and Development Office 

Classification: Simple 

Type of 
Transaction: 

G2C 

Who may avail: Students, Provincial Scholars 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Enrollment Form 
Barangay Clearance/Certificate 
1 pc. 2x2 Picture 

School/Record Section 
Barangay Hall/Barangay Captain 
Student 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 Proceed to 
Frontline staff of the 
Provincial Dormitory, 
Cabanatuan City 

Initial interview 
and assessment if 
qualified advise 
applicant to fill -up 
admission slip 

none 5 minutes 
/student 

Social Worker 
Dormitory staff 

2 Accomplish 
admission slip ( for 
qualified applicants  

Register in the 
logbook and 
advice the student 
to attend the 
scheduled 
orientation 

none 10 minutes Social Worker 
Dormitory staff 

TOTAL none 15 minutes  
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3. Availment of Maternal Health Care Service 
 

Provide Maternal Health Care, knowledge and skills through organizing maternal 
health care or mother’s classes. 

                                  

Office or Division: Provincial Social Welfare and Development Office 

Classification: Simple 

Type of 
Transaction: 

G2C 

Who may avail: Indigents /Pregnant women 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Home Care Maternal Record Physician/doctor 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 Proceed to 
Registration Desk for 
Registration. 

1.1 Monitor the       
weight 
1.2 Take the 
Blood Pressure 
1.3 Conduct Pre-
Natal Check – up 
1.4 Immunization 
of tetanus Toxoid 
( if needed) 
1.5 Anemia 
detection for 
Hemoglobin 
Count (if needed) 
1.6 Advice the 
patient to attend 
the Mothers Class 

 
None 

 
None 

 
None 

 
 

None 
 
 

None 
 
 

None 

 
2 minutes 

 
5 minutes 

 
2 minutes 

 
 

2 minutes 
 
 

15 minutes 
 
 

2 minutes 
 

 
 
 
 
 
 
 
 

Midwife on-duty 
 
 
 
 
 

Midwife on- duty 

2 Attend the Mother 
Class 

Gives lecture on 
Maternal Health 

None 30 minutes 
 

Midwife on- duty 

TOTAL  None 58 minutes  
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5. Financial/Medical and Burial Assistance 
 

Provide assistance to those people who needs financial/medical or burial 
assistance to individuals in crisis and indigent clients     

                            

Office or Division: Provincial Social Welfare and Development Office 

Classification: Simple 

Type of 
Transaction: 

G2C 

Who may avail: Financial/medical Assistance -Patient or immediate family member 
i.e. mother father or brother/sister of legal age from different 
cities/municipalities in Nueva Ecija 
Burial Assistance-Immediate family member i.e. mother, father or 
brother/sister or child of legal age from different cities/municipalities in 
Nueva Ecija 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

FINANCIAL/MEDICAL ASSISTANCE 
-Clinical Abstract/Medical certificate with 
signature and license number of the 
attending Physician, Price Quotation, 
Hospital Bill (for payment of Hospital Bill) 
-Barangay Certificate of Indigency  
- Valid I.D. of the claimant and patient at 
legal age. 
Additional Requirements:  
-Authorization letter with signature of 
authorizing person.  
- Xerox of his/her I.D. Valid I.D of the  
authorize person. 
BURIAL ASSISTANCE 
 -Registered Death Certificate (Original or   
Certified by the local Civil Registrar (LCR) 
 -Funeral Contract, 
 -Certificate of Indigency and Valid I.D. of 
the    claimant and at legal age. 
 Additional Requirements 
-Permit of transfer/Health Permit (for 
transfer of cadaver) 

 
Hospital/Billing section 
 
 
 
Barangay Hall/Barangay captain 
Client 
 
 
Client 
 
 
 
 
 
Local Civil Registrar 
 
 
Funeral Service 
 
Barangay Hall/ Barangay Captain 
Client 
 
Hospital/Doctor 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 
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1. Submit 
Requirements 

1.1. Interview 
(GIS) Assess and 
validate the 
pertinent papers 
presented 

None 3 minutes Social Workers on       
Duty 

 1.2. Conduct initial 
interview/assessm
ent on the Basic 
Information of the 
client and family, 
health and socio-
economic 
condition 

None 6 minutes Social Welfare 
assistant and 
social workers 

 1.3. Prepare the 
Certificate of 
Eligibility 

None 5 minutes Social Welfare 
Assistant, Social 

Workers and Chief 
of Office 

 1.4. Direct the 
clients to Vice 
Governor’s 
Office/SP  for the 
schedule of 
release 

None 5 minutes Social Worker 

2. Proceed to Vice 
Governor’s Office/ 
SP  

2.1. Provide the 
needed cash 
assistance to 
client 

None 5 minutes Social Worker 

 2.2 Vice 
Governor’s 
Office/Social 
Worker provide 
the needed cash 
assistance to 
client 

None 5 minutes  Social Worker 

TOTAL   29 minutes  
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5. Provision of Free Medicine 
 

Providing free medicines to indigent individual to indigent individuals to support 
treatment and alleviate suffering due to high cost of medicines. 

                                  

Office or Division: Provincial Social Welfare and Development Office 

Classification: Simple 

Type of 
Transaction: 

G2C 

Who may avail: Indigents clients 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Prescription Physician/doctor 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.  Proceed to 
PSWDO-Provincial 
Pharmacy 

1. Accomplish 
General Intake 
Sheet, interview 
client 

None 5 minutes Social Welfare 
Aide 

2. Present the 
prescription 

2. Indorse 
General Intake 
sheet with 
prescription for 
approval of the 
Chief of Office 

None 2 minutes Social Welfare 
Aide/ Social 

worker 

3. Receive the 
medicine  

3. Release of the 
medicines needed 

None 2 minutes Social Welfare 
Aide 

 

TOTAL None 9 minutes  
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Provincial Assessor’s Office 

 
External Services  
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1. Appraisal and Assessment of Undeclared and New 
Discovered Land, Building and Machinery 
 

Newly discovered real propertyand all real property, whether taxable or 
exempt, shall be appraised at the current and fair market value prevailing in the 
locality where the property is situated. 

 
Office or Division:
  

Assessment Division 

Classification: Complex 
Type of Transaction:   G2G– Government to Citizen 

G2C–Government to Government 
Who may Avail:
  

Real Property Owners / Authorize Representative / Municipal 
Assessor’s Office 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
A. Lands 
Titled 

1
. 

Original and 2 Photo Copy of Title Register of Deeds 

2
. 

Inspection Report Assessor’s Office 

3
. 

2 Photo copy of Approved Subdivision Plan 
/ Consolidation Plan (tax mapped municipality) 

  License Geodetic Engineer/ Surveying 
Office 

4
. 

Picture of subject property Property Owner 

Untitled 

1
. 

Approved Plan (sketch plan) License Geodetic Engineer/ Surveying 
Office 

2
. 

Certification that the property is alienable 
and disposable and not within the forest 
zone 
(CENRO Certificate) 

City Environment and Natural Resources 
Office (CENRO) 

3
. 

Affidavit of Possession   Public / Private Law office 

4
. 

Inspection Report   Municipal Assessor’s Office 

5
. 

Picture of subject property Property Owner 

B. Building 

1
. 

Photocopy of Building Permit 
Certificate of Occupancy & 
Certificate of Completion 

Municipal Engineering Office 
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2
. 

Sworn Statement of the true & fair current 
value of the property 

Assessor’s Office 

3
. 

Picture of the Structure-Improvements/ 
Property (front & side) 

Property Owner 

C. Machineries 

1
. 

Detailed Listing of Machineries 
*Description of machineries 

Seller / Owner of machinery 

2
. 

O.R Receipt 
*Original Acquisition Cost 

Property owner 
 

3
. 

Picture of subject Machineries Property owner 

CLIENT STEPS AGENCY ACTIONS 
FEES BE 

PAID 

PROCES
SING 
TIME 

PERSON 
RESPONSIBLE 

1. Accomplish and 
submit Client 
Request form (CRF) 
together with the 
required documents 

1.1  Receive the request 
form and interview client 
 
1.2  Receive & check the 
submitted documents 
 

None 5 Minutes Receiving Officer- 
Provincial 

Assessor’s Office 

2. Accompany the 
Appraiser and Tax 
Mapper to the 
location of the 
property subject for 
declaration 
 

2.1 Conduct ocular 
inspection 
 
2.2  Issue the order of 
payment and advise client 
to pay the necessary fee 

None 1 day. LAO Officer / Tax 
Mapper- 

Provincial 
Assessor’s Office 

3. Proceed to 
Provincial 
Treasurer’s Office 
(P.T.O) andpay the 
inspection fee 

3.1  Accept the payment 
based on the Real Property 
Tax Order of 
Payment(RPTOP) 
 
3.2  Issue the Official 
Receipt 
 

*inspection 
fee 

3 Minutes Revenue Collection 
- 

Provincial 
Treasurer’s Office 

4.Return to 
Assessor’s Office 
and present Official 
Receipt of 
Inspection Fee to 
the receiving officer 

3.14.1 Receive & attach the 
inspection fee receipt to all 
submitted documents 

None 
 

2 Minutes 
Assigning Officer - 

Provincial Assessor’s 
Office 

 

 4.2Verify Records 

 
4.3 Prepare Field 

25 Minutes 
 

LAO Officer - 
Provincial 

Assessor’s Office 
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Appraisal Assessment 
Sheet(FAAS) and 
conduct field 
inspection (if needed) 
 

4.4Encode Tax 
Declaration to 
Provincial Real 
Property Tax System 
(PRPTS) 

4.5 Print,review and sign 
the prepared FAAS and 
Tax Declaration 

5.1 If Tax Mapped 
Municipality - 
Assign the PIN (Property 
Identification Number) 
and encode it on Tax 
Mapping Control Roll 
(TMCR) 

3Minutes Tax Mapping Staffs 
- 

Provincial 
Assessor’s Office 

5. Receive text/call 
informing for the 
transaction to be 
released 
 

6.1 Check / Review 
Tax Declaration, FAAS, 
supporting 
documentsand 
recommend approval 
for numbering 

3Minutes Recommending 
Officer – 

Provincial Assessor’s 
Office 

6.2 Approval and 
signing of Tax 
Declaration and FAAS 

2Minutes 
 

Provincial Assessor / 

Asst. Provincial 

Assessor 

6. Claim/Release 
the copy of tax 
declaration and sign 
the logbook 
 

7.1 Manual Numbering 
of FAAS and TD and 
Recording of ARP No. 

 3 Minutes Assessment 
Authorized Staffs - 

Provincial 
Assessor’s Office 

 
8.1 Cancellation of previous 
Tax Declaration through 
system numbering 

2 Minutes  

9.1 Record & Release 
requested document 

2 Minutes Releasing Officer - 
Provincial 

Assessor’s Office 
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                            TOTAL Inspection 
Fee 

1 Day 
50 Minutes 

 

 
 
Note: If location of property is not Tax Mapped, the Agency will skip the step No. 5.1 
(assigning of Property Identification Number (PIN). 
 
 
 
 
 
 
 
 
 
 
 
 
  

*Inspection Fee: 
(a) Area less than 500 sq.m.         -   Php  500.00 
(b) 500 to 1000 sq.m.                    -   Php  700.00 
(c) 1001 to 2000 sq.m.                   -  Php  900.00 

(d) 2001 to 5000 sq.m.                   -  Php  1,100.00 
(e) 5001 to 1 hectare                      -  Php  1,300.00 
(f)  1 hectare and above                  - Php  2,000.00 
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2. Cancellation of Assessment of Land, Building and Machinery 

 
Cancellation of Assessment records serve as the basis for computing the annual 

tax dues of the land, buildings and machineries. Property owners occasionally request 
the cancellation or dropping of the assessment of their property/ies from Assessment roll 
for the valuation adjustment of their real property. 
 

Office or Division:
  

Assessment Division 

Classification :
  

Simple 

Type of Transaction:  G2C – Government to Citizen / G2G – Government to Government 

Who may Avail:
  

All real property owners / municipal assessor’s staff 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Barangay Certificate/Clearance for 
Demolition;  

Barangay Hall 

2. Inspection Report from Municipal Assessor’s 
Office 

Municipal Assessor’s Office 

3. Last payment of Tax prior to date of demolition Municipal / Provincial 
Treasurer’s Office 

4. Prepared Notice of Cancellation of Assessment     Municipal Assessor’s Office  

5. Picture of the Subject Property Property Owner 

CLIENT STEPS AGENCY ACTIONS 
FEES 

BE 
PAID 

PROCESS
ING 

TIME 

PERSON 
RESPON

SIBLE 

1. Accomplish the 
Client Request 
Form (CRF) 

1.Receive/check 
requirements, Client 
Request Form and Notice 
of Cancellation 

None 

 

5 Minutes Receiving 
Officer – 
Provincial 
Assessor’
s Office 

2. Present the 
requirement/s to 
Receiving Officer 

 2.Check and Verify Record 5 Minutes Record/Ta
x Mapping 

Staff –  
      
Provincial 

Assessor’s 
Office 

 3. IfTax Map Municipality -
Check the PIN (Property 
Identification Number) on 
TMCR 

5Minutes Tax 
Mapping 
Staff – 
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Provincial 
Assessor’s 

Office 

 4. Recommend for 
approval of Cancellation of 
Assessment 

2Minutes Assessme
nt 

Personnel 
–  

          
Provincial 
Assessor’s 

Office 
 5.Approve and Sign Notice 

of Cancellation of 
Assessment (NCA) 

2 Minutes 
Provinca 
 
 
 
 

 
 
 
 

Provincial 
Assessor / 
Assistant 
Provincial 
Assessor  p 

 6.Cancel the 
assessment of Tax 
Declaration through 
electronic Cancellation 
 
 

3 Minutes Record/Ta
x Mapping 

Staff- 
Provincial 

Assessor’s 
Office 

 7. Cancel the Tax 
Declaration through 
manual cancellation 

3 Minutes 

3. Claim/Release the 
copy of NCA and sign 
the logbook 

8. Release requested 
Documents 

2 Minutes Receiving 
Officer –  
Provincial 

Assessor’s 
Office 

TOTAL None 27 Minutes  

  



 
 
 
 
 

 218 

3. Issuance of Certificate of No Property, No Record and 
Property Holdings 
 

This certification is issued for estate tax purposes, DAR purposes requested by 
farmer beneficiaries, and record/ verification purposes. Certification of No 
Property/Record issued for medical, scholarship and other purposes. 
 
 

Office or Division: RECORD’S DIVISION 

Classification: SIMPLE 
Type of Transaction:    G2C – Government to Citizen 

Who may Avail:  PROPERTY OWNER / AUTHORIZE REPRESENTATIVE / ALL 
CITIZENS 

Checklist of Requirements Where to Secure 

A. Certificate of Property Holdings  

1. Latest  original Real Property Tax Receipt Municipal / Provincial Treasurer’s Office 

  
B. Certificate of No Property  
1. ID of requesting party  

CLIENT STEPS AGENCY ACTIONS FEES BE 
PAID 

PROCESSI
NG TIME 

PERSON 
RESPONSIB

LE 

1. Accomplish the 
Client Request Form 
(CRF) 

1.Receive/check 

requirements and 
Client Request Form 

 

none 
 

3 Minutes Receiving 
Officer - 

Provincial 
Assessor’s 

Office 
 

2. Present the 
requirement/s to 
Receiving Officer 

2.1   Receive and check 
the presented document  
 
2.2  Verify records 
 
2.3  Issue the order of 
payment 
 
2.4  Start processing the 
request 
 

none 
 

1010Minutes Record’s 
Authorized 
Personnel - 
Provincial 
Assessor’s 

Office 
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3. Pay the required 
fees to the Provincial 
Treasurer’s Office 
(P.T.O) 

3.1 Accept the payment 
based on the order of 
payment 
 
3.2  Issue the official 
receipt 

Php100.00 3 Minutes Revenue 
Collection - 

 
Provincial 

Treasurer’s 
Office 

4. Return to 
Assessor’s Office 
and present proof of 
payment 

4.1 Check the official 
receipt 
 
 
4.2 Generate and Print 
the requested 
certification 
 
4.3  Review, approve 
and sign the certification 
 

none 5 Minutes Record’s 
Authorized 

Staff – 
Provincial 
Assessor’s 

Office 

5.Release the tax 
declaration and sign 
the logbook 

5.1 Affix office seal, 
reference number and 
date to Certification. 
 

none 2 Minutes 

5.2  Issue Certification 
to the client 

2Minutes Releasing 
Officer- 
   
Provincial 

Assessor’s 
Office 

TOTAL Php100.00 25 Minutes  
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4. Issuance of Certified True Copies (CTC) of Tax Declaration and 
Certificates of No Improvement (CNI) 
 
This service allows the taxpayer to obtain a duplicate copy of Tax Declaration and 
Certification that no improvement installed on the property. Documents are used for 
payment of capital gains taxes, records, court or any legal purposes. 
 
 

Office or Division:   RECORD’S DIVISION  
Classification :   SIMPLE  
Type of Transaction:      G2C – Government to Citizen 

Who may Avail:   Property Owner / Authorized Representative  
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

A.Certified True Copy 

1. Latest  original Real Property Tax Receipt Municipal / Provincial Treasurer’s Office 

B.Certificate of No Improvements 

1. Latest original Real Property Tax Receipt  Municipal / Provincial Treasurer’s Office 

2. A copy of Inspection report from Municipal 
Assessor’s Office; or 

Municipal Assessor’s Office 
 

3. Affidavit of property owner stating that there 
is no improvement/s erected on the property 

Public/ Private Law office 

CLIENT STEPS AGENCY ACTIONS FEES BE 
PAID 

PROCESSI
NG TIME 

PERSON 
RESPONSI

BLE 

1. Accomplish the 
Client RequestForm 
(CRF) 

1.Receive/check 
requirements and Client 
Request Form 

none 3 Minutes Receiving 
Officer - 

Provincial 
Assessor’s 

Office 

2. Present the 
requirement/s to 
Receiving Officer 

2.1   Receive and check 
the presented document  
 
2.2  Verify records 
 
2.3  Issue the order of 
payment 
 
2.4  Start processing the 
request 

none 10 
Minutes 

Record’s 
Authorized 
Personnel - 
Provincial 
Assessor’s 

Office 
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3. Pay the required 
fees to the Provincial 
Treasurer’s Office 
(P.T.O) 

3.1 Accept the payment 
based on the order of 
payment 

CTC 
Php 50.00 / 

3Minutes Revenue 
Collection - 

 
Provincial 

Treasurer’s 
Office 

 3.2  Issue the official 
receipt 

CNI 
Php100.00 

  

4. Present proof of 
payment 

4.1 Check the official 
receipt 
 
 
4.2 Generate and Print 
the requested certification 
 
4.3  Review, approve and 
sign the certification 

none 5 Minutes Record’s 
Authorize
d Staff – 

Provincial 
Assessor’
s Office 

5.Claim the 
document 

5.1 Affix office seal, 
reference number and 
date to Certification. 
 

none 2 Minutes 

5.2  Issue Certification to 
the client 

 2Minutes Releasing 
Officer- 

 Provincial 
Assessor’s 

Office 
TOTAL 100.00/ 50.00 25Minutes  
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5. Property Identification and Verification of Ownership, Location and 
Improvement 

This service is given to give assistance queries, clarification and confirmation 

about the current owner, location and status of property on the Tax Declaration. 

 
Office or Division:  Assessment Division / Record Division 

Classification: Simple 

Type of Transaction:  G2C – Government to Citizen 

Who may Avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Identification / Verification of Ownership 

1. Photo Copy of Owners Duplicate 
Certificate of Title 

Register of Deeds 

2. Previous Photocopy of Tax Declaration 
(if available) 

Assessor’s Office 

3. Other legal documents Property Owner 

Identification / Verification of Location (Tax Mapped Municipality) 
1. Photo Copy of Owners Duplicate 

Certificate of Title 
Register of Deeds 

2. Previous Photocopy of Tax Declaration 
(if available) 

Assessor’s Office 

3. Approved subdivision plan DENR/ Private Surveyor 

4. Vicinity Map Private Surveyor 

Identification / Verification of Improvement  

1. Certificate of No Improvements 
(CNI) from Municipal Assessor’s 
Office 

Municipal Assessor’s Office 

CLIENT STEPS AGENCY ACTIONS FEES 
TO BE 
PAID 

PROCESSI
NG TIME 

PERSON 
RESPONSIBLE 

1. Accomplish the 
Client Request 
Form 
(CRF) 

1. Receive and 
Check the 
Requirements 
 
 

  2 Minutes Receiving 
Officer 

2. Present the 
necessary 
requirement/s 

2. Verify to the 
existing/ available 
records 

 25 Minutes Record Staff 
or Tax 
Mapping 
Staff 
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3. Pay the verification 
 fee to the Provincial 
Treasurer’s Office 

3. Issue order of 
payment 

 3 Minutes Revenue 
Collection - 
Provincial 
Treasurer’s 

Office 

4. After verification, 
print/sign the 
requested document 

V.F. 
50.00 

3 Minutes Assessment 
Staff or Tax 

Mapping 
Staff 

4. Release the verified 
document 

Release upon 
Approval 

 2 Minutes Releasing Officer 

TOTAL Php 
50.00 

35 Minutes  
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6. Revision/Annotation and Correction of Assessment of Land, 
Building and Machinery 
 

Increase the assessment where improvements and repairs have been made upon 
the property subsequent to the last assessment. Decrease the assessment where 
property previously assessed has suffered a substantial loss of value by reason of 
physical and economic obsolescence. 
 

Office or Division:
  

Assessment Division 

Classification :
  

Complex 

Type of Transaction:  G2C – Government to Citizen 
Who may Avail:
  

All Real Property Owners / Authorized Representative 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. 2 Photo Copy of Owners Duplicate 
Certificate of Title 

Register of Deeds 

2. 2 Photo Copy of Tax Receipt for the current 
year 

Municipal / Provincial Treasurer’s 
Office 

3. Photo copy of Approved Subdivision Plan (if 
tax mapped municipality) 

License Geodetic Engineer/ Surveying 
Office 

4. Letter request  for revision, annotation or 
correction of assessment with supporting 
proof /documents 

Property owner 
 

5. Picture of subject property (optional) Property owner 

CLIENT STEPS AGENCY ACTIONS 
FEES BE 

PAID 

PROCESSING 
TIME 

PERSON 
RESPON

SIBLE 

1. Accomplish and 
submit Client Request 
form (CRF) together 
with the required 
documents 

1.1  Receive the request 
form and interview client 
 
1.2  Receive & check the 
submitted documents 

None 
 

3Minutes Receiving 
Officer- 

Provincial 
Assessor’s 

Office 
 

2. Accompany the 
Appraiser and Tax 
Mapper to the location 
of the property subject 
for declaration 
 
(if necessary) 

2.1 Conduct ocular 
inspection 
 
2.2  Issue the order of 
payment and advise client to 
pay the necessary fee 
 

None 1 day LAO 
Officer / 

Tax 
Mapper- 

Provincial 
Assessor’s 

Office 
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3. Proceed to 
Provincial Treasurer’s 
Office (P.T.O) and pay 
the inspection fee 
 
(if ocular inspection 
was conducted) 

3.1  Accept the payment 
based on the Real Property 
Tax Order of 
Payment(RPTOP) 
 
3.2  Issue the Official 
Receipt 
 

*inspection 
fee 

3 Minutes Revenue 
Collection 

- 
Provincial 
Treasurer’

s Office 

4.Return to Assessor’s 
Office and present 
Official Receipt of 
Inspection Fee to the 
receiving officer 

3.14.1 Receive & attach the 
inspection fee receipt to all 
submitted documents 
 

None 
 

3Minutes Assigning 
Officer - 

Provincial 
Assessor’s 

Office 

 4.2 Verify Records 
 
4.3 Prepare Field 
Appraisal Assessment 
Sheet(FAAS) and 
conduct field inspection 
(if needed) 
 
 

None 20 Minutes LAO 
Officer - 

Provincial 
Assessor’
s Office 

4.4 Encode Tax 
Declaration to 
Provincial Real Property 
Tax System (PRPTS) 
 

4.5 Print, review and sign the 
prepared FAAS and Tax 
Declaration 
 
 

5.1 If Tax Mapped 
Municipality - 
Assign the PIN (Property 
Identification Number) and 
encode it on Tax Mapping 
Control Roll (TMCR) 

3 Minutes. Tax 
Mapping 
Staffs - 

Provincial 
Assessor’
s Office 

6.1 Check / Review Tax 
Declaration, FAAS, 
supporting documents and 
recommend approval for 

3 Minutes Recomme
nding 

Officer – 
Provincial 
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numbering 
 
 

Assessor’s 
Office 

 6.2 Approval and signing 
of Tax Declaration and 
FAAS 
 

2 Minutes      Provincial  
Assessor/ 
Asst. 
Provincial 
Assessor 

 

 7.1 Manual Numbering of 
FAAS and TD and 
Recording of ARP No. 
 
 
 
 
 

3 Minutes Assessment 
Authorize
d Staffs - 
Provincial 
Assessor’
s Office 

 

5. Receive text/call 
informing for the 
transaction to be 
released 
 

8.1 Cancellation of previous 
Tax Declaration through 
system numbering 
 
 
 
 

 2 Minutes 

6. Claim/Release the 
copy of tax declaration 
and sign the logbook 
 

9.1 Record & Release 
requested document 

 3 Minutes Releasing 
Officer - 

Provincial 
Assessor’
s Office 

TOTAL *Inspection 
Fee 

  1 Day 
40 Minutes 
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7. Transfer, Subdivision and Consolidation of Ownership Into Tax 
Declaration (Land, Building and Machinery) 
 

Transfer of ownership is the means by which the ownership of a property is 
transferred from one hand to other. Tax Declaration is a document maintained by this 
office as basis for collection of real property tax. 
 

Office or Division:  ASSESSMENT DIVISION 
Classification:  SIMPLE / COMPLEX 

Type of Transaction:   G2C – Government to Citizen 

Who may Avail:           ALL REAL PROPERTY OWNERS/ AUTHORIZE REPRESENTATIVE 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

A.Land 

1. Original and 2 Photo Copy of Title Register OF Deeds 

2. 2 Photo Copy of Latest  Real Property Tax Receipt  Municipal / Provincial Treasurer’s 
Office 

3. 2 Photo copy of Transfer Tax Provincial Treasurer’s Office 

4. 2 Photo Copy of Notarized Deed of 
Conveyance 

Public / Private Law office 

5. 2 Photo Copy (CAR) Certificate Authorizing 
Registration 

Bureau of Internal Revenue Office 

6. 2 photo copy of approved subdivision plan (tax 
mapped municipality) 

Surveying Office/ Licensed Geodetic 
Engineer 

B. Building / Machineries and Other Structures 

1. 2 Photo Copy of Notarized Deed of Conveyance Public / Private Law office 

2. 2 Photo Copy of Latest  Real Property Tax Receipt  Municipal / Provincial Treasurer’s 
Office 

3. 2 Photo copy of Transfer Tax Provincial Treasurer’s Office 

CLIENT STEPS AGENCY ACTIONS FEES BE 
PAID 

PROCESS
ING TIME 

PERSON 
RESPONS

IBLE 

1.Accomplish the 
Client Request Form 
(CRF)  

1.1  Receive the request form and 
interview client 
 
1.2  Receive & check the 
submitted documents 
 
1.3  Issue the order of payment 
and advise client to pay the 
Transfer Tax 

None 5Minutes Receiving 
Officer - 

Provincial 
Assessor’s 

Office 
 

2. Submit the 
requirement/s to 
Receiving Officer 
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3. Proceed to 
Provincial 
Treasurer’s Office 
(P.T.O) andpay the 
transfer fees 

2.1  Accept the payment based on 
the Real Property Tax Order of 
Payment(RPTOP) 
 
2.2  Issue the Official Receipt 

Transfer 
Fee       

Php100.00 

3Minutes Revenue 
Collection - 
Provincial 

Treasurer’s 
Office 

4.Return to 
Assessor’s Office 
and present Official 
Receipt of Transfer 
Fee to the receiving 
officer 

3.13.1 Receive & attach the 
transfer fee receipt to all 
submitted documents 

None 2 Minutes Assigning 
Officer - 

Provincial 
Assessor’s 

Office 
 

4.1 Verify Records 
 
4.2 Prepare Field Appraisal 
Assessment Sheet(FAAS) 
and conduct field inspection 
(if needed) 

None 
 

35 Minutes 
 

LAO 
Officer - 

Provincial 
Assessor’s 

Office 

 4.3 Encode Tax Declaration to 
Provincial Real Property Tax 
System (PRPTS) 
 
4.4Print,review and sign the 
prepared FAAS and Tax 
Declaration 
 

5.1 If Tax Mapped Municipality - 
Assign the PIN (Property 
Identification Number) and 
encode it on Tax Mapping 
Control Roll (TMCR) 

3Minutes Tax 
Mapping 
Staffs - 

Provincial 
Assessor’s 

Office 

6.1 Check / Review Tax 
Declaration, FAAS, supporting 
documentsand recommend 
approval for numbering 

2Minutes Recommen
ding Officer 

– 
Provincial 
Assessor’s 

Office 

6.2 Approval and signing of 
Tax Declaration and FAAS 

None 3 Minutes Provincial 
Assessor /  

Asst. 
Provincial  
Assessor 
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5. Receive text/call 
informing for the 
transaction to be 
released 

7.1 Manual Numbering of FAAS 
and TD and Recording of ARP 
No. 

3 Minutes Assessmen
t 

Authorized 
Staffs - 

Provincial 
Assessor’s 

Office 
 

8.1 Cancellation of previous 
Tax Declaration through 
system numbering 

2 Minutes 

6. Release the tax 
declaration and sign 
the logbook 

9.1 Record & Release 
requested document 

2 Minutes Releasing 
Officer - 

Provincial 
Assessor’s 

Office 
                          TOTAL Php 100.00 1 HOUR  
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Internal Services  
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1. Reclassification of Land to Non-Agricultural Usage 
 

This service pertains to the issuance of tax declaration whose land will be utilized 
from being agricultural to its highest and best use such as residential, commercial or 
industrial. 

 
Office or Division:
  

ASSESSMENT DIVISION 

Classification :
  

COMPLEX / TECHNICAL 

Type of Transaction:  G2G – Government to Government 
Who may Avail:
  

ALL LOCAL GOVERNMENT UNIT / NATIONAL AGENCIES  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1.  MARO Certificate Municipal Agrarian Reform Office 
2. DA CertificateMunicipal Department of Agriculture Office 
3. Assessor’s Inspection Report Municipal Assessor’s Office 
4. Municipal Council Resolution Sangguniang Bayan 
5. Picture of the subject property (3 

copies in different angle) 
  Property Owner 

6. Photocopy of Title Register of Deeds 
7. Tax Payment for the current year Municipal/Provincial Treasurer’s Office 
8. Tax Clearance Municipal/Provincial Treasurer’s Office 

9. Letter Request of the declarant   Property Owner 

10. Endorsement Letter Municipal Assessor’s Office 

11. Tax Payment of Improvements Municipal/Provincial Treasurer’s Office 

12. Tax Declaration Provincial / Municipal Assessor’s Office 

CLIENT STEPS AGENCY ACTIONS FEES BE 
PAID 

PROCESSI
NG TIME 

PERSON 
RESPONSIBLE 

1.Accomplish Client 
Request Form 
(CRF)  and submit 
complete 
requirements 
 

1.1 Receive the 
accomplished form 
and interview client 
 
1.2 Review the 
required documents 
and check for 
completeness and 
accuracy 

None 
 

15 Minutes  
 

Assessment 
Officer- 

Provincial 
Assessor’s 

Office 
 

2.1  Prepare the 
indorsement letter  
 
2.2 Attach the 
indorsement and all 

None 
 

5 Days      
Administrative 

Staff –  
Provincial 
Assessor’s 
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supporting 
documents, to be 
forwarded to 
SangguniangPanlala
wigan for approval 

Office 
 

 3.1 Advise the client 
to wait for the call and 
inform him/her upon 
receiving the approval 
of 
SanguniangPanlalawi
gan to reclassify the 
subject property 

None 2 Minutes 
 

Receiving 
Officer- 

Provincial 
Assessor’s 

Office 
 

4.1 Received the 
approval of 
SangguniangPanlala
wigan to proceed the 
reclassification of the 
property 

1 Day Assessment 
Staff- 

Provincial 
Assessor’s 

Office 
 

2. Return to 
Provincial 
Assessor’s Office to 
receive order of 
payment 
 

4.2 Inform the client 
about the decision of 
SangguniangPanlala
wigan 

 
4.3 Issue Order of 
Payment 

3. Pay the required 
fee at the Provincial 
Treasurer’s Office 
showing the order of 
payment 

5.1  Accept the 
payment based on the 
order of payment 
 
5.2  1sssue the official 
receipt 
 

    
Reclassifica

tion 
 Fee 
50.00 

*inspection 
fee 

    4 
Minutes 

Revenue 
Collection - 
Provincial 

Treasurer’s 
Office 

4. Present official 
receipt to the 
receiving officer 
 
 

6.1 Import the soft 
copy  of Tax 
Declaration into 
Provincial Real 
Property Tax System 
(PRPTS) 
 

None 5 Minutes IT - Provincial 
Assessor’s 

Office 
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6.2 If Tax Mapped 
Municipality - 
Assign the PIN 
(Property 
Identification Number) 
and encode it on Tax 
Mapping Control Roll 
(TMCR) 

Tax Mapping 
Staff –  

Provincial 
Assessor’s 5 

Office 

 
 

7.1 Check / 
Review Tax 
Declaration, 
FAAS, supporting 
documents and 
recommend 
approval for 
numbering 

None 10 Minutes Recommendi
ng Officer – 
Provincial 
Assessor’s 

Office 

7.2 Approval and 
signing of Tax 
Declaration and FAAS 

2 Minutes 

 8.1 Manual 
Numbering of 
FAAS and TD and 
Recording of ARP 
No. 

3 Minutes Assessment 
Staff - 

Provincial 
Assessor’s 

Office 

5. Wait for the call 
informing the 
release of the 
transactions 

8.2 Cancellation of 
previous 
Tax Declaration 
through system 
numbering 
 

2 Minutes 

6. Receive call 
informing for the 
transaction to be 
released 

  

7. Release the copy 
of tax declaration 
and sign the 
logbook 

9.1 Record & Release 
Requested document 

2 Minutes Receiving 
Officer - 

ProvincialAsses
sor’s Office 

                                                TOTAL Reclassifica
tion 

Fee 

6 Days,  
45Minutes 
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*Inspection Fee: 
(a) Area less than 500 sq.m.         -   Php  500.00 
(b) 500 to 1000 sq.m.                    -   Php  700.00 
(c) 1001 to 2000 sq.m.                   -  Php  900.00 

(d) 2001 to 5000 sq.m.                   -  Php  1,100.00 
(e) 5001 to 1 hectare                      -  Php  1,300.00 
(f)  1 hectare and above                  - Php  2,000.00 
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Provincial Treasurer’s Office 

 
External Services  
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1. Issuance of Official Receipt for Amusement Tax 
 

This levied tax is for the proprietors, lessees, or operators of; theaters, cinemas, 
amusement park, resort, and other places of amusement in the Province of Nueva Ecija. 

 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of 
Transaction: 

G2B - Government to Businesses 

Who may avail: Operators/Lessors, or Proprietors of Amusement Park, Resort, 
Theater/Cinema 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Gross Receipts from admission fees Tax Payer 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES/PAY-
MENT 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Present 
requirements to 
Revenue 
Operations 
Division  

1.1. Receive 
requirements 

1.2. Check/verif
y requirements 

1.3. Compute/  
prepare order 
of payment 

1.4. Hand over 
order of 
payment to 
taxpayer for 
payment to 
Cash Receipts 
Division 

 
 

 1 minute 
 

10 minutes 
 

10 minutes 
 
 

1 minute 

 Staff in Charge 
PTO – ROD 

2. Present Order of 
Payment to Cash 
Receipts Division 
and pay the 
indicated tax 
amount 

2.1. Cash 
Receipts 
Division to 
receive Order 
of Payment 

2.2. Accept 
payment and 
issue official 
receipt  

10% of gross 
receipts from 

admission 
fees plus 

Governor’s 
Permit Fee 

2 minutes 
 
 
 

20 minutes 

Staff in Charge 
PTO – Cash 
Receipts Div. 

TOTAL  44 minutes  
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2. Issuance of Official Receipt for Annual Fixed Tax for Delivery Trucks 

and Vans 

 
This is an annual fixed tax within the Province of Nueva Ecija for owners or 

operators every truck, van or any motor vehicle used by manufacturers, producers, 
wholesalers, dealers or retailers in the delivery or distribution of products to sales outlets, 
or consumers, whether directly or indirectly within the province. 
 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of 
Transaction: 

G2C - Government to Citizens 

Who may avail: Owners of delivery trucks or vans 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Certificate of registration Tax Payer 

Official receipt of trucks and vans  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES/PAY-
MENT 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Present 
requirements to 
Revenue 
Operations 
Division  

1.1. Receive 
requirements 

1.2. Check/verify 
requirements 

1.3. Compute/  
prepare order 
of payment 

1.4. Hand over 
order of 
payment to 
taxpayer for 
payment to 
Cash Receipts 
Division 

 1 minute 
 

10 minutes 
 

10 minutes 
 
 

1 minute 

 Staff in Charge 
PTO – ROD 

2. Present Order of 
Payment to Cash 
Receipts Division 
and pay the 
indicated tax 
amount 

2.1. Receive 
Order of 
Payment 

2.2. Receive 
payment and 
issue Official 
Receipt 

(a) ₱1,000 
Annual Fixed 

Tax 
 

(b) ₱550 
Per delivery 
Truck or Van 

 

2 minutes 
 

25 minutes 

Staff in Charge 
PTO – Cash 
Receipts Div. 
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(c) ₱150 
Sticker per 

Truck or van 
 

(d) 
Surcharge & 
penalty on 

Late 
Payment 

25% 
surcharge on 

Tax Due 
2% Penalty 
per month 

but not 
exceed 72% 

TOTAL  49 minutes  
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3. Issuance of Official Receipt for Franchise Tax 
 

A tax to be collected on businesses located in Province of Nueva Ecija enjoying a 
franchise, at a tax rate of 55% of 1% of the annual gross receipts for the preceding 
calendar year. 
 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of 
Transaction: 

G2B - Government to Businesses 

Who may avail: Business owner enjoying franchise/authorized representative 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Capital Investment – For newly started 
business 

Tax Payer 

Gross Receipts of business for the 
processing calendar year 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES/PAY-
MENT 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Present gross 
receipts/capital 
investment to 
Revenue 
Operations 
Division  

1.1. Receive 
requirement 

1.2.Check/verify 
requirement 

1.3.Compute/  
prepare order 
of payment 

1.4.Hand over 
order of 
payment to tax 
payer for 
payment to 
Cash Receipts 
Division 

 1 minute 
 

15 minutes 
 

5 minutes 
 
 

1 minute 

 Staff in Charge 
PTO – ROD 

2. Present Order of 
Payment to Cash 
Receipts Division 
and pay the 
indicated tax 
amount 

2.1. Received 
Order of 
Payment 

2.2. Receive 
payment and 
issue Official 
Receipt 

55% of 1% 
of gross 
annual 

receipts for 
the 

preceding 
Calendar 

Year 

2 minutes 
 

20 minutes 

Staff in Charge 
PTO – Cash 
Receipts Div. 

TOTAL 44 minutes  
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4. Issuance of Official Receipt for Payment of Other LGU’s Share from 

Tax on Sand, Gravel and Other Quarry Resources 

This process is performed by the Provincial Treasurer’s Office to notify other LGUs 
to collect their checks representing shares from Tax on Sand, Gravel and Other Quarry 
Resources. If a check remains uncollected, PTO shall send a reminder letter to the 
concerned LGUs at least 30 calendar days before the check becomes stale. The main 
objective of this process is to remit the shares of the concerned LGUs pursuant to the 
Local Revenue Code of Nueva Ecija. 

 

Office or Division: Provincial Treasurer’s Office 

Classification: Complex 

Type of 
Transaction: 

G2G - Government to Government 

Who may avail: Municipalities and Barangays in Nueva Ecija with Shares from Tax on 
Sand, Gravel and Other Quarry Resources 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

DILG issued ID (for barangay officials)  

Official Receipt of the LGU  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

 1. PTO Admin. 
Division to 
prepare and 
send 
notification 
letter (via 
registered 
mail) to 
concerned 
LGUs with 
checks 
representing 
shares from 
Tax on Sand, 
Gravel and 
Other Quarry 
Resources 
-OR- 
Provincial 
Treasurer to 
inform 

None 2 days Staff-in-charge 
PTO Admin. Div. 
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Municipal 
Treasurers to 
collect their 
checks 

2. LGUs with 
uncollected 
check/s to 
proceed to Cash 
Services Division 
and present the 
requirements 

2. Cash Services 
Division to 
verify 
requirements 
presented and 
to give check/s 
to the LGU 
upon the 
latter’s 
submission of 
complete 
requirements 

None 5 minutes Staff-in-charge 
PTO Cash Services 

Div. 

3. Receive the 
check/s and issue 
official receipt/s 

25 Have the 
LGU 
representat
ive sign on 
the logbook 
to signify 
that the 
check/s 
has/have 
been 
collected 

None 5 minutes Staff-in-charge 
PTO Cash Services 

Div. 

TOTAL 2 days and 
10 minutes 

 

Note: The time taken by the Philippine Post Office to deliver the letter to the concerned LGUs 
is not captured in this process. 
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5. Issuance of Official Receipt for Permit Fees and Other Regulatory 

Fees 

This services caters to the operators of hauling trucks, loaders and others equipment 
used in quarry operations and operators of cold storage and  ice plants. 
 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of 
Transaction: 

G2B - Government to Businesses 

Who may avail: Operators of hauling trucks, loaders and others equipment used in 
quarry operations and operators of cold storage and  ice plants 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Xerox copy of certificate of registration  Tax Payer 

Official receipt of dump trucks, loaders and 
other equipment used in quarry operations 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES/PAY-
MENT 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Present 
requirements to 
Revenue 
Operations 
Division  

1.1. Receive 
requirements 

1.2. Check/verif
y requirements 

1.3. Compute/  
prepare order 
of payment 
 

1.4. Hand over 
order of 
payment to 
taxpayer for 
payment to 
Cash Receipts 
Division 

 1 minute 
 

10 minutes 
 

10 minutes 
 
 
 

1 minute 

 Staff in Charge 
PTO – ROD 

2. Present Order of 
Payment to Cash 
Receipts Division 
and pay the 
indicated tax 
amount 

2. Cash Receipts 
Division to 
issue official 
receipt  

Governor’s 
Permit fee - 
₱2,500 & 
Hauling 
Permit - 

₱1,300 for 
10 wheeler; 

 

5 minutes Staff in Charge 
PTO – Cash 
Receipts Div. 
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Governor’s 
Permit Fee - 

₱2,500  
 

Hauling 
Permit - 
₱700 & 

Sticker ₱150 
for 6 wheeler 

 
Governor’s 

Permit Fee - 
₱3,000 
Loading 
Permit - 
₱1,800 
Sticker - 

₱150 

TOTAL  27 minutes  
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6. Issuance of Official Receipt for Professional Tax 

This is an annual tax for each person residing in Nueva Ecija engaged in the private 

exercise or practice of profession requiring government licensure examination. 

Government employees authorized to engage in private practice of their professions are 

not exempted to pay the professional tax. 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of 
Transaction: 

G2C - Government to Citizens 

Who may avail: Professionals 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Current annual registration card issued 
by the PRC 

Tax Payer 
 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES/PAY-
MENT 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Present 
requirement to 
Revenue 
Operations 
Division  

1.1. Receive 
requirement 

1.2.Check/verify 
requirement 

1.3.Compute/  
prepare order 
of payment 

1.4.Hand over 
order of 
payment to 
taxpayer for 
payment to 
Cash Receipts 
Division 

 1 minute 
 

5 minutes 
 

5 minutes 
 
 

1 minute 

 Staff in Charge 
PTO – ROD 

2. Present Order of 
Payment to Cash 
Receipts Division 
and pay the 
indicated tax 
amount 

2.1. Received 
Order of 
Payment 

2.2. Receive 
payment and 
issue Official 
Receipt 

Php 330.00 
per 

profession 

2 minutes 
 

20 minutes 

Staff in Charge 
PTO – Cash 
Receipts Div. 

TOTAL Php 330.00 34 minutes  
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7. Issuance of Official Receipt for Real Property Tax 

This annual “ad valorem” tax that must be paid by property owners or 
administrators at the rate of one percent (1%) of the assessed value of real property 
(lands, buildings, machinery and other improvements affixed or attached to real property) 
located in the province. 
 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of 
Transaction: 

G2C - Government to Citizens 

Who may avail: Property owner/authorized representative/person with legal interest 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Previous Official receipts/original copy 
or certified true copy 

Tax Payer 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES/PAY-
MENT 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Present previous 
official receipt to 
Revenue 
Operations 
Division 

 

1.1. Receive 
requirement 
 

1.2.Check/verify 
requirement 

 
1.3.Compute/  

prepare order 
of payment 

 
1.4.Hand over 

order of 
payment to tax 
payer for 
payment to 
Cash Receipts 
Division 

 1 minute 
 
 

15 minutes 
 
 

5 minutes 
 
 
 

1 minute 

 Staff in Charge 
PTO – ROD 

2. Present Order of 
Payment to Cash 
Receipts Division 
and pay the 
indicated tax 
amount 

2.1. Cash Receipts 
Division to 
accept 
payment 

2.2. Issue official 
receipt (for 
Basic and 
SEF) 

RPT – Basic 
   1% of 

Assessed 
Value of 
Property 

 
RPT- SEF 

   1% of 
Assessed 

2 minutes 
 
 

25 minutes 

Staff in Charge 
PTO – Cash 
Receipts Div. 
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Value of 
Property 

 
Penalty 
   2% 

Penalty per 
month but 

not to 
exceed 72% 

TOTAL 49 minutes  
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8. Issuance of Official Receipt for Rental Fees 

The Provincial Treasurer’s Office issues official receipt for rental fees in all 
facilities of PGNE. 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of 
Transaction: 

G2B - Government to Businesses 

Who may avail: Owner of stalls 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Previous Official Receipts Tax Payer 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES/PAY-
MENT 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Present 
requirements to 
Revenue 
Operations 
Division  

1.1. Receive 
requirements 

1.2. Check/verify 
requirements 

1.3. Compute/  
prepare order 
of payment 

1.4. Hand over 
order of 
payment to 
stall owner for 
payment to 
Cash Receipts 
Division 

 
 

1 minute 
 

15 minutes 
 

5 minutes 
 
 

1 minute 

 Staff in Charge 
PTO – ROD 

2. Present Order of 
Payment to Cash 
Receipts Division 
and pay the 
indicated rental 
fees 

2. Cash Receipts 
Division to 
issue official 
receipt  

Mabini 
Arcade 
Stalls: 

12 Sq.m. – 
Php700/sq.

m. 
 27 Sq.m. - 
Php500/sq.

m  
 

Rental of 
other stalls 

as per 
contract 

5 minutes Staff in Charge 
PTO – Cash 
Receipts Div. 

TOTAL  27 minutes  
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9. Issuance of Official Receipt for Tax on Sand, Gravel and Other Quarry 

Resources 

This tax is for quarry operators, permit holders and individuals or corporation who will 

extract sand, gravel and other quarry resources in the province. 

 
Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of 
Transaction: 

G2B - Government to Businesses 

Who may avail: Quarry Operators/authorized representative 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Order of Payment Office of the Provincial Environment and Natural 
Resources (ENRO) 

  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES/PAY-
MENT 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Present Order of 
Payment from 
ENRO to Cash 
Receipts Division 
and pay the 
indicated tax 
amount 

1.1. Cash Receipts 
Division to 
receive Order 
of Payment  

1.2. Receive 
payment and 
issue official 
receipt 
 
 

1.3. Request 
permitee/ 
applicant to 
present Official 
Receipt to 
Revenue 
Operations 
Division 

 2 minutes 
 
 
 

20 minutes 
 
 

 Staff in Charge 
PTO – Cash 
Receipts Div. 

2. Present Official 
Receipt to 
Revenue 
Operations 
Division 

2.1. Revenue 
Operations 
Division to 
record the 
Official Receipt 

2.2. Issue Hauling 
Slips 

Php7.00/cu.
m – tax on 

sand 
Php9.00/cu.

m – 
extraction 

fee 

15 minutes Staff in Charge 
PTO – ROD 
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equivalent to 
the volume 
and amount of 
gravel tax paid 

Php6.00/cu.
m – quarry 

fee 

TOTAL  37 minutes  

  



 
 
 
 
 

 250 

10. Issuance of Official Receipt for Tax on the Transfer of Real Property 

Ownership 

This tax is imposed on the transfer of title to property from one entity to another 
and must be paid by the seller, donor, transferor, executor or administrator. 

 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of 
Transaction: 

G2C - Government to Citizens 

Who may avail: Property owner/authorized representative 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Deed of sale or any mode of 
transferring ownership 

Tax Payer 

Title  

Tax Declaration  

RPT Receipt  

Tax Clearance  

Certification of no improvement  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES/PAY-
MENT 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Present/submit 
requirements 

 
 
 

1.1.Receive 
requirements 

1.2.Check/verify 
requirements 

1.3.Compute/  
prepare order 
of payment 

1.4.Hand over 
order of 
payment to tax 
payer for 
payment to 
Cash Receipts 
Division 

 1 minute 
 

15 minutes 
 

5 minutes 
 
 

1 minute 

 Staff in Charge 
PTO – ROD 

2. Present Order of 
Payment to Cash 
Receipts Division 
and pay the 
indicated tax 
amount 

2.1. Cash Receipts 
Division to 
receive Order 
of Payment 

2.2. Accept 
payment, issue 
official receipt 

55% of 1% 
of the total 

consideratio
n involved or 

it’s fair 
market 
value, 

2 minutes 
 
 
 

27 minutes 
 
 

Staff in Charge 
PTO – Cash 
Receipts Div. 
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and prepare 
Transfer of 
Tax Certificate 

2.3. Check 
accuracy of 
prepared 
certification 

2.4. Sign prepared 
certification 

2.5. Hand over 
Certification for 
signature of 
the Provincial 
Treasurer  

2.6. Release 
signed 
certification to 
the Taxpayer 
together with 
the original 
copy of 
requirements 

whichever is 
higher 

 

 
 
 

20 minutes 
 
 

5 minutes 
 

5 minutes 
 

TOTAL 1 hour and 21 
minutes 

 

 
  



 
 
 
 
 

 252 

 
 
 
 
 
 
 
 
 
 

 
Provincial Treasurer’s Office 

 
Internal Services  
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1. Acceptance of Collections Turned over by Collecting Officers 
 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of 
Transaction: 

G2G - Government to Government 

Who may avail: All collecting officers of the Provincial Government of Nueva Ecija 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Report of Collections and Deposits 
(RCD) 

Prepared by the collecting officer 

Abstract of Collection  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES/PAY-
MENT 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Collecting Officer 
to present RCD 

1.1. Receive 
RCD with 
supporting 
documents 

1.2. Receive of 
Cash from 
Collecting 
Officer 

None 2 minutes 
 
 

25 minutes 

 Staff in Charge 
PTO – Cash 

Receipts Division 

TOTAL  27 minutes  
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2. Cash Disbursement  
• Wages of Job Order & Contractual Employees 

• Honorarium of Consultant of PGNE 

• PGNE Scholars’ Allowance 

• Social Pension of Senior Citizens 

• Palay Support Price to Farmers 

The Provincial Treasurer’s Office provides timely and accurate payroll servicing to Job 
Order and Contractual employees and ensure that the delivery of the service in the field 
by the cashiers will reach the deserving beneficiaries in due time. 
 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of 
Transaction: 

G2G - Government to Government 

Who may avail: Department Heads, Job Order, Contractual Employees, Consultants, 
PGNE Scholars, Senior Citizens and Qualified Farmers of Palay 
Support Price Program 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Processed payrolls and vouchers Provincial Treasurer’s Office 

 Provincial Accounting Office 

 Provincial Administrator’s Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

2.Processed payrolls 
and vouchers 

2.1. Received 
audited 
payroll/vouch
er 

 
2.2. Encode 

and record 
the names 
of claimant 
and nature 
of payment 
 

2.3. Verify/chec
k the 
amount on 
the 
approval 
payment 
slip against 

None 5 minutes 
 
 
 

5 minutes 
 
 
 
 
 
 

 5 minutes 
 
 
 
 
 
 
 

 Staff in Charge 
PTO – Cash 
Services Div. 

 
Staff in Charge 

 
 
 
 
 
 

Staff in Charge 
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the audited 
grand total 
on the 
payroll/vou
cher 

2.4. Prepare Cash 
Advance 
Voucher and 
check of 
available 
cashier 
(specifying 
complete 
information of 
payroll/vouch
er) 

2.5. Hand over to 
Division Head 
to affix initial 
to Cash 
Advance 
voucher and 
Check 

2.6.  Sign Cash 
Advance 
voucher and 
check by the 
Provincial 
Treasurer and 
Provincial 
Administrator 

2.7. Forward to 
Provincial 
Accounting 
Office for 
Accountant’s 
advice 

2.8. Receive 
returned 
voucher and 
check with 
Accountant’s 
advice  

 
 
 
 
 
 

30 minutes 
 
 
 
 
 
 
 
 
 
 

2 minutes 
 
 
 
 
 

15 minutes 
 
 
 
 
 
 
 

10 minutes 
 
 
 
 
 

2 minutes 
 
 
 
 
 

5 minutes 

 
 
 
 
 
 

Staff in Charge 
 
 
 
 
 
 
 
 
 
 

Staff in Charge 
 
 
 
 

Provincial Treasurer 
& Provincial 

Administrator 
 
 
 
 

 
Staff in Charge 

 
 
 
 
 
 

Staff in Charge 
 
 
 
 
 

Staff in Charge 
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2.9. Give check of 
Cash 
Advance to 
concerned 
cashier for 
his/her 
endorsement 

2.10. Turn-over of 
Check/Accou
ntant’s advice 
to Bank 
representative 

2.11. Withdrawal 
of Check by 
the cashier 

 
2.12. Payment of 

wages 
RATA/Honora
rium upon 
presentation 
of valid I.D. 

 
 

 
 
 

5 minutes 
 
 

 
15 minutes 

 
 
 
5 

minutes/claim
ant 

 
 
 
 
 

Cashier in Charge 
 
 
 
 

Staff in Charge 
 
 
 

Staff in Charge 

TOTAL 1 hour and 44 
minutes 

 

 

  



 
 
 
 
 

 257 

3. Issuance of Accountable Forms to Other Local Government Units 
(LGUs)  

The Provincial Treasurer’s Office purchases accountable forms from the National 
Printing Office. Aside from using these forms in its daily operations, PTO also 
issues/sells these accountable forms to other LGUs. 

 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of 
Transaction: 

G2G - Government to Government 

Who may avail: Municipal Treasury Offices in Nueva Ecija 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Requisition Issuance signed by the 
Municipal Treasurer 

Concerned MTO 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Present signed 
Requisition 
Issuance to PTO 
Staff-in-Charge 

1. Compute the 
amount of the 
accountable 
forms being 
requested by 
the MTO 

None 5 minutes  Staff in Charge 
PTO Admin. Div. 

2. Proceed to Cash 
Receipts Division 
and pay the total 
amount/cost of the 
accountable forms 

2. Receive 
payment and 
issue Official 
Receipt 

None 5 minutes Staff in Charge 
PTO Cash Receipts 

Div. 

3. Present Official 
Receipt 

3.1. Prepare 
Invoice and 
receipts 
quantity of 
Accountable 
Forms 
purchased by 
the MTO 

3.2. Release 
accountable 
forms to MTO 

 8 minutes 
 
 
 
 
 
 

2 minutes 

Staff in Charge 
PTO Admin. Div. 

TOTAL 20 minutes  
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4. Issuance of Official Receipt for Certification and Clearance Fees 

 This service is given to all employees of the Provincial Government of Nueva Ecija 

whenever they present an order of payment for their request of certification or clearance. 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of 
Transaction: 

G2G - Government to Government, G2C - Government to Citizens 

Who may avail: All employees of the Provincial Government of Nueva Ecija 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Order of Payment Provincial Assessor’s Office/ Provincial Accounting 
Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES/PAY-
MENT 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Present Order of 
Payment 

1.1. Receive Order 
of Payment 

1.2. Receive Cash 
from external 
client/ PGNE 
employee and 
hand over 
Official Receipt 

Php 25.00 
Certification 

Fee 
(PHRMO) 

 
Php 25.00 

Certification 
Fee (Prov’l 

Acctg Office) 
 

Php 50.00 
Certified true 
copy of tax 
declaration 

 
Php 100.00 
Certification 
Fee - Prov;l 
Assessor 

Office 
 

Php 50.00 
Certification 

fee – Tax 
Clearance 

2 minutes 
 

20 minutes 

 Staff in Charge 
PTO – Cash 

Receipts Division 

TOTAL  22 minutes  
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5. Payment of Salaries 

This service involves the payment of the total amount of each audited payroll for 
the employees of the Provincial Government of Nueva Ecija 

 
Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of 
Transaction: 

G2G - Government to Government 

Who may avail: All employees of PGNE 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Payrolls/voucher of wages/salaries Provincial Accounting Office  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit audited 
payroll/voucher 
from Accounting 
Office 

1. Received 
audited 
payrolls for 
payment 

None      5 minutes/ 
payroll 

Staff in Charge 
PTO - TORU 

 2. Check/review 
the 
correctness as 
to the total 
amount by 
attaching 
adding tape 

      None 
 

5 minutes/ 

payroll 
Staff in Charge 
PTO - TORU 

 3. Affix initial 
indicating the 
date of audit 
on the cash 
book 

      None 
 

3 minutes 
 

Staff in Charge 
PTO - TORU 

 4. Forward to 
Cash Services 
division for 
payment/ 
disbursement 

      None 
 

2 minutes Staff in Charge 
PTO - TORU 

TOTAL 15 minutes  

 

  



 
 
 
 
 

 260 

6. Releasing of Checks of Claimants/Beneficiaries  

• Employees of Provincial Government of Nueva Ecija 

• Philhealth 

• Microfinance 

• Ani ng Masaganang Buhay 

• Tax shares of different municipalities & barangays of Nueva Ecija 

• Financial Assistance of indigents of the Province of Nueva Ecija 

This process is performed by the Provincial Treasurer’s Office and ensure by the 
correctness and completeness of the documents attached being submitted by different 
offices before checks will be released. 

 
 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of 
Transaction: 

G2G - Government to Government 

Who may avail: All employees, claimants/beneficiaries of the Provincial Government 
of Nueva Ecija 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Processed Vouchers Provincial Treasurer’s Office 

 Provincial Accounting Office 

 Provincial Administrator’s Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1.Present Voucher 1.1. Received and 
record voucher 
for signature of 
the Provincial 
Treasurer 
 

1.2. Forward 
voucher to 
Provincial 
Administrator’s 
Office for 
approval and 
signature of the 
Provincial 
Administrator 

 

None 2 minutes 
 
 
 
 
 

10 minutes 
 
 
 
 
 
 
 

5 minutes 
 
 

 Staff in Charge 
PTO – Cash 
Services Div. 

 
 
 
      Staff in Charge 
 
 
 
 
 
 
 
      Staff in Charge 
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1.3. Receive 
returned 
voucher from 
Provincial 
Administrator 
Office to 
prepare 
corresponding 
check 

 
1.4. Hand over 

voucher with 
check to 
Division Head 
to affix initial 

 
1.5. Sign check by 

Head of Office 
1.6. Forward 

voucher with 
check to 
Provincial 
Administrator 
Office for 
signature of 
Provincial 
Administrator 

1.7. Forward signed 
voucher and 
check to 
Provincial 
Accounting 
Office for 
Accountant’s 
advice  

1.8. Receive and 
record signed 
voucher and 
check with 
corresponding 
Accountant’s 
advice 

1.9. Release check 
to 

 
 
 
 

 
2 minutes 

 
 
 
 
 

2 minutes 
 

10 minutes 
 
 
 
 
 

 
 

10 minutes 
 
 
 
 
 
 

 
5 minutes 

 
 
 
 
 
5 

minutes/claim
ant 

 
 
 
 

 
Staff in Charge 

 
 
 
 
 

Provincial Treasurer 
 

Staff in Charge 
 
 
 
 
 

 
 
 

Staff in Charge 
 
 
 
 
 
 
 
 

Staff in Charge 
 
 
 
 
 

Staff in Charge 
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claimant/benefi
ciary upon 
presentation of 
his/her valid I.D 

TOTAL 51 minutes  
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7. Verification and Payment of Province’s Real Property Tax Share 

(Basic and SEF) from MTOs  

This process involves the review of the RPT shares of the province being remitted 
by the twenty-seven municipalities of Nueva Ecija. Other than checking the correctness 
of the amount to be remitted, equally significant is the recording of the payments to 
monitor if payments are done regularly or if there remains unpaid RPT shares of the 
province. 

 
Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of 
Transaction: 

G2G - Government to Government 

Who may avail: Municipal Treasurer’s Offices (MTO) in Nueva Ecija 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Form 60 Municipal Treasurer’s Office 

  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit Form 60 1.1. Receive 
Form 60 

1.2. Check/verify 
accuracy of 
report 

None 
 
 

7 minutes 
 
 
 
 

 Staff in Charge 
PTO Field 
Inspection 

Supervision Division 
(FISD) 

 
 

 2. Compute/ 
prepare order 
of payment 

None 
 

 

5 minutes 
 

Staff in Charge 
PTO FISD 

 3. Hand over 
Order of 
Payment to 
MTO 
Representative 
for payment to 
Cash Receipts 
Division 

None 
 

 

3 minutes Staff in Charge 
PTO FISD 

4. Present Order of 
Payment and pay 
corresponding 
amount 

4. Receive 
payment and 
issue Official 
Receipt 

 5 minutes Staff in Charge 
PTO Cash Receipts 

Div. 
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5. Return to FISD to 
submit copy of 
Official Receipt 

5. Receive copy 
of Official 
Receipt and 
record RPT 
payment on 
record book 

None 3 minutes Staff in Charge  
PTO FISD 

TOTAL 23 minutes  
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Provincial Human Resource Management Office 

 
External Services  
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1. Acceptance of application for employment 
 

All interested applicants may send their application letter and other requirements 
to the Provincial Human Resource Management Office. 
 

Office or Division: Provincial Human Resource Management Office 

Classification: Complex 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All interested applicants 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Application Letter  client 

 Fully accomplished Personal Data Sheet (PDS) 
with recent passport-sized picture (CS Form No. 
212, Revised 2017)   

CSC Website 

Performance rating in the last rating period (if 
applicable) 

Client 

Photocopy of certificate of eligibility/rating/license Client 

Photocopy of Transcript of Records Client 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.  If walk-in, submit the 
letter of application and 
other requirements to the 
Receiving Section 

 
 

If thru email, send the 
scanned copies of the 
requirements to 
hrmo.nuevaecija@gmail.c
om 

1. Receive and check 
the completeness of 
the documents 
submitted  
 
If thru email, 
acknowledge the 
submission of 
application upon 
receipt. 

None 
 
 
 
 
 
 
 

None 
 

 

5 minutes 
 
 
 
 
 
 
 

5 minutes 
 

Receiving Officer 
 
 
 
 

 
 
 

Staff-in-charge 

2. Proceed to PHRMO for 
preliminary interview. 

2.2 Conduct 
preliminary interview 
for assessment 
whether the 
applicants meet the 
minimum 
requirements for the 
position 
2.2 Conduct a 
selection process 
among the applicants 

None 
 
 
 
 
 
 
 
 

None 

1 hour 
 
 
 
 
 
 
 
 

20 minutes 

PHRMO 
 
 
 
 
 
 
 
 

PHRMO 

 3. Notify the applicant 
that qualified in the 
screening process. 

None 5 minutes Staff-in-charge 

TOTAL None 1 hour and 35 
mins. 
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Provincial Human Resource Management Office 

 
Internal Services  
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1. Application for Terminal Leave Benefits 
 

All employees who separate or retire from the service with accumulated leave 
credits are entitled to claim their Terminal Leave Pay. 

 

Office or Division: Provincial Human Resource Management Office 

Classification: Complex 

Type of 
Transaction: 

G2G- Government to Government 

Who may avail: All employees of PGNE who are eligible to claim terminal leave pay 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Duly approved Terminal Leave application client 

GSIS Clearance Government Service Insurance System 

PGNE Clearance Mother Office, PGSO, PAO, PTO, P.A.’s Office, 
G.O. ( including LBP, DBP ) 

Photo copy of all Appointments and latest 
NOSA 

Client/ PHRMO 

Affidavit of applicant re: No pending 
Administrative/ Criminal Case filed against 
him/her (duly notarized ) 

client 

Affidavit of undertaking for an authority to 
deduct accountabilities ( duly notarized ) 

client 

Acceptance of retirement/ resignation 
letter/ death certificate ( photo copy ) 

client 

Statement of Assets, Liabilities & Net 
Worth accomplished on the last day of 
service (duly notarized ) 

client 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1.  Submit all the 
requirements 

1.1 Receive and 
record 
Terminal Leave 
Application 
 

1.2 Forward the 
Application for 
Terminal Leave 
to the Office of 
the Governor 
for approval 
 

1.3 Final re-
computation of 

None 
 
 
 
 

None 
 
 
 
 
 
 

None 
 

1minute 
 
 
 
 

2 minutes 
 
 
 
 
 
 

2 minutes 
 

Receiving Officer 
Receiving Section 

 
 
 

Staff-in-charge 
 
 
 
 
 
 

Staff-in-charge 
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accumulated 
leave credits 
 

1.4 Prepare 
Terminal Leave 
Voucher and 
forward to 
Provincial 
Administrator 
for initial 
 

1.5 Release the 
Terminal leave 
voucher from 
the Provincial 
Administrator’s 
Office 
 

1.6 Attach all 
requirements 
and forward to 
Accounting 
Office for 
processing 

 
 
 
 

None 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 

None 
 
 
 
 
 

 
 
 
 

1 day 
 
 
 
 
 
 

10 minutes 
 
 
 
 
 
 
 

10 minutes 
 
 

 
 
 
 

Staff-in-charge 
 
 
 
 
 
 

Staff-in-charge 
 
 
 
 
 
 
 

Staff-in-charge 
 
 

TOTAL None 1 day & 25 
minutes 
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2. Checking of Payroll Attachments 
This service checks and verifies the entry of details reflected in the respective 

daily time record, attendance report, attached leave and travel orders in the payrolls 
of each offices of PGNE. 

 
Office or Division: Provincial Human Resource Management Office 

Classification: Complex 

Type of 
Transaction: 

G2G 

Who may avail: All permanent employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Daily Time Record (2 Copies) Concerned Office 

Approved Leave/Travel Order (2 copies) PHRMO 

Certificate of Appearance (2 copies) Concerned Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1.Submit payroll with 
complete attachments 

1.1 Receive and 
record the payroll 
 
1.2 Check and 
verify the entries 
of attachments 
 
1.3 If completely 
verified, detached 
duplicate copies 
of each 
attachment for 
PHRMO’s record 

None 
 
 

None 
 
 
 
 

None 

    2 minutes 
 
 

1 hour 
 
 
 
 

10 minutes 

Receiving Officer 
Receiving Section 

 
Staff-in-Charge 
Admin. Division 

 
 
 

Staff-in-Charge 
Admin. Division 

2. Receive the 
released payroll 

2. Release the 
Payroll  

    None 2 minutes Releasing Officer 
Records Division 

TOTAL None 1 hour and 14 
minutes 
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3. GSIS Loan Confirmation 
The Agency Authorized Officer (AAO) is the official representative of the agency 

to the GSIS whose main function is to approve loans such as Consolidated, Policy, 
Emergency Loan and also serves as a partner in the submission of updated information 
of the agency employees. 

 

Office or Division: Provincial Human Resource Management Office 

Classification: Simple 

Type of 
Transaction: 

G2G- Government to Government 

Who may avail: All  employees of PGNE 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Duly accomplished loan application for 
PGNE GSIS members 

Client 

Net take home pay (shall not be below PHP 
5,000) 

Provincial Accounting Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
requirements 
to PHRMO 
 
 
 

 

1.1 Receive and 
review the 
submitted 
requirements 
 
1.2 If approved, 
confirm loan 
application thru 
GSIS website 
 
1.3 Notify the 
employee 
immediately on the 
action taken 

None 
 
 
 
 
 

None 

2 minutes 
 
 
 
 
 

2 days 

Agency Authorized 
Officer 

 
 
 
 
Agency Authorized 

Officer 
 

TOTAL None  2 days & 2 
minutes 
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4. Issuance of Certification of Employment/Leave Credits/Service 
Records 

 
Certification of employments are issued to all employees/workers (both active and 

in-active) of the Provincial Government of Nueva Ecija as attachments to various loan 
applications and other purposes. 

 
Office or Division: Provincial Human Resource Management Office-Records Division 

Classification: Simple 

Type of 
Transaction: 

G2G – Government to Government 

Who may avail: Employees and workers of the Provincial Government of Nueva Ecija 
(both active and in-active) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Official Receipt of Payment  PTO 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1.  Present 
official receipt 
from PTO  

1. Receive and 
check the 
complete 
information 
stipulated at the 
back of the official 
receipt 
 
1.2 Prepare the 
certification and 
submit to Asst. 
PHRMO for 
review 
 
1.3 Sign and 
return the said 
Certification to 
Administrative 
Aide for release. 

None 
 
 
 
 
 
 
 

None 
 
 
 
 

None 

5 minutes 
 
 
 
 
 
 
 

5 minutes 
 
 
 
 

5 minutes 

Staff-in-Charge 
Records Division 

 
 
 
 
 
 

Admin. Officer V 
Assistant PHRMO 

 
 
 

PHRMO 

2. Receive the 
Certificate of 
Employment/L
eave Credits 

2. Release the 
certification of 
employment/ 
Leave Credits 

 
None 

 
3 minutes 

Administrative Aide 
II - Records Division 

TOTAL None 18 minutes  
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5. Processing of Complaints 
 
Service Information:  2017 Rules on Administrative Cases on the Civil Service 

(2017 RACCS).  These rules shall apply to all disciplinary and non-disciplinary 
administrative cases on matters brought before the Civil Service Commission (CSC) and 
its Regional/Field Offices, Agencies of the National Government, Local Government 
Units, State Universities and Colleges (SUCS) or Local Universities and Colleges (LUCS) 
and government owned or controlled corporations with original charters except it may be 
provided by law. 

 
Office or Division: PHRMO/Personnel Relations Division 

Classification: Complex 

Type of 
Transaction: 

G2G – Government to Government  

Who may avail: All Government Employees (PGNE) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

For complaint against employee  

1.  Full name and address of the 
complainant. 

2. Full name and address of the 
person complained of as well as 
his/her position and office. 

3. A narration of the relevant facts and 
material facts which shows the acts 
or omissions allegedly committed. 

4. Certified true copies of 
documentary evidence and affidavit 
of his/her witness, if any and 

5. Certification or statement of non-
forum shopping 

Complainant 
 
Complainant (Client) 
 
 
Complainant (Client) 
 
 
Complainant (Client) 
 
 
Court 
 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. File/submit 
letter of 
complaint duly 
under oath 
which attached 
all supporting 
documents 
otherwise 
absence of any 
documents 
may cause the 

Issue show cause 
order to 
employee/ person 
complained of 

None 5 days Chairman of 
Disciplinary 
Board/PHRMO 
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dismissal of 
the complaint 
without 
prejudice to its 
refiling upon 
compliance 
with the same. 

2. Attend hearing 
on the 
Preliminary 
Investigation 

Both parties will 
summon to attend 
the Preliminary 
Investigation on 
scheduled date. 
 
Conduct the 
preliminary 
investigation 
within one hour 
 
Assessed/evaluat
ed the case to 
determine 
whether a prima 
facie case exists 
of a formal 
charge/ notice of 
charge. 
 
Transcribed what 
transpired during 
the Preliminary 
Investigation 

} 
 

 

 

 

None 

20 days 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2 days 

Chairman 
Disciplinary Bond 
PHRMO 
 

 

 

 

 

 

Disciplinary Board 

Both parties/ PHRMO 

 

 

 

Disciplinary Board 

 

 

 

 

 

PHRMO as Secretariat 

3. Attend hearing 
on Formal 
Investigation 

To conduct formal 
investigation as 
scheduled  
 
Transcribed the 
record of 
proceedings 
 
Submit the 
investigation 
report to the 
Disciplinary 
Authority 

None 
 

 

 

None 

 

 

 

None 

 

 

 

None 

30 days 
 

 

 

3 days 

 

 

 

15 days 

 

 

 

30 days 

DB/ PHRMO 
 

 

 

PHRMO 

 

 

 

DB/ PHRMO 
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Disciplining 
Authority shall 
decide the case 
within 30 days 
upon receipt of 
Formal 
Investigation 
Report 

Disciplinary 

Authority 

 Signed the 
Decision made on 
Administrative 
Case 
 
 
A penalty of 
reprimand or 
suspension for not 
more than 30 
days or a fine in 
an amount not 
exceeding 30 
days salary is 
imposed shall not 
be applicable for 
an appeal as 
already executory 

None 
 

 

 

 

 Disciplining 
Authority of PHRMO 
 

 

 

4. Release the 
Decision made 
on 
Administrative 
Case 

Record the 
Decision received 
by the client 

None 2 minutes Client/ employee 

 
Note: Provision of the said services is based on 2017 Rules on Administrative 
Cases on the Civil Service (2017 RACCS).   
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6. Processing of Travel Order 
 

All employees of the Provincial Government of Nueva Ecija who are assigned or 
tasked to do official business outside their respective offices are required to secure a 
Travel Order approved by authorized Officials. 

 

Office or Division: Provincial Human Resource Management Office 

Classification: Simple 

Type of 
Transaction: 

G2G- Government to Government 

Who may avail: All  employees of PGNE 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Travel Order Form duly signed by Chief of 
Office 

client 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1.  Submit  Travel 
Order Form to 
the PHRMO 
Receiving 
Section 

1.1 Receive and 
record 
Travel Order 

1.2 Review the 
submitted 
travel order 

1.3 Approve and 
sign the 
travel order  

1.4 Release and 
retain one 
copy for 
PHRMO for 
record 
purposes  

None 
 
 
 
None 
 
 
None  
 
 
 
None 
 

3 minutes 
 
 
 

1 minute 
 
 

1 minute 
 
 
 

5 minutes 
 
 

Receiving Officer/ 
Receiving Section 

 
 

Asst. PHRMO 
 
 

PHRMO 
 

 
 

Staff in charge 
Records Division 

TOTAL   10 minutes  
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7. Request for Endorsement Letter to Government Service Insurance 
System 
 

All Officials and employees of the Provincial Government of Nueva Ecija who will 
retire, resign, separate from the service are entitled to receive benefits from Government 
Service Insurance System. 

 
Office or Division: Provincial Human Resource Management Office 

Classification: Simple 

Type of 
Transaction: 

G2G- Government to Government 

Who may avail: All  employees of PGNE 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Duly accomplishment application form from 
GSIS 

client 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit duly 
accomplished 
GSIS form 

1.1 Receive GSIS 
form  

1.2 Forward the 
GSIS 
application form 
to officer in-
charge for 
review 

1.3 Prepare 
endorsement 
and forward to 
the Office of the 
Governor for 
signature 

1.4 Forward 
endorsement 
letter to the 
GSIS together 
with the 
accomplished 
GSIS form 

None 
 
 
 

None 
 
 
 
 
 

None 
 
 
 
 
 
 
 

None 

1 minute 
 
 
 

2 minutes 
 
 
 
 
 

2 minutes 
 
 
 
 
 
 
 

10 minutes 

Receiving Officer 
 
 
 

Staff-in-charge 
 
 
 
 
 

Staff-in-charge 
 
 
 
 
 

 
 

Liaison officer 

TOTAL None 15 minutes  
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Provincial Legal Office 

 
External Services  
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1. Free Legal Assistance Services 
 

To give sympathetic hand in the cry of the less fortunate in their quest for justice 

in the courts and other judicial and quasi-judicial bodies. 

Office or Division: Provincial Legal Office 

Classification: Simple 

Type of 
Transaction: 

G2C – Government to Client 

Who may avail: All residents of Nueva Ecija 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 1. Letter of request addressed to the 
Governor through the Provincial Legal 
Office  

 - Client 
 
 

2. Certificate of Indigency - Respective barangay 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Fill out information 
in the office 
client’s logbook in 
the Receiving 
Section 

1. Assist the client 
in filling out the 
office client’s 
logbook. 
 
 

 
None 

 
 
 
 
 

 
5 minutes 

 
 
 
. 
 

Administrative 
Assistant IV or 
Administrative 

Assistant V 
Provincial Legal 
Office 

 
 

2. Present the 
requirements 
(original copy) 

2.Validate the 
presented 
documents  

None 5 minutes Supervising Adm. 
Officer 

Provincial Legal 
Office 

 

3. Relay concerns or 
inquiry to the Lawyer-
on-Duty 

3. Refer the client 
to the Lawyer - on 
-Duty. 

None 1 minute Supervising Adm. 
Officer 

Provincial Legal 
Office 

3. Provide 
appropriate legal 
advice 

None 45 minutes Lawyer –on-Duty 
Provincial Legal 

Office 

TOTAL   56 minutes  
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2. Rendering Legal Opinions 
To advocate always and foremost the common good in giving legal opinions and 

recommending legal action for the Province and governing municipalities to 

undertake. 

Office or Division: Provincial Legal Office 

Classification: Complex 

Type of 
Transaction: 

G2G – Government to Government 

Who may avail: All government and private agencies, cities, municipalities and 
barangays of the province. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request letter addressed to the 
Governor/Sangguniang Panlalawigan, 
through the Provincial Legal Office 

Client 

1 original copy of resolutions, ordinances, 
contracts/MOA or MOU and other queries 

LGUs (municipality, city or barangays) in Nueva 
Ecija 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Fill-out information 
in the office client’s 
logbook. 

1. Assist the client 
in filling out the 
office client’s 
logbook. 
 

 
None 

 
 
 
 
 

 
5 minutes 

 
 
 
 

Administrative 
Assistant IV or 
Administrative 

Assistant V 
Provincial Legal 

Office 

2. Present the 
original copies of 
the documents for 
legal opinion i.e. 
municipal 
resolutions, 
ordinances, 
contracts and other 
legal instruments.  

2.Validate the 
presented 
documents  
 
 

None 5 minutes Supervising Adm. 
Officer 

Provincial Legal 
Office 

 

2.1Refer the legal 
documents to the 
Provincial Legal 
Officer for proper 
disposition to the 
lawyers. 

None 5 minutes Provincial Legal 
Officer  

Provincial Legal 
Office 

3. Wait for the advice 
on when to return. 

3. Advice the 
client to return 
after 10 working 
days. 
 

 
None 

 
 
 
 

 
1 minute 

 
 
 

 

Supervising Adm. 
Officer 

Provincial Legal 
Office 
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3.1 Legal 
evaluations and 
assessments of 
the documents for 
legal opinion to be 
reviewed by the 
Provincial Legal 
Officer 
 

 
None 

 
5 working 

days 

Provincial Legal 
Officer 

4. Return after ten 
(10) working days 

4.Release the 
copy of Legal 
Opinion 

 
None 

 
2 minutes 

Legal Aide 
Provincial Legal 

Office 

TOTAL None 5 days an 21 
miinutes 
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Provincial Budget Office 

 
Internal Services  
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1. Budget Execution  
 
Budget execution involves the release of allotments and the certification of 

available appropriations, the recording of actual obligations and disbursement of funds 
for authorized programs/projects/activity to produce goods services that will benefit the 
general public. 

 
Office or Division: Provincial Budget Office 

Classification: Simple Transactions 

Type of 
Transaction: 

G2G- Government to Government./G2C- Government to public 

Who may avail: All offices of the Provincial Government of Nueva Ecija NGA's, NGO's, 
and other concerned individuals Provincial Local School Board 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Voucher (3copies)  
Purchase Requests (3 copies)  
Payrolls  (3copies)  
Obligation Requests (3 copies)  

PGNE Offices 

Approved Request letter Concerned individuals 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit vouchers,  
purchase requests,  
payrolls with 
obligation 
requests/approved 
request letter. 

1.1 Record the 
submitted 
documents in the 
registries for 
recording 
purposes 

None 10 minutes Budget Officer I 
Budget Officer II 
Budget Officer III 
Budget Officer IV 
Prov'l. Budget 
Division 
Municipal Budget 
Division 

 1.2 Release the 
allotment 

None 4 hrs. Budget Officer I 
Budget Officer II 
Budget Officer III 
Budget Officer IV 
Prov'l. Budget 
Division 
Municipal Budget 
Division 

 1.3 Obligate and  
disburse funds for 
the 
implementation of 
Programs/Projects
/ 

None 30 minutes Budget Officer I 
Budget Officer II 
Budget Officer III 
Budget Officer IV 
Prov'l. Budget 
Division 
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Activities Municipal Budget 
Division 

  None   

 TOTAL None 4 hours and 
40 minutes. 

 

Budget Execution is covered under LBC No. 112 dated June 10, 2016 pursuant to 
Sec.305, 336, and 344 of Republic Act No. 7160. 
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2. Budget Preparation  
 

The Budget Preparation provides a framework for more informed resource 
allocation and management for strengthening policy-based budgeting pursuant to the 
pertinent provisions of R.A. No. 7160. 

 

Office or Division: Provincial Budget Office 

Classification: Highly Technical 

Type of 
Transaction: 

G2G- Government to Government 

Who may avail: All offices of the Provincial Government of Nueva Ecija 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Budget Proposal per office (2orig. Copies) PGNE offices 

Annual Investment Plan (AIP) PGNE office 

Project Procurement Management Plan 
(PPMP) 

PGNE offices 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit the AIP, 
PPMP, and Annual 
Budget Proposals 

1.1 Receive the 
Annual Budget 
proposals, AIP 
and PPMP. 

None 10 minutes Receiving Clerk 
Administrative 
Division 

 1.2 Review and 
consolidate the 
submitted AIP, 
PPMP and Annual 
Budget Proposals. 

None 10 days Budget Officer I 
Budget Officer II 
Budget Officer III 
Provinicial Division 

 1.3 Prepare and 
review the 
proposed Annual 
Budget of the 
office/client. 

None 20 days Budget Officer I 
Budget Officer II 
Budget Officer III 
Provinicial Division 

 1.4 Submit the 
proposed annual 
budget documents 
to the 
Sangguniang 
Panlalawigan for 
approval. 

None 10 minutes 
 

Releasing Clerk 
Administrative 
Division 

 TOTAL None 30 days and 
20 minutes. 

 

Budget Preparation is covered under LBC No. 112 dated June 10, 2016 pursuant to 
Sec.318 of R.A. 7160. 
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3. Budget Review  
 
The primary purpose of the budget review is to determine whether the ordinance 

has complied with the budgetary requirements and general limitations set forth in the 
Local Gevernment Code of 1991 as well as provisions of other applicable laws. 

 

Office or Division: Provincial Budget Office 

Classification: Highly Technical 

Type of 
Transaction: 

G2G- Government to Government 

Who may avail: All Cities and Municipalities of Nueva Ecija 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Annual or Supplemental Budget (3orig. 
Copies) 

LGU concerned 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit annual or 
supplemental budget 
to be reviewed 

1.1 Receive 
annual or 
supplemental 
budget to be 
reviewed. 

None 10 minutes Receiving Clerk 
Administrative 
Division 

 1.2 Review 
submitted annual 
or supplemental 
budgets in 
conformity with 
applicable laws, 
rules and 
regulations. 

None 60 days Budget Officer I 
Budget Officer III 
Work Financial 
Division 
Prov'l. Budget 
Division 

 1.3 Prepare and 
issue the budget 
review action. 

None 2 days Budget Officer I 
Budget Officer III 
Work Financial 
Division 
Prov'l. Budget 
Division 

 1.4 Submit the 
proposed annual 
and supplemental 
budget together 
with the budget 
review action to 
the Sangguniang 
Panlalawigan 

None 10 minutes Releasing Clerk 
Administrative 
Division 
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 TOTAL None 62 days and 
12 minutes. 

 

Budget review is covered under LBC No. 112 dated June 10, 2016 pursuant to Sec.326 
and Sec. 327 of Republic Act No. 7160. 
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Provincial Information Office 

 
External Services  
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1. Data/ Information Dissemination on the Status of Programs, 
Projects, Activities Completed and Implemented in the Province 

 
People has the right to information. They must be inform of what is happening in 

their locality in terms of the projects and activities of the provincial government. The 
projects completed and status of on- going one. 

 

Office or Division: Provincial Information Office  
Public Relation Division 

Classification: Simple 

Type of 
Transaction: 

G2C – Government to Citizen 
G2G – Government to Government 

Who may avail: All  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Request letter from requesting party (1 original) Prepared by requesting party and hand carried to PIO 

Administrative Division 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present the 
request letter at the 
receiving section 
(Administrative 
Division) 

1. Receive and 
facilitate the 
request 

 
None 

 
 
 

 

 
5 minutes 

 
 

 
Receiving Officer / 
Officer of the Day 

Administrative Division 

2. Requesting party 
shall be directed to 
the concerned staff of 
the Division 

2. The Division 
shall provide the 
requested data 
either/or: 
 

1. Hard Copy 
2. Electronic 

Copy 

 
 

None 

 
 

15 minutes 

 
 

Project Evalution Officer 
Public Relation Division 

TOTAL None 20 minutes  
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2. Request for Data/ Statistics about Nueva Ecija  
 

Researchers in and out of the province request data/statistics about Nueva Ecija 
Re: its history, human development and economy .Provincial Information Office is at the 
forefront responding to these different requests. 

 

Office or Division: Provincial Information Office (PIO) 
Administrative Division 

Classification: Simple 

Type of 
Transaction: 

G2G – Government to Government 
G2C – Government to Citizen 

Who may avail: Academe, Students, LGUs 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
11. Official Request for the data needed and 

reason or purpose of use such data 
Requester must provide a copy of their Letter of Request  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

6. Inquire for 
Provincial 
Information Office 
through phone, 
letter or email. 

Provide data 
being requested 
through phone or 
electronic mail 

 
None 

 
 
 

 
15 minutes 

 
 

 
Administrative Officer 
Administrative Division 

 
 
 

7. Conduct interview 
if need arises 

Provide 
information and 
materials needed 
for the project 

None 
 
 
 
 
 

45 minutes  
 
 
 
 
 

Project Evaluation 
Officer 

Administrative Division 

TOTAL None 1 Hour  
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Provincial Disaster Risk Reduction and 
Management Office 

 
External Services  
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1. Non-Structural - Flood Control/Mitigation Services 
 
The Provincial Disaster Risk Reduction and Management Council (PDRRMC) thru the 
Provincial Disaster Risk Reduction and Manage Office (PDRRMO)  and other provincial 
offices provides disaster prevention and mitigation plans and programs thru trainings 
and other programs suits  for  the welfare of the community provincewide ( Flood 
Control/Mitigation Services ) 
 

Office or Division:  
Admin/Training & Research & Planning Division 

Classification: Complex 

Type of 
Transaction: 

G2G – Government to Government 

Who may avail: All government and private agencies, schools, barangays, 
municipalities and cities 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of request addressed to the 
governor through PDRRMC/PDRRMO  

Client 

CLIENT STEPS AGENCY ACTIONS FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Submit letter 
of request / 
intent for 
training/planning 
for disaster 
mitigation 
program from 
NGOs, 
LDRRMOs of 
Nueva Ecija. 
 
 
 
2.Forward the 
letter thru their 
office  email for 
advance 
information 
regarding  the 
request.  

 
 

1.1 Receive the letter 
of request and 
endorse to the Office 
of the Governor for 
approval and for 
further instructions. 

 

 

 

 

 
2.Upon the approval 
of the request,  
PDRRMO Division 
concerned 
prepare/plan Training 
Design regarding to 
the requested 
training. 
 

 
None 

 
 

 
 
 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 
 

 
5 minutes 

 
 

 
 
 
 
 
 
 
 
 

2 days 
 
 
 
 
 
 
 
 

 
PDRRMO Staff 

in Charge 
 
 
 
 
 
 
 
 
 
 

PDRRMO Staff 
in Charge 
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3.Submit Training 
Design/Plan/Proposal 
to the Office of the 
Provincial 
Governor/PA for 
approval and further 
instructions. 
 
4. Upon  approval of 
the Training Design 
PDRRMO prepare all 
necessary document 
to be needed in the 
said Training 
(Food/Venue/and 
Speakers) 
 
5. Conduct Trainings  
and Seminar 
 
6. Conduct  Post 
Evaluation 
 
 

 
 
 
 

None 
 
 

 
 
 
 

None  
 
 
 
 
 
 
 
 

None  
 
 

None 

 
 
 
 

2 days 
 
 

 
 
 
 

2 days 
 
 
 
 
 
 
 
 

3 days 
 
 
 

45 mins 

 
 
 

PDRRMO Staff 
in Charge 

 
 

 
 
 
 

PDRRMO Staff 
in Charge 

 
 
 

 
 
 

 
PDRRMO Staff 

in Charge 
 
 

PDRRMO Head 
Officer 

 
 

TOTAL  9 days 
95mins 
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2. Request for Trainings/Drills/Lectures for Disaster Preparedness 
 

The Provincial Disaster Risk Reduction and Management Office provides disaster 
preparedness orientation and trainings to establish and strengthen the capacities of 
communities to anticipate, cope and recover from the negative impacts of emergency 
occurrences and disasters 
 

Office or Division: Disaster Preparedness Services - Provincial Disaster Risk Reduction 
and Management Office 

Classification: G2C – Government to Citizen, G2B – Government to Business, G2G 
– Government to Government 

Type of 
Transaction: 

Complex 

Who may avail: All government and private agencies, schools, barangays, 
municipalities and cities 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of request addressed to the 
governor through PDRRMO 

Client 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1.1 Submit a letter 
request addressed to 
the Provincial 
Governor thru the 
Provincial Disaster 
Head Officer. 
 
1.2 Forward  request 
letter thru PDRRMO 
email for advance 
copy and information. 
 
1.3 Submit hard copy 
of the  request letter 
to Admin Division of  
Governors Office  and 
have its hard copy 
received. 

1. Receive the 
letter of request 
and endorse to 
the Office of the 
Governor for 
approval and for 
further 
instructions. 

 
2. Conduct risk 
assessment/mapp
ing/profiling 
 
3. Craft 
trainings/drills/and 
lectures designs 
and  plans 

 
None 

 
 
 
 
 
 
 

None 
 
 
 

None 

 
5 minutes 

 
 

 
 
 
 
 

3 days 
 
 
 

2 days 
 

 
PDRRMO staff in-

charge 
Admin Div. 

 
 
 
 
 

PDRRMO Staff-in 
charge 

Research & 
Planning Div. 

 
 

PDRRMO Staff-in 
charge 

Research & 
Planning Div. 

 

 4. Conduct 
Orientation/Trainin
g 

   
PDRRMO Training 

Team 
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Training Division 
 
 

 5. Post Evaluation   Head PDRRM 
Officer 

 TOTAL None 9 days and 5 
minutes 
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3. Response Services  
 

The Provincial Disaster Risk Reduction and Management Office (PDRRMO)  
provides  disaster response and management  like First Aid, Pre and force evacuation  
during  the occurrence of typhoon and flood, relief operation and other disaster related  
(COVID-19) disinfections. 

 

Office or 
Division: 

Operation Division 

Classification: Complex 

Type of 
Transaction: 

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

Who may avail: All government and private agencies, cities/municipalities and 
barangays. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of request addressed to the 
governor through PDRRMC/PDRRMO  

Client 

CLIENT STEPS AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Forward 
information to 
PDRRMO’s office 
or thru PDRRMO’s 
hotline  for 
response request. 
 
 

 

1.1Receive 
information/request 
thru hotline   

 
1.2 Prepare all 
necessary 
equipment and 
other supplies to 
use in rescue 
operation 
 
1.3 Compose 
Team 1 for 
immediate 
response and 
other on standby 
operation. 
 
1.4 Conduct short 
Team Briefing   
 

 
None 

 
 
 
 

None 
 
 
 
 
 
 

None 
 
 
 
 
 

None 
 
 
 

 
5 minutes 

 
 
 
 

15mins 
 
 
 
 
 
 

30 mins 
 
 
 
 
 

10 mins 
 
 
 

 
PDRRMO Staff 
in Charge 
 
 
PDRRMO Staff 
in Charge 
 
 
 
 
 
PDRRMO Staff 
in Charge 
 
 
 
 
 
PDRRMO Staff 
in Charge 
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 1.5Conduct 
operation 
(depends on the 
reported incidents) 
 
1.6 Pos Evaluation 

None 
 
 

None 

1-3 days 
 
 

1hour 
 

PDRRMO Staff 
in Charge 
 
 
PDRRMO Head 
Officer 

 
TOTAL 

None 3 days and 1 
hour 
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Provincial Planning and Development Office 
 

External Services  
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1. Issuance of Certification of Local Road Inventory 

  Issuance of Certification of Local Road Inventory with shape files  
 

Office or Division: Provincial Planning and Development Office 

Classification: Simple 

Type of 
Transaction: 

G2G 

Who may avail: LGUs 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of Request, Received copy of Local 
Road   

 

Inventory by the Provincial Engineering 
Office and Compress Shape files 

PEO 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
requirements 

1.1 Receive and 
record the letter of 
request and other 
requirements and 
forward to the 
PPDC for 
annotation 

None 5 mins. Receiving Clerk 

 1.2 Endorse the 
letter to the 
person in-charge 

None 5 mins. Administrative 
Officer 

 1.3 Transmit the 
compress shape 
files to MIS for 
proofreading 

None 1 hour Information 
Technology Officer 

MIS 

 1.4 Prepare the 
requested 
documents 

None 10 mins. Computer Operator 
III 

2. Receive the 
requested documents 

2. Record and 
release the 
requested 
documents 

None 5 mins. Administrative 
Officer 

 TOTAL  1 hour & 25 
mins. 
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2. Technical Review of LDIP and AIP 
  Review of Local Development Investment Program and Annual Investment Program 

 
Office or Division: Provincial Planning and Development Office 

Classification: Simple 

Type of 
Transaction: 

G2G 

Who may avail: LGUs 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Endorsement Letter from Sangguniang 
Panlalawigan with LDIP/AIP endorsed by 
the Sangguniang Bayan 

Sangguniang Panlalawigan 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit 
endorsement from 
Sangguniang 
Panlalawigan  

1.1 Receive and 
recorde the  
endorsement from 
Sangguniang 
Panlalawigan and 
forward to the 
PPDC for 
annotation 

None 5 mins. Receiving Clerk 

 1.2 Endorse the 
letter to the 
person in-charge 

None 5 mins. Administrative 
Officer 

 1.3 Conduct the 
review 

None 5 days Project 
Development Officer 

IV 

 1.4 Forwarded to 
PPDC for final 
review 

None 10 mins. Provincial Planning 
and Development 

Coordinator 

 1.5 Return to 
Sangguniang 
Panlalawigan for 
approval 

None 5 mins. Administrative 
Officer 

 TOTAL  5 days & 30 
mins. 
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Provincial Trade and Industry Office 
 

External Services  
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1. Conduct of Livelihood Trainings 
 
The Provincial Trade and Industry Office reaches out to different barangays and 
provides livelihood trainings to different individuals specifically to housewives and youth 
sector. This undertaking helps provide additional income thus alleviating poverty in the 
rural areas. 

 
Office or Division: PTIO -Trade and Industry Development Division 

Classification: G2C – Government to Citizen 

Type of 
Transaction: 

Complex 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of request addressed to the 
governor  

Client 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit the letter 
request  
 
 
 

1.1 Receive the 
letter of request 
with attachment 
slop from the 
Office of the 
Governor/ 
Provincial 
Administrator’s 
Office  

 
1.2 Review the 
request and check 
the availability of 
the schedule 
 
1.3 Approve the 
request and brief 
the client on their 
obligations on the 
conduct of training 

 
None 

 
 
 
 
 
 
 
 
 
 

None 
 
 
 

None 

 
2 minutes 

 
 

 
 
 
 
 
 
 
 

10 minutes 
 
 
 

15 minutes 
 

 
Staff in-charge 
Admin Division 

 
 
 
 
 
 
 
 

Staff-in charge 
Trade and Industry 

Division 
 
 

Head 
 Trade and Industry 

Division 
Chief PTIO 

 

2. Attend the 
scheduled training 

4. Conduct the 
Livelihood 
Training 

None 8 hours   
Staff 

Trade and Industry 
Division 
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 TOTAL None 8 hours and 
32 minutes 
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2. Technical Assistance for Trade Fair/Exhibit 
 

The Provincial Trade and Industry Office provides assistance to the local 
manufacturers of Nueva Ecija by facilitating trade fairs in and out of the province so that 
companies in a specific industry can showcase and demonstrate their latest products and 
services, meet with industry partners and customers, study activities of the market 
competitors and examine recent market trends and opportunities. 

 
Office or Division: PTIO -Trade and Industry Development Division 

Classification: G2C – Government to Citizen, G2B -Government to Business 

Type of 
Transaction: 

Complex 

Who may avail: Local Manufacturers of Nueva Ecija 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of request addressed to the 
governor  

Client 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Submit the letter 
request  
 
 
 

1.1 Receive the 
letter of request 
with attachment 
slop from the 
Office of the 
Governor/ 
Provincial 
Administrator’s 
Office  

 
1.2 Review the 
request for 
recommendation 
 
1.3 Recommend 
the letter to PA of 
Governor for 
appropriate action 

 
None 

 
 
 
 
 
 
 
 
 
 

None 
 
 
 

None 

 
2 minutes 

 
 

 
 
 
 
 
 
 
 

5 minutes 
 
 
 

10minutes 
 

 
Staff in-charge 
Admin Division 

 
 
 
 
 
 
 
 

Head 
Investment Division 

 
 
 

Chief PTIO 
 

2. If approved, Attend 
the scheduled trade 
fair/exhibit 

2. Facilitate Trade 
Fairs/Exhibits 

None 3 days   
Staff 

Investment Division 
 

 TOTAL None 3 days and 
17 minutes 
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Provincial General Services Office 
 

Internal Services  
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1. Condemn of unserviceable plant, property and equipment 
 

Condemn of unserviceable, obsolete & no longer needed    supplies/material & 
equipment including valueless properties has been a mandatory system not only to 
discharge the individual property accountability but the essence to save cost and prevent 
further deterioration/depreciation of maintaining plant, property & equipment 
 
Office or Division Provincial General Services Office (PGSO) 

Classification Simple 

Type of transaction G2G – Government to Government 

Who may avail: PGNE Offices 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request Letter Client 

  

CLIENT 
STEPS 

AGENCY ACTIONS FEES TO 
BE PAID 

PROCES
SING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
letter of 
request 

1.1 Receive letter of 
request 
 
1.2 Forward to the 
PGS Officer for review 
 
1.3 Approve the 
request 

None 
 
 
 

None  
 
 

None  

2 minutes 
 
 
 

5 minutes 
 
 

2 minutes 

Book Binder I 
 
 

Staff-in-charge 
Supply Division 

 
 
Provincial General 

Services Officer 

 1.4 Prepares 
schedule of inspection 

none 2 minutes Records Officer IV 

 1.5 Dispatches the 
inspector to condemn 
the unserviceable 
plant, property & 
equipment 

none 1 day Records Officer IV 

2. Prepares 
and signs the 
Property 
Return  Slip 
(PRS) of 
condemn 
unserviceabl
e plant, 
property and 
equipment 

2.1 Packs and moves 
item out for custody of 
condemn 
unserviceable plant, 
property & equipment 

none 1 day Records Officer IV 
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TOTAL  None 2 days& 
11 

minutes 
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2. Issuance of supplies, materials and equipment 
 

The issuance of supplies, materials and equipment is one of the prime concern of 
this office to ensure that all received supplies, materials and equipment comply with the 
specified requirements, is properly accepted and released to the end-user for effective 
services. 
 
Office or Division Provincial General Services Office (PGSO) 

Classification Simple 

Type of transaction G2G – Government to Government 

Who may avail: PGNE Offices 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request Letter Client 

  

CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES 
TO 
BE 

PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sign the 
received    
portion of 
Requisition 
Issuance Slip 
(RIS) 

1.1 Review the 
items to be 
released for the 
requesting party 
and relay to PGS 
officer for approval 

none 2 minutes Supply Officer IV 
PGSO/Supply Division 

 1.2 Approval of RIS 
upon approval of 
RIS 

none 2 minutes Provincial General 
Services Officer 

 1.3 
Issuance/release of 
supplies, materials 
and equipment for 
the requesting party 

none 1 hour Admin. Aide IV  
PGSO/Supply Division 

TOTAL  None 1 hour & 4 
minutes 
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3. Repair and maintenance of building and facility of PGNE 

 
It is vital to repair and maintain the building and facility of PGNE to continuously 

utilize and ensure the better and efficient delivery of services.  
 

Office or Division Provincial General Services Office (PGSO) 

Classification Highly Technical 

Type of transaction G2G – Government to Government 

Who may avail: PGNE Offices 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request Letter Client 

CLIENT STEPS AGENCY ACTIONS FEES 
TO BE 
PAID 

PROCESSIN
G 

TIME 

PERSON 
RESPONSIBLE 

1. Submit PGO  
approved 
request    letter 
for repair & 
maintenance of 
building and 
facility of PGNE 

1.1 Receives the 
PGO approved 
request letter      & 
forward/relay to      
PGS Officer for 
Instruction 

none 2 minutes Book Binder I 

 1.2 Task the 
Maintenance Div. 
Chief to prepare      
schedule of site 
inspection upon site 
inspection 

none 2 minutes Provincial 
General 
Services Officer 

 1.3 Prepare program 
of works upon 
approval  

none 1 day Maintenance 
Division Chief 
PGSO/Maintena
nce Division 

 1.4 Purchase the 
needed construction 
materials 

none 1 day Maintenance 
Division Chief  
PGSO/Maintena
nce Division 

 1.5 Prepare 
schedule of repair 
and maintenance of 
building/facility of the 
requesting party 

none 5 minutes Maintenance 
Division Chief  
PGSO/Maintena
nce Division 

 1.6 Dispatch the 
maintenance team 
for the repair/ 

none 1 month Maintenance 
Division Chief  
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maintenance 
building and facility 

PGSO/Maintena
nce Division 

TOTAL  None 1month, 2 
days and 9 

minutes 
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Provincial Engineering Office 
 

Internal Services  



 
 
 
 
 

 312 

1. Planning/Programming, Design and Construction of Various 
Infrastructure Projects as per request of barangays, municipalities, 
cities, public schools and/or other government agencies 
 
 The Provincial Engineering Office is responsible for constructing, improving, 
rehabilitating, maintaining and repairing all provincial roads, bridges, parks, government 
buildings and other infrastructure projects of the province. It also provides various forms 
of technical assistance to its five (5) component cities and twenty seven (27) 
municipalities composed of eight hundred forty nine (849) barangays as well as to other 
government agencies duly approved by the Governor. 

 The most common transactions facilitated by the PEO are construction of multi-
purpose facilities such as Gymnasiums, Evacuation Centers and Barangay Halls. 

Office or Division: Provincial Engineering Office 

Classification: Complex 

Type of 
Transaction: 

Government to Government 

Who may avail: Barangays, municipalities, cities, public schools and/or other 
government agencies 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

➢ Approved letter 
request/Sanggunian Resolution 
addressed to the Governor for 
construction of multi-purpose 
facilities/school buildings/offices 
 

➢ Proof of lot ownership of the 
requesting LGU/agency 
 

➢ Site Development Plan 

To be provided by requesting 
barangay/LGU/public school/agency  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. The Office of the 
Governor transmits the 
approved letter request or 
Sanggunian Resolution to 
the PEO for proper course 
of action 

1. Receives the 
approved request/ 
Sangguniang 
Resolution 
forwarded by the 
Office of the 
Governor 
 
2. Routes the 
approved request 

 
None 

 
 
 
 
 
 

None 
 

 
5 minutes 

 
 
 
 
 
 

5 minutes 
 

 
Administrative 

Division 
staff 
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to the Provincial 
Engineer 
  
3. Endorses the 
request to the 
Asst. Prov’l. 
Engineer 

 
 
 

None 

 
 
 

5 minutes 
 
 

Administrative 
Division 

staff 
 
 
 

Provincial Engineer 

  
4. Reviews details 
of the request and 
routes the 
documents to the 
Planning Division 
 
5. Inspects, 
validates and 
prepares an 
inspection report 
for endorsement 
to the Survey 
Division  
 
6. Conducts 
actual site 
inspection and 
prepares a survey 
plan which include 
elevation and 
other technical 
data in 
coordination with 
other concerned 
divisions if 
necessary 
 
7. Prepares 
Detailed 
Engineering 
Designs and 
Program of Works 
 
8. Checks and 
reviews the 
technical  

 
None 

 
 
 
 
 
 

None 
 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 
 
 
 
 
 

None 
 
 
 
 
 

None 
 

 
15 minutes 

 
 
 
 
 
 

5 days 
 
 
 
 
 
 
 

5 days 
 
 
 
 
 
 
 
 
 
 
 
 

15 days 
 
 
 
 
 

3 days 
 

 
Asst. Provincial 

Engineer 
 
 
 
 
 

Planning Division 
personnel 

 
 
 
 
 
 

Survey Division 
personnel 

 
 
 
 
 
 
 
 
 
 
 

Chief, Planning 
Division 

 
 
 
 

Asst. Provincial 
Engineer 
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documents for 
approval of the 
Provincial 
Engineer 
 
 
 
9. Presents the 
accomplished 
documents to the 
Governor for 
review approval 
 

10. Prepares a 
Purchase Request 
for approval of the 
Governor 
 
11. Transmittal of 
Purchase Request 
to the Office of the 
Governor for 
approval 
 
12. (Upon 
approval), receipt 
of the approved 
transmittal of 
plans, estimates 
and POW from the 
Office of the 
Governor 
 
13. Direct the 
Planning Division 
to prepare all 
necessary 
technical 
documents as per 
approved budget 
cost of the project 
 
14. Prepare and 
submit all 

 
 
 
 
 
 
 
 

None 
 
 
 
 
 

None 
 
 
 
 

None 
 
 
 
 
 

None 
 
 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

5 days 
 
 
 
 
 

30 minutes 
 
 
 
 

10 minutes 
 
 
 
 
 

3 minutes 
 
 
 
 
 
 
 
 

5 minutes 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

Provincial Engineer 
 
 
 
 
 

Administrative 
Division 

staff 
 
 
 

Administrative 
Division 

staff 
 
 
 
 

Administrative 
Division 

staff 
 
 
 
 
 
 
 

Provincial Engineer 
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necessary 
technical 
documents as per 
approved budget 
cost of the project 
 
 
 
 
 
15. Review and 
sign the prepared 
approved budget 
cost of the project 
together with 
approved plans, 
estimates and 
POW  
 
16. Transmit the 
approved plans, 
estimates and 
POW to the Office 
of the Governor for 
final approval as 
per approved 
budget cost of the 
project 
 
17. (Upon 
approval),  
Transmit the 
approved plans, 
estimates and 
POW to the Bids 
and Awards 
Committee (BAC) 
Office for bidding 
 
18. After the 
bidding and 
awarding process 
of at least one (1) 
month, the BAC 

None 
 
 
 
 
 
 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 
 
 

None 
 

7 days 
 
 
 
 
 
 
 
 
 
 
 
 

30 minutes 
 
 
 
 
 
 
 
 

10 minutes 
 
 
 
 
 
 
 
 
 

10 minutes 
 
 
 
 
 
 
 
 
 

5 minutes 
 

 
 
 

Chief, Planning 
Division 

 
 
 
 
 
 
 
 
 
 
 

Provincial Engineer 
 
 
 
 
 
 
 
 

Administrative 
Division Staff 

 
 
 
 
 
 
 
 

Administrative 
Division Staff 
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Office transmits 
the Notice to 
Proceed (NTP) 
and Complete 
Contract 
Documents to this 
office 
 
19. Designation of 
an engineer-in-
charge for the 
project 
 
20. File a copy of 
the contractor’s 
NTP and complete 
contract 
documents 
 
21. Supervision 
and monitoring of 
the project 
 
 
 
 
 
22. Adaption of the 
Quality Control 
Plan  
 
 
 
 
 
23. Accomplishment 
of a construction 
logbook of the 
project 
 
 
 
24. Submission of 
weekly 

 
 
 
 
 
 
 
 
 
 
 

None 
 
 
 
 

None 
 
 
 
 
 

None 
 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 

None 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

5 minutes 
 
 
 
 

5 minutes 
 
 
 
 
 

Dependent 
on the project 

duration 
(ranging from 
45 up to 365 

calendar 
days) 

 
 

Dependent 
on the project 

duration 
(ranging from 
45 up to 365 

calendar 
days) 

 
 

Dependent 
on the project 

duration 
(ranging from 

 
Administrative 
Division Staff 

 
 
 
 
 
 
 
 
 
 
 

Provincial Engineer 
 
 
 
 

Project Engineer-In-
Charge 

 
 
 
 

Project Engineer-In-
Charge / Chief, 
Construction 

Division / Provincial 
Engineer 

 
 
 
 

Quality  Control 
Division Inspector-
In-Charge / Chief, 

Quality Control 
Division / Provincial 

Engineer 
 
 

Project Engineer-In-
Charge 



 
 
 
 
 

 317 

accomplishment 
reports with site 
photos for 
information of the 
Provincial 
Engineer 
 
25. Final 
inspection of the 
accomplished 
project together 
with contractor’s 
representative 
 
 
26. Turnover of the 
accomplished 
project to the 
requesting 
barangay, city or 
municipality 
 

 
None 

 
 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 
 

None 
 

45 up to 365 
calendar 

days) 
 

Dependent 
on the project 

duration 
(ranging from 
45 up to 365 

calendar 
days) 

 
 
 

2 hours 
 
 
 
 
 
 
 
 

2 hours 
 
 

 
 
 
 
 

Project Engineer-In-
Charge 

 
 
 
 
 
 
 

Project Engineer-In-
Charge / Chief, 
Construction 

Division, Chief, 
Quality Control 

Division, Provincial 
Engineer 

 
 
 

Provincial Governor 

 
TOTAL 

 1 month, 1 
week,  

3 days, 6 
hours and 23 
minutes plus 

at least 28 
working 

days for the 
bidding 

process in 
addition to 

the approved 
number of 
calendar 

days of the 
project 

ranging from 
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45 days up 
to 12 months 
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2. Request for Program of Works, Plans and Estimates 
for Roads, Bridges, Multi-Purpose Facilities and Flood 
Control Projects  
 

Office or Division: Provincial Engineering Office 

Classification: Complex 

Type of Transaction: Government to Business Entity 

Who may avail: Contractors  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter request with attached Project Accomplishment 
Report addressed to the Governor thru the Provincial 
Engineer 

To be provided by the requesting contractor 

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

Present letter  
request for Issuance 
of a Certificate of 
Project Completion 

1.1 Receive and route 
the Request for 
Issuance of a 
Certificate of Project 
Completion 

None 10 minutes 
Engr. Leoncio G. 

Esguerra 
Asst. Provincial Engineer 

 

1.2 Forward the letter 
request to the 
Construction Division 
for evaluation and 
appropriate 
recommendation  

None 15 minutes 
Engr. Marlon G. 

Hernandez 
Provincial Engineer 

 

1.3 Assign concerned 
project engineer to 
conduct an inspection 
and evaluation of the 
contractor’s 
Accomplishment 
Report 

None 
3 working 
days 

Engr.Ferdinand DR. 
Clamonte 

Community Affairs Officer 
IV 

and assigned project 
engineer 

 

1.4 Prepare a Materials 
Inspection Report 
together with a Status 
of Quality Test and 
Materials Consumption 
Report  

None 
3 working 
days 

Engr. Ernesto M. 
Sanchez, Jr. 
Engineer IV 

and concerned Quality 
Control Division 

personnel  

 

1.5 Conduct a final 
inspection, evaluate 
and prepare a 
recommendation for 

None 
2 working 
days  

PEO Inspectorate Team 
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signature of the 
Provincial Engineer if 
no negative findings 
were found. 

 

1.6 Sign the Certificate 
of Project Completion 
and recommend the 
approval for payment 

None 10 minutes 

Engr. Marlon G. 
Hernandez 

Provincial Engineer 

Receive the 
Certificate of Project 
Completion together 
with other related 
documents 

1.7 Release Certificate 
of Project Completion 
together with other 
related documents 

None 30 minutes 
Mrs. Alpha G. Alejo 

Engineering Assistant 

 

Total None 8 days 1 
hour and 5 
minutes 
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3. Request for Issuance of Certificate of Completion for All Types of 
Infrastructure Projects 
 
 

Office or Division: Provincial Engineering Office 

Classification: Complex 

Type of Transaction: Government to Business Entity 

Who may avail: Contractors  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter request with attached Project Accomplishment 
Report addressed to the Governor thru the Provincial 
Engineer 

To be provided by the requesting contractor 

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

Present letter  
request for Issuance 
of a Certificate of 
Project Completion 

1.1 Receive and route 
the Request for 
Issuance of a 
Certificate of Project 
Completion 

None 10 minutes 
Engr. Leoncio G. 

Esguerra 
Asst. Provincial Engineer 

 

1.2 Forward the letter 
request to the 
Construction Division 
for evaluation and 
appropriate 
recommendation  

None 15 minutes 
Engr. Marlon G. 

Hernandez 
Provincial Engineer 

 

1.3 Assign concerned 
project engineer to 
conduct an inspection 
and evaluation of the 
contractor’s 
Accomplishment 
Report 

None 
3 working 
days 

Engr.Ferdinand DR. 
Clamonte 

Community Affairs Officer 
IV 

and assigned project 
engineer 

 

1.4 Prepare a Materials 
Inspection Report 
together with a Status 
of Quality Test and 
Materials Consumption 
Report  

None 
3 working 
days 

Engr. Ernesto M. 
Sanchez, Jr. 
Engineer IV 

and concerned Quality 
Control Division 

personnel  

 

1.5 Conduct a final 
inspection, evaluate 
and prepare a 
recommendation for 
signature of the 

None 
2 working 
days  

PEO Inspectorate Team 
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Provincial Engineer if 
no negative findings 
were found. 

 

1.6 Sign the Certificate 
of Project Completion 
and recommend the 
approval for payment 

None 10 minutes 

Engr. Marlon G. 
Hernandez 

Provincial Engineer 

Receive the 
Certificate of Project 
Completion together 
with other related 
documents 

1.7 Release Certificate 
of Project Completion 
together with other 
related documents 

None 30 minutes 
Mrs. Alpha G. Alejo 

Engineering Assistant 

 

Total None 8 days 1 
hour and 5 
minutes 
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Provincial Accounting Office 
 

Internal Services  
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1. AMU/MICROFINANCE 
 

Office / Division: PROVINCIAL ACCOUNTING OFFICE 

Classification: Simple  

Type of 
Transaction: 

Government to Government 

Who may avail: Farmers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.Transmittal Letter 1.OPA 

2.Disbursement Voucher 2.OPA 

3.Application Form 3.OPA 

4.Disclosure 4.OPA 

5.Sketch of Location 5.Farmer 

6.Certification 6.OPA 

7.Official Receipt (for renewal of loan) 7.PTO 

8.Copy of any Government ID 8.Farmer 

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
documents 
receiving Clerk 

1.1 Receive the DV 
and encode to the 
computer for 
assigning of 
control number on 
reference slip 

 
1.2 Review as to the 

completeness of 
      signatures, 

amount, 
documentary 
requirements and 
computation 

 
1.3Submit the audited 

DV to the Trust 
Fund Division 
 

1.4Verification/ 
control of 
obligations for 
Trust Fund (TF) 
 

None 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 

None 
 
 
 

None 
 
 
 
 

3-4 hours 
 
 
 
 
 
 

4-5 hours 
 
 
 
 
 
 
 

2-3 hours 
 
 
 

4-5 hours 
 
 
 
 

Marife Javier 
 
 
 
 
 
 

Shiela 
Rosemarie 

Barrios 
 
 
 
 
 

Shiela 
Rosemarie 

Barrios 
 

Leah Marilyn 
Guerrero 

Marjorie Magno 
Gloryshiela 

Padua 
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1.5Final Review and 
signature of the 
Provincial 
Accountant 

 
1.6 Record certified 

DV in the logbook 
and release the 
documents to PTO 

 
None 

 
 
 
 

None 
 
 
 
 

 
4-5 hours 

 
 
 
 

2-3 hours 
 
 
 

 
Ma. Cristina 

Roxas 
 
 

 
Felicitas 
Tolentino 

Mary Grace 
Reyes 

 

2. Proceed to 
Treasurer's 
Office 

    

TOTAL: None 3 days and 1 
hour 
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2. BURIAL ASSISTANCE (INDIVIDUAL) 
 
Office / Division: PROVINCIAL ACCOUNTING OFFICE 

Classification: Simple    

Type of 
Transaction: 

Government to Government 

Who may avail:  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Disbursement Voucher 1. PWSDO 

2. OBR 2. PWSDO 

3. Certificate of Eligibility 3. PWSDO 

4. General In Take Sheet 4. PWSDO 

5. Social Study Case 5. PWSDO 

6. Letter of Request Approved by the 
Governor 

6. Client 

7. Funeral Contract (original or Xerox 
certified by PSWDO) 

7. Client/Funeral Parlor 

8. Death Certificate Issued and Signed by 
the Civil Registrar (original) or Xerox 
certified by the Civili Registrar 

8. Client/Civil Registrar 

9. Brgy. Indigency or Brgy. Clearance 9. Client 

10. Authorization of Person Giving 
Authority (if any) 

10. Client 

11. Xerox copy ID of Person Giving 
Authority certified by PSWDO (if any) 

11. Client 

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
documents    

receiving Clerk 

1.1 Receive the DV 
and encode to the 
computer for 
assigning of 
control number on 
reference 

       slip 
 
1.2 Review as to the 

completeness of 
      signatures, 

amount, 
documentary 
requirements and 
computation 

None 
 
 
 
 
 
 
 

None 
 
 
 
 
 
 

45 minutes – 1 
hour 

 
 
 
 
 
 

3-4 hours 
 
 
 
 
 
 

Marife S. Javier 
 
 
 
 
 
 
 

Shiela 
Rosemarie 

Barrios 
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1.3 Record audited 

DV in the 
logbook, 
release/submit 
the documents to 
the Budget Office 

 
None 

 
 
 
 
 

 
2-3 hours 

 
 
 
 

 

 
Marife Javier 

 

 
 
 
 
 
 
 

 
 
 
 
 

1.4 Receive DV from 
the Budget Office 
for obligation of 
fund 
 

1.5 Verification/ 
control of 
obligations for 
Gen. Fund (GF) 

 
1.8 Final Review and 

signature of  
the Provincial 
Accountant 

 
1.9 Record certified 

DV in the logbook 
and release the 
documents to the 
Treasurer's 

      Office 
 

None 
 
 
 
 

None 
 
 
 
 

None 
 
 
 
 

None 

1-2 hours 
 
 
 
 

2-3 hours 
 
 
 
 

2-3 hours 
 
 

 
 

1-2 hours 
 
 
 

Marife Mabagos 
 
 
 
 

Marife Mabagos 
 
 
 
 

Ma. Cristina 
Roxas 

 
 
 

Felicitas 
Tolentino 

Mary Grace 
Reyes 

2. Proceed to 
Treasurer’s 

Office 

    

TOTAL: None 2 days and 2 
hours 
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3. CLOTHING, MID YEAR, YEAR ENDBONUSES, CASH GIFT, PEI, 
LONGEVITY, OVERTIME PAY 
 
Office / Division: PROVINCIAL ACCOUNTING OFFICE 

Classification: Simple    

Type of 
Transaction: 

Government to Government 

Who may avail: Regular Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Payroll 1.Office Concerned 

2.OBR 2.Office Concerned 

3.Certification from PHRMO (Satisfactory 
on their IPCR July to December for Mid-
Year Bonus) 

3.PHRMO 

4. Prooflist 4. Office Concerned 

5. Xerox Copy of DTR (certified by their 
AO) for Overtime Pay 

5. Office Concerned 

6. Approved Request for Overtime Pay 6. Office Concerned 

7. Accomplishment Report for Overtime 
Pay 

7. Office Concerned 

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
documents    

receiving Clerk 

1.1 Receive the 
Payroll and 
encode to the 
computer for 
assigning of 
control number on 
reference slip 

 
1.2 Review as to the 

completeness of 
signatures, 
amount, 
documentary 
requirements and 
computation 

 
 
1.3 Record audited 

Payroll in the 
logbook, 

None 
 
 
 
 
 
 
 

None 
 
 
 
 

 
 
 
 

None 
 
 

45 minutes – 1 
hour  

 
 
 
 
 
 

2 - 3 hours 
 

 
 

 
 
 
 
 

45 minutes – 1 
hour 

Marife S. Javier 
 
 
 
 
 
 
 

Ramon 
Fernandez 

Shiela 
Rosemarie 

Barrios 
Froilan Salmero 

 
 
 

Marife Javier 
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release/submit 
the documents to 
the Budget Office 

 
 

 
 

 
 

 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

2.Submit Prooflist 

1.6 Receive Payroll 
from the Budget 
Office for 
obligation of fund 
 

1.7 Verification/ 
control of 
obligations for 
Gen. Fund (GF) 

 
1.6 Final Review and 

signature of the 
Provincial 
Accountant 

 
2.1 Review as to the   

completeness of 
signatures and 
documentary  
requirements and 
submitted USB 

 
2.2 Final review and 

signature of the 
Provincial 
Accountant 

 
2.3 Record approved 

prooflist in the 
logbook release 
the documents to 
Treasurer’s Office  

None 
 
 
 
 

None 
 
 
 
 

None 
 
 
 
 

None 
 
 
 
 
 
 

None 
 
 
 
 

None 

45 minutes – 1 
hour  

 
 

 
1– 2 hours 

 
 

 
 

1– 2 hours 
 

 
 
 

1– 2 hours 
 
 
 
 
 
 

1 hour – 2 
hours 

 
 
 

1 hour – 2 
hours 

 

Marife Mabagos 
Donabell 
Coronel 

Victoria Diaz 
 

Marife Mabagos 
Donabell 
Coronel 

Victoria Diaz 
 

Ma. Cristina 
Roxas 

 
 
 

Froilan Salmero 
 
 
 
 
 
 

Ma. Cristina 
Roxas 

 
 
 

Froilan Salmero 
 

3. Proceed to    
Treasurer's 
Office 

    

TOTAL: None 2 days  
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4. CONTRACT OF SERVICE (COS) 
 
Office / Division: PROVINCIAL ACCOUNTING OFFICE 

Classification: Simple    

Type of 
Transaction: 

Government to Government 

Who may avail: Contract of Service employees of the PGNE 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.Payroll 1.Office Concerned 

2.OBR 2.Office Concerned 

3.Xerox Copy of Contract certified by 
PHRMO and received by COA (2 
copies) for first payroll only 

3. PHRMO 

4.Accomplishment Report Signed by PA 4. PHRMO 

5.PDS (original and notarized) 2 copies 
for first payroll only 

5. PHRMO 

6.Sworn Declaration received by BIR for 
first payroll only 

6. PHRMO 

7.DTR 7. Office Concerned 

CLIENT STEPS AGENCY ACTION 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
documents    

receiving Clerk 

1.1 Receive the 
Payroll and 
encode to the 
computer for 
assigning of 
control number on 
reference slip 

 
1.2 Review as to the 

completeness of 
      signatures, 

amount, 
documentary 
requirements and 
computation 

 
1.3 Record the date,   

position, 
deductions (if any) 
and amount to be 
paid in their salary 

None 
 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 

None 
 
 
 
 

45 minutes- 1 
hour 

 
 
 
 
 
 

2-3 hours 
 
 
 
 
 
 
 

1-2 hours 
 
 
 
 

Marife S. Javier 
 
 
 
 
 
 
 

Roel de Belen 
Ramon 

Fernandez 
 
 
 
 
 

Mary Grace 
Valencia 

Roel de Belen 
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ledger cards 
 
1.4 Record audited 

DV in the 
logbook, 
release/submit 
the documents to 
the Budget Office 

 
 

None 

 
 

45 minutes- 1 
hour 

 

 
 

Marife Javier 

 
 
 
 
 
 
 
 
 

1.5 Receive DV from 
the Budget Office 
for obligation of 
fund 

 
1.6 Verification/ 

control of 
obligations for 
Gen. Fund (GF) 

 
1.7 Final Review and     

signature of  
the Provincial 
Accountant 

 
1.8 Record certified 

DV in the logbook 
and release the 

     documents to the 
Treasurer's Office 

None 
 
 
 
 

None 
 
 
 
 

None 
 
 
 
 

None 
 
 
 

 

45 minutes- 1 
hour 

 
 
 

1-2 hours 
 
 
 
 

1-2 hours 
 
 
 
 

45 minutes- 1 
hour 

 

Marife Mabagos 
Donabell 
Coronel 

Victoria Diaz 
 

Marife Mabagos 
Donabell 
Coronel 

Victoria Diaz 
 

Froilan Salmero 
 
 
 
 

Ma. Cristina 
Roxas 

 

2. Proceed to 
Treasurer's 
Office 

    

TOTAL: None 1 day and 5 
hours 
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5. EDUCATIONAL FINANCIAL ASSISTANCE (INDIVIDUAL FULL 
SCHOLAR) 
 

Office / Division: PROVINCIAL ACCOUNTING OFFICE 

Classification: Complex   

Type of 
Transaction: 

Government to Government 

Who may avail: First Year College Students 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Disbursement Voucher 1. PAMO 

2. OBR 2. PAMO 

3. Letter of Request of the Governor 3. Client 

4. Certificate  of Registration (original or 
xerox copy must be certified by PAMO) 

4. Client/School 

5. Students Personal Data Sheet 5. PAMO 

6. Xerox Copy of Grades certified by 
PAMO  

6. Client 

7. Barangay Indigency or Clearance 
(original) 

7. Client 

8. Xerox Copy of Student’s ID (certified by 
PAMO) 

8. Client 

9. Certificate of Eligibility 9. PSWDO 

10. General Intake Sheet 10. PSWDO 

11. Social Study Case 11. PSWDO 

12. Copy of Letter from PAMO 
recommending approval of full 
scholarship duly approved by the  
Governor 

12. PAMO 

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
documents       
receiving Clerk 

1.1 Receive the DV 
and encode to the 
computer for 
assigning of 
control number on 
reference 

       slip 
 
1.2 Review as to the 

completeness of 
      signatures, 

amount, 

None 
 
 
 
 
 
 
 

None 
 
 
 

45 minutes – 1 
hour 

 
 
 
 
 
 

3-4 hours 
 
 
 

Marife S. Javier 
 
 
 
 
 
 
 

Roel de Belen 
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documentary 
requirements and 
computation 

 
1.3 Record audited 

DV in the 
logbook, 
release/submit 
the documents to 
the Budget Office 

 
 
 
 

None 
 
 
 
 

 

 
 
 
 

2-3 hours 
 
 
 
 

 

 
 
 
 

Marife Javier 
 

 
 
 
 
 
 
 

 
 
 
 
 

1.4 Receive DV from 
the Budget Office 
for obligation of 
fund 
 

1.8 Verification/ 
control of 
obligations for 
Gen. Fund (GF) 

 
1.6 Final Review and 

signature of  
the Provincial 
Accountant 

 
1.7 Record certified 

DV in the logbook 
and release the 
documents to the 
Treasurer's 

      Office 
 

None 
 
 
 
 

None 
 
 
 
 

None 
 
 
 
 

None 

1-2 hours 
 
 
 
 

2-3 hours 
 
 
 
 

2-3 hours 
 
 

 
 

1-2 hours 
 
 
 

MarifeMabagos 
 
 
 
 

MarifeMabagos 
 
 
 
 

Ma. Cristina 
Roxas 

 
 
 

Felicitas 
Tolentino 

Mary Grace 
Reyes 

2. Proceed to 
Treasurer’s 
Office 

    

TOTAL: None 2 days and 2 
hours 
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6. EDUCATIONAL FINANCIAL ASSISTANCE (SCHOOLS) 
 

Office / Division: PROVINCIAL ACCOUNTING OFFICE 

Classification: Complex   

Type of 
Transaction: 

Government to Government 

Who may avail: First Year College Students 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Disbursement Voucher 1. PAMO 

2. OBR 2. PAMO 

3. Letter of Request of the Governor 3. Client 

4. Certificate  of Registration (original or 
xerox copy must be certified by PAMO) 

4. Client/School 

5. Students Personal Data Sheet 5. PAMO 

6. Xerox Copy of Grades certified by 
PAMO  

6. Client 

7. Barangay Indigency or Clearance 
(original) 

7. Client 

8. Xerox Copy of Student’s ID (certified by 
PAMO) 

8. Client 

9. Certificate of Eligibility 9. PSWDO 

10. General Intake Sheet 10. PSWDO 

11. Social Study Case 11. PSWDO 

12. Copy of Letter from PAMO 
recommending approval of full 
scholarship duly approved by the  
Governor 

12. PAMO 

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
documents       
receiving Clerk 

1.1 Receive the DV 
and encode to the 
computer for 
assigning of 
control number on 
reference 

       slip 
 
1.2 Review as to the 

completeness of 
      signatures, 

amount, 
documentary 

None 
 
 
 
 
 
 
 

None 
 
 
 
 

45 minutes – 1 
hour 

 
 
 
 
 
 

3-4 hours 
 
 
 
 

Marife S. Javier 
 
 
 
 
 
 
 

Roel de Belen 
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requirements and 
computation 

 
1.3 Record audited 

DV in the 
logbook, 
release/submit 
the documents to 
the Budget Office 

 
 
 

None 
 
 
 
 

 

 
 
 

2-3 hours 
 
 
 
 

 

 
 
 

Marife Javier 
 

 
 
 
 
 
 
 

 
 
 
 
 

1.4 Receive DV from 
the Budget Office 
for obligation of 
fund 
 

1.9 Verification/ 
control of 
obligations for 
Gen. Fund (GF) 

 
1.6 Final Review and 

signature of  
the Provincial 
Accountant 

 
1.7 Record certified 

DV in the logbook 
and release the 
documents to the 
Treasurer's 

      Office 
 

None 
 
 
 
 

None 
 
 
 
 

None 
 
 
 
 

None 

1-2 hours 
 
 
 
 

2-3 hours 
 
 
 
 

2-3 hours 
 
 

 
 

1-2 hours 
 
 
 

MarifeMabagos 
 
 
 
 

MarifeMabagos 
 
 
 
 

Ma. Cristina 
Roxas 

 
 
 

Felicitas 
Tolentino 

Mary Grace 
Reyes 

2. Proceed to 
Treasurer’s 
Office 

    

TOTAL: None 2 days and 2 
hours 
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7. FINANCIAL ASSISTANCE – ORGANIZATION 
 

Office / Division: PROVINCIAL ACCOUNTING OFFICE 

Classification: Complex    

Type of 
Transaction: 

Government to Government 

Who may avail: Organizations 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Disbursement Voucher  1. Governor’s Office 

2. OBR 2. Governor’s Office 

3. Resolution 3. LGU concerned 

4. Deed of Undertaking 4. LGU concerned 

5. Plan and location (for building) 5. LGU concerned 

6. Programs of Works (building/materials),   6. LGU concerned 

7. Liquidation Report (with previous 
assistance) 

7. LGU concerned 

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
documents 
receiving Clerk 

1.1 Receive the DV 
and encode to the 
computer for 
assigning of 
control number on 
reference slip 

 
1.2 Checking of 

Unliquidated Cash 
Advance 

 
1.3 Review as to the 

completeness of 
     signatures, 

amount, 
documentary 
requirements and 
computation 

 
1.4 Record audited   

DV in the logbook, 
release/submit the 
documents to the 
Budget Office 

None 
 
 
 
 
 
 

None 
 
 
 

None 
 
 
 
 
 
 
 

None 

45 minutes – 1 
hour 

 
 
 
 
 

3-4 hours 
 
 
 

3-4 hours 
 
 
 
 
 
 
 

2-3 hours 
 
 
 
 

Marife S. Javier 
 
 
 
 
 
 

Marujon dela 
Cruz 

 
 

Ramon 
Fernandez 

 
 
 
 
 
 

Marife Javier 
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1.5 Receive DV from 
the Budget Office 
for obligation of 
fund 

 
1.6 Verification/ 

control of 
obligations for 
Gen. Fund (GF) 

 
1.7 Final Review and 

signature of  
       the Provincial 

Accountant 
 
1.8 Record certified   

DV in the logbook 
and release the 
documents to the 
Treasurer's Office 

None 
 
 
 
 
 
 

None 
 
 
 

None 
 
 

 
None 

1-2 hours 
 
 
 
 

2-3 hours 
 
 
 
 

2-3 hours 
 
 
 
 

1-2 hours 
 
 
 
 
 

MarifeMabagos 
Donabell 
Coronel 

Victoria Diaz 
 

MarifeMabagos 
Donabell 
Coronel 

Victoria Diaz 
 

Ma. Cristina 
Roxas 

 
 
 

Felicitas 
Tolentino 

Mary Grace 
Reyes 

2. Proceed to 
Treasurer's 
Office 

    

TOTAL: None 2 days and 6 
hours 
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8. HONORARIA FOR JUDGES AND PROSECUTORS 
 

Office / Division: PROVINCIAL ACCOUNTING OFFICE 

Classification: Simple    

Type of 
Transaction: 

Government to Government 

Who may avail: Judges and Prosecutors 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.Payroll 1.Office Concerned 

2.OBR 2. Office Concerned 

3.Approved Letter from the Governor 3.Governor’s Office 

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
documents    

receiving Clerk 

1.1 Receive the DV 
and encode to the 
computer for 
assigning of 
control number on 
reference slip 

 
1.2 Review as to the 

completeness of 
      signatures, 

amount, 
documentary 
requirements and 
computation 

 
1.3 Record audited 

DV in the 
logbook, 
release/submit 
the documents to 
the Budget Office 

None 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 

None 
 
 

45 minutes – 1 
hour 

 
 
 
 
 

2-3 hours 
 
 
 
 
 
 
 

45 minutes – 1 
hour 

 

Marife S. JAvier 
 
 
 
 
 
 

Roel de Belen 
 
 
 
 
 
 
 

Marife Javier 

 
 
 
 
 
 
 
 

1.4 Receive DV from 
the Budget Office 
for obligation of 
fund 

 
1.5 Verification/ 

control of 

None 
 
 
 
 

None 
 
 

45 minutes – 1 
hour 

 
 
 

2-3 hours 
 
 

Marife Mabagos 
Victoria Diaz 

Donabell 
Coronel 

 
Marife Mabagos 

Victoria Diaz 
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obligations for 
Gen. Fund (GF) 

 
1.6 Final Review and     

signature of  
the Provincial 
Accountant 

 
1.7 Record certified 

DV in the logbook 
and release the 

     documents to the 
Treasurer's Office 

 
 

None 
 
 
 
 

None 

 
 

2-3 hours 
 
 
 
 

45 minutes – 1 
hour 

 

Donabell 
Coronel 

 
Ma. Cristina 

Roxas 
 
 
 

Mary Grace 
Reyes 

Felicitas 
Toentino 

2. Proceed to 
Treasurer's 
Office 

    

TOTAL: None 1 day and 5 
hours 
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9. Issuance of Various Certifications 
 

Office or Division: Accounting 

Classification: Complex 

Type of Transaction: Issuance of Certification and Clearance 

Who may avail: Employees/Transferees/ Resigned / Retired 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Issuance of Clearance for retirees 
and resigned employees 

• Official Receipt from the Treasurer’s 
Office 

• Certification of No Property 
Accountability  

• Certification from LBP and DBP  

• Acceptance of retirement / resignation  

• Clearance from GSIS 
 
Issuance of Clearance for Employees 
Travelling outside the Philippnes 

• Official Receipt from Treasurer’s Office 

• Certification of No Property 
Accountability 

• Certification from LBP and DBP  

• Approved Leave   
 
Issuance of Certification of No 
Travelling and fuel Expenses 
Claimed by Employees  

• Request Letter  

• Copy of Travel Order  
 
Issuance of Certificate of Net Take 
Home Pay  and Other Certifications 

• Official Receipt from the Treasurer’s 
Office 

 

 
 

• Provincial Treasurer’s Office 
 

• PGSO and Different Offices 
 

• LBP AND DBP 

• PHRMO 

• GSIS 
 
 
 

• Provincial Treasurer’s Office 

• PGSO and Different offices 
 

• LBP AND DBP 

• PHRMO 
 
 
 
 

• From Requesting Employee  

• PHRMO  
 
 
 

• Provincial Treasurer’s Office 
 

CLIENT STEPS AGENCY  
ACTIONS 

FEES TO PAID PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Pay certification 
fee to the 
Treasurer’s 
Office and 

1.Record in the 
logbook the 
purpose of 
requested 
certification for 

PHP 25.00 10 minutes 
 
 
 
 

Pre-Audit Division 
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present proof of 
payment 

assigning 
certification number 
on routine slip 
 
1.1 Prepare the 
certification and 
advise the client on 
the date of issuance 
 
 
 
1.2 Process the 
request certification 
 
- No Travelling/ Fuel 
Expenses Claimed 
 
-  Net Take Home  
Pay 
 
-  Last Salary 
Received  
 
-  PhilHealth  
Remittance  
 
 
-. Clearance 

 
 
 
 
10 minutes 
 
 
 
 
 
 
 
 
 
 
 

• 3 working days 
 
 

• 1 working day 
 
 

• 2 working days 
 
 

• 1 working day 
 
 
e. 5 working days 
 

 
 
 

Pre-Audit Division 
&  

Administrative 
Division 

 
 

 
 

 
 
 
 
 

Pre-Audit Division 
 
 

Bookkeeping 
Division 

 
Administrative 

Division 
 

Billing and 
Remittance 

Division 
 

Administrative 
Division 

2. Release 
document 

Issue the requested 
certification 

None 3 minutes  

 
 

TOTAL: None 1-5 days and 20 
mins. (depending 
on the type of 
certification being 
requested) 
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Provincial Health Office 
 

Internal Services
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1. Provision Of Services To Hospitals (Technical Assistance) 
 
Provincial Health Office provide technical assistance to District and Medicare 
Community Hospitals to help them achieve their performance outcomes by providing 
relevant, timely and appropriate technical assistance in line with the guidelines and 
standards of Department of Health.  It is in any form of professional help, guidance or 
support from trained Program Coordinators to be more effective in the performance of 
their functions. 

 
Office or 
Division: 

Provincial Health Office 

Classification: Simple to Complex 

Type of 
Transaction: 

G2G- Government to Government 

Who May Avail: 7 District Hospitals and 3 Medicare Community Hospitals (MCH) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter of Request Requesting Hospital 

  

CLIENT STEPS AGENCY 
ACTION 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

RESPONSIBLE 
PERSON 

1. Submit Letter 
of Request for 
the provision of 
technical 
assistance 

1.1 Receive the 
letter of request 

None 2 minutes Receiving  Clerk 

 1.2 Review the 
letter of request 
and recommend 
action to be taken 

None 10 minutes 
Administrative 

Officer 

 1.3 Approval of  
Department Head 

None 5 minutes 
Provincial Health 

Officer II 

 1.4 Schedule the 
date of technical 
assistance 

None 5 minutes 
Program 

Coordinator 

2. Receive 
instructions on 
the provision of 
technical 
assistance 

2.1 Instruct the 
requesting 
hospital on the 
details of 
providing the 
technical 
assistance 

None 5 minutes 
Program 

Coordinator 
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 2.2 Provide the 
needed technical 
assistance to 
client/requesting 
hospital 

None 1 day 
Program 

Coordinator 

TOTAL  
none 

1 day and 27 
minutes 
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3. Provision of Services to LGUs (Technical Assistance) 
 
Provincial Health Office provide technical assistance  to 27 Municipalities and 5 Cities to 
help them achieve their performance outcomes by providing relevant, timely and 
appropriate technical assistance in line with the guidelines and standards of Department 
of Health.  It is in any form of professional help, guidance or support from trained 
Program Coordinators to be more effective in the performance of their functions. 

 
Office or 
Division: Provincial Health Office 

Classification: Simple to Complex 

Type of 
Transaction: G2G- Government to Government 

Who May Avail: 27 Municipalities and 5 Cities 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter of Request Requesting LGU 

    

  

CLIENT STEPS 
AGENCY 
ACTION 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

RESPONSIBLE 
PERSON 

1. Submit Letter 
of Request for 
the provision of 
technical 
assistance 

1.1 Receive the 
letter of request 

None 2 minutes Receiving  Clerk 

  

1.2 Review the 
letter of request 
and recommend 
action to be taken 

None 10 minutes 
Administrative 

Officer 

  
1.3 Approval of  
Department Head 

None 5 minutes 
Provincial Health 

Officer II 

  

1.4 Schedule the 
date of technical 
assistance 

None 5 minutes 
Program 

Coordinator 

2. Receive 
instructions on 
the provision of 
technical 
assistance 

2.1 Instruct the 
requesting LGU 
on the details of 
providing the 
technical 
assistance 

None 5 minutes 
Program 

Coordinator 

  2.2 Provide the 
needed technical 

None 1 day 
Program 

Coordinator 
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assistance to 
client/requesting 
LGU 

TOTAL 
none 

1 day  and 27 
minutes 
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3. Provision of Supplies 
 

Provincial Health Office provide supplies (medical) to District and Medicare 
Community Hospitals to support them achieve their performance outcomes.  Logistics 
from the office and others are from Central Luzon-Center for Health and Development 
(CL-CHD). 
 

Office or 
Division: 

Provincial Health Office 

Classification: Simple to Complex 

Type of 
Transaction: 

G2G- Government to Government 

Who May Avail: 7 District Hospitals and 3 Medicare Community Hospitals (MCH) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter of Request Requesting Hospital 

CLIENT STEPS AGENCY 
ACTION 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

RESPONSIBLE 
PERSON 

1. Submit Letter 
of Request for 
the provision of  
supplies 

1.1 Receive the 
letter of request 

None 2 minutes Receiving  Clerk 

  

1.2 Review the 
letter of request 
and recommend 
action to be taken 

None 10 minutes 
Administrative 

Officer 

  
1.3 Approval of  
Department Head 

None 5 minutes 
Provincial Health 

Officer II 

  

1.4 Allocate and 
prepare supplies 
to requesting 
party  

None 30 minutes 
Program 

Coordinator 

2. Receive the 
requested 
supplies 

2.1 Provide/issue 
the requested 
supplies  to 
client/requesting 
hospital 

None 30 minutes 
Program 

Coordinator 

TOTAL 
1 hour and 17 

minutes 
 

Note: Processing time may vary depending on the quantity of supplies to be prepared and 
issued 
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PGNE Hospitals 
 

External Services  
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1. Ambulance Service 
 
The ambulance is designed and equipped for transporting sick or injured patient to, 
from, and between places of treatment by land, according safety and comfort to the 
patients and avoiding aggravation of illness or injury. 
 

Office or Division PGNE Hospitals  

Classification Simple 

Type of 
Transaction 

G2C 

Who may avail: All Citizens 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Trip Ticket and Referral Slip Referring Hospital  

CLIENT STEPS AGENCY  
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Transfer of 
Patient 
 
 
 
 
 
 
 
 
 
 
 
 
2.Patient/relative 
signs the trip ticket  
 
 
 
 

1.1  Nurse on 
duty informs the 
driver of transfer 
of patient 
 
1.2 Prepare the 
trip ticket  
 
1.3  Prepare the 
referral slip 
(Patient’s data, 
hospital of 
choice) 
 
1.4 Sign the trip 
the Trip ticket 
 
1.5 Check the 
ambulance 
(BLOWBAG) 
 
1.6  Assist the 
patient to the 
ambulance 
 
 

None 
 
 
 

None 
 
 
 

None 
 
 
 

None 
 
 

None 
 
 
 

None 
 
 
 

None 
 
 
 

2 minutes 
 
 
 

2 minutes 
 
 
 

5 minutes 
 
 
 

3 minutes 
 
 

5 minutes 
 
 
 

5 minutes 
 
 
 

Depends on 
the distance of 

the facility  
 

Nurse on Duty 
ER or Ward 

 
 

Driver 
ER or Ward 

 
 

Medical Officer 
III 

ER or Ward 
 
 

Medical Officer 
III 

ER or Ward 
 

Driver 
Ambulance 

 
 

Nurse on Duty/ 
Nursing 

Attendant 
ER or Ward 

 
Driver 
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1.7 Transfer the 
patient 
 
 
1.1 Records the  

trip in the 
logbook 

 

None 
 

2 minutes 
 
 
 

Ambulance 
 
 

Driver 
Ambulance 

 Total  
 

24 minutes 
(Depends on 

the travel time) 
 

 

Total 25 minutes   
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2. Availment of Medical Assistance 
 
Provision of Medical Assistance to In and Out patient Department 
The Medical Social Service Section is responsible for providing assistance to patients 
with financial limitations, for their medical treatment. 
 

Office or 
Division 

PGNE Hospitals 

Classification Simple 

Type of 
Transaction 

G2C 

Who may avail: All qualified citizens availing medical treatment 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

(For In-patient)  

• Statement of Account (SOA) 
Medical Social Services 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

FOR IN-
PATIENT 
 
1. Patient or 
Patient's relative 
present the 
statement of 
account.  

 
 
1.1 Interview 

patient on 

paying 

capacity 

 
 
1.2 Classify 

patients 

based on 

AO 51-A s. 

2001 

 
 

1.3 Prepare 

Social Case 

Study 

Report/ 

Assessment 

Tool 

 

. 
 

None 
 
 
 
 

None 
 
 
 
 

None 
 
 
 
 
 

None 
 
 

 
 

3 minutes 
 
 
 
 

2minutes 
 
 
 
 

10 minutes 
 
 
 
 
 

1 minute 

 
 

Social Welfare 
Officer I 

Medical Social 
Service 

 
Social Welfare 

Officer I 
Medical Social 

Service 
 
 

Social Welfare 
Officer I 

Medical Social 
Service 

 
 

Social Welfare 
Officer I 

Medical Social 
Service 
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1.4 Indicate 

classification 

in the SOA 

of patient 

and or 

determine 

the fees to 

be pay.  

2. Proceed to 
cashier/ billing  

Received 
payment/ SOA 
with clearance 

Based on 
the 

classification 
and hospital 

charges  

10 minutes Cashier/Billing 
Staff 

Cashier/Billing 
Services 

 

                       
TOTAL 

  26 minutes  

 
  



 
 
 
 
 

 353 

3. Availment of PhilHealth Benefits 
 
Office or 
Division 

PGNE Hospitals  
 

Classification Simple 

Type of 
Transaction 

G2C 

Who may avail: All eligible PhilHealth members 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

• PIN using his or her Philhealth 

ID, MDR or fullname and 

birthday 

• Payment (official receipt) 

• Signed CSF form (for 

employed members 

• Philhealth Availment (if Patient 

was confined during the last 90 

days 

• Internet for generating and 

checking of Eligibility 

Hospital PhilHealth Services 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceeds to 

the Philhealth 

office 

1.1 Checks 
eligibility using 
Philhealth Online 
Portal 

None 
 

 

3 minutes 
 

 

Philhealth Clerk 
Philhealth 
Services 
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2. Presents 

MDR, PIN, or 

full name and 

birthday 

2.1 Review the 

documents 

presented 

 
2.2 If not eligible to 

avail Philhealth, 

check the ff: 

(PMRF for 

declaration of 

dependents or for 

correction/updating 

of status, renewal 

if indigent, CSF & 

Certificate of 

contribution for 

employed and 

payment for self 

employed 

 
2.3 Give PMRF 
(form) and 
guidethe client on 
how to properly 
accomplished the 
said form 
 

None 
 
 
 

None 
 
 
 
 
 
 
 
 
 
 
 
 

 
None 

 
 

 
 
 

5 minutes 
 
 
 

5 minutes 
 
 
 
 
 
 
 
 
 
 
 

 
 

5 minutes 
 
 

Philhealth clerk 
Philhealth 
Services 

 
Philhealth clerk 

Philhealth 
Services 

 
 
 
 
 
 
 
 
 
 
 
 

 
Philhealth clerk 

Philhealth 
Services 

 
 

3. Patient 
proceeds to 
Philhealth Office 
(with updated 
MDR or Official 
Reciept) 
 

1.1 Receives the 

copy of updated 

MDR 

 
3.2 Prepares the 
PBEF and print 
 

None 
 
 
 

None 
 

2 minutes 
 
 
 

5 minutes 
 

Philhealth Clerk 
Philhealth 
Section 

 
 

Philhealth Clerk 
Philhealth 
Section 

 TOTAL 25 minutes  
 

Note: Duration is accounted on average individual transaction time and does not include 
queuing time, volume of requests factor or compliance of incomplete requirements. 
*Philhealth Identification Number (PIN) 
*Member Data Record (MDR) 
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*Philhealth Benefit Eligibility Form (PBEF) 
*PhilHealth Member Registration Form (PMRF) 
*Local Health Insurance Office (LHIO) 
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4. Availment of PhilHealth Point of Service 
 
The POS is a program provided in the Government Appropriation Act (GAA)  for the 
current year, to cover all Flipinos under the National Health Insurance Program (NHIP), 
including the unregistered and inactive registered members specially those whore are 
financially incapable. 
 

Office or 
Division 

PGNE Hospitals  
 

Classification Simple 

Type of 
Transaction 

G2C 

Who may avail: All qualified citizens availing medical treatment 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

(For Point of Service 
Enrolment/POS) 

• Valid ID/ document of the 

patient or patient’s parent for 

PHIC verification 

 

• PMRF form for PHIC/ POS 

enrolment. 

 
Medical Social Services 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present valid 

ID/documents of 

the patient  

1.1 Verify the 
Philhealth 
status of the 
patient and 
documents 
presented 
1.2  Prepare 
Social Case 
Study Report/ 
Assessment 
Tool 

None 
 

 
None 

 
 

2 minutes 
 

 
10minutes 

 
 

Social Welfare 
Officer I 

Medical Social 
Service 

Social Welfare 
Officer I 

Medical Social 
Service 

2. Patient sign the 

PHIC POS Claim 

2 Enrollment to 
PhilHealth POS  

None 
 

 

5 minutes 
 

 

Social Welfare 
Officer I 

Medical Social 
Service 

  TOTAL 17 minutes  
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5. Billing Services 

The Billing Section prepares Statement of Accounts to provide information about the 
patient’s charges in the hospital. They serve as requirements for discharge and 
reference for other claims. 
 

Office or 
Division 

PGNE Hospitals  
 

Classification Simple 

Type of 
Transaction 

G2C 

Who may avail: All admitted patients 

CHECKLIST OF 
REQUIREMENTS 

WHERE TO SECURE 

Patients’ Chart for discharge Billing Office 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Patient’s 
watcher, 
accompanied by 
Nursing Aide 
proceeds to 
Billing Office 

1.1 Verify, print 
and sign 
Statement of 
Account 

None 10 minutes Billing Clerk 
Billing Section 

1.2 Classify 
patients as 
Philhealth, pay 
or indigent 

None 5 minutes Philhealth Clerk 
Billing Section 

Cashier 
Cashier Section 
Social Worker 
MSW Office 

2. Payment of 
fees 
a. Pay patients 
 
 
 
 
b. Patient for 
socialization   

2.1 Issuance 
of Official 
Receipt 
 
 
 
 
2.1 For 
interview and 
evaluation of 
Social Worker 

Depending 
on the 

approved 
Revenue 
Code for 
hospital 
charges 

 
 

None 

1 minute 
 
 
 
 
 

3 minutes 

Cashier 
Cashier’s Office 

 
 
 

 
Social Worker 
Social Worker 

Office 

3. Receive one 
copy of 
Statement of 
Account and 
Clearance for 

2.1 Retain one 
copy of 
statement of 
Account and 
issue 

None 5 minutes Billing Clerk 
Cashier Section 
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discharge in the 
hospital 

Clearance for 
discharge 

 Total 24 minutes  

Note: Duration is accounted on average individual transaction time and does not include 
queuing time, volume of requests factor or compliance of incomplete requirements.  
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6. Cashiering Services 

The Cashier section is the responsible in receiving payments of hospital charges and 
issuing an official receipt for  every transactions. 
 

Office or Division PGNE Hospitals  

Classification Simple 

Type of 
Transaction 

G2C 

Who may avail: All citizens availing medical treatment 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Statement of account 
Charge Slip 

Cashier’s Section 

CLIENT STEPS AGENCY  
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. For Out-Patient 
Department, 
present the duly 
accomplished 
charge slips from 
different ancillary 
services and 
Record Section 
 

a. Receive the 
charge slips 
from different 
ancillary 
services (i,e, 
Pharmacy, 
Laboratory, X-
ray Services, 
Record Section)  

 
Actual 

charges 
based on 
approved 
Revenue 
Code of 
Hospital 
Charges 

 
2 minutes 

 
 
 
 
 
 
 
 

 
Cashier 

Cashier Section 
 
 
 
 
 

2. Payment of fees Issuance of 
official receipt.  

None 2 minutes Cashier 
Cashier Section 

 

3. Receive the OR 
and present to the 
Pharmacy, 
Laboratory, X-ray 
Services, Record  

Record the 
collections  

None 2 minutes Cashier 
Cashier Section 

 

Total 6 minutes  

1. For In-Patient 
(for Pay/Non PHIC) 
present the duly 
accomplished 
statement of 
account from billing 
section 
 

Receive the 
accomplished  
Statement of 
account from 
Billing 
Section,verify, 
check,  receive 
the payment,  

 
Actual 

charges 
 
 
 
 
 

 
3 minutes 

 
 
 
 
 

Cashier 
Cashier Section 
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issue Official 
Receipt and 
issue Clearance 
for Discharge 

2. Payment of fees 2.1 Issuance of 
official receipt.  
 
2.2 Records the 
collection  
 
 

None 
 
 

None 

2 minutes 
 
 

2 minutes 
 

Cashier 
Cashier Section 

 
Cashier 

Cashier Section 

3.Present the OR 
and clearance to 
the Nurse Station 
and Security Guard 

 
Verify the 
clearance 

 
None 

 
2 minutes 

 

Ward Nurse on 
duty/ Security 

Guard 
 

Total 9 minutes  
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7. Clinical Laboratory  Services 

 
Clinical laboratory services are tests provided by the medical laboratory the aid in 

diagnosis and treatment of patients.This section performs complete blood count, platelet 
count, blood chemistry, urinalysis, fecalysis, hepatitis B screening, blood typing and cross 
matching.  

 

Office or 
Division 

PGNE Hospitals 

Classification Simple to Complex 

Type of 
Transaction 

G2C 

Who may 
avail: 

All Clients 

CHECKLIST OF 
REQUIREMENTS 

WHERE TO SECURE 

Laboratory Request  Clinical Laboratory  

CLIENT STEPS AGENCY  
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

A. Out-Patient  

1.Proceed to 
laboratory 

1.1 Review 
of laboratory 
Requests 
 
1.2 Prepare 
Charge Slip 
 

 
None 

 
 

None 

3 minutes 
 
 
 

2 minutes 

Lab Aide 
Clinical Laboratory 

 
Lab Aide 

Clinical Laboratory 

2. Payment of 
fees 
a. Pay patients 
 
 
 
 
 
 
 
 
 
 
 
 

2.1 Issuance 
of Official 
Receipt 

 
 
 
 
 
 
 
 
 
 
 
 

P150.00 – 
FBS/RBS 
P150.00 – 

Crea 
P150.00 – 

BUA 
P150.00 – 

Total 
Cholesterol 
P150.00 – 

Triglycerides 
P200.00 – 
ALT/SGPT 
P150.00 – 

CBC 
P100.00 – 

APC 
P80.00 – H/H 

P50.00 – WBC 

1 minute 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Cashier 
Cashier’s Office 
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b. Patient for 
socialization   
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.1 For 
interview and 
evaluation of 

Social 
Worker 

 
 

P100.00 – CT-
BT 

P120.00 – 
ESR 

P60.00 Blood 
Typing/Rh 

Typing 
P250 – HbsAg 

Screening 
P75.00-

Urinalysis 
P75.00 - 
Fecalysis 
P100.00 – 
Gram Stain 

P200.00 - KO 
 
 

Depends on 
social 

service 
classification 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3 minutes 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Social Worker 
Social Worker 

Office 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Record the 
OR number 

 
4.Start the 
laboratory 
procedures 

 
 
 
 
 
 
 
 

None 2 minutes 
 
 

A- Clinical 
Microscopy 
– 30 mins 
to 1 hr 

B- Hematology 
– 1 to 2 hrs 

C- Clinical 
Chemistry – 
2-3 hrs 

 

Lab Aide 
Clinical Laboratory 

 
Registered Medical 

Technologist 
Clinical Laboratory 
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3. Claim 
laboratory 
examination 
result 

Release of 
laboratory 

results 

None 2 minutes Lab Aide/RMT 
Clinical Laboratory 

Total 13 minutes 
(Depending on the 

workload and 
examination) 

 

 
B. In-Patient  

 1.Review of 
laboratory  
requests 
 
2.Prepare all 
necessary 
materials 
 
 
 
3.Extract blood 
for sample 
testing 
 
 
 
 
4.For urine and 
stool sample – 
check the 
quantity 
 
5.Perform the 
procedure 
 
 
 
 
 
 
 
 
 
 

None 
 
 
 
None 
 
 
 
 
None 
 
 
 
 
 
None 
 
 
 
None 
 
 
 
 
 
 
 
 
 
 
 
 
 

2 minutes 
 
 
 
10 minutes 
 
 
 
 
5 minutes 
 
 
 
 
 
1 minute 
 
 
 

A- Clinical 
Microscopy 
– 30 mins 
to 1 hr 

B- Hematology 
– 1 to 2 hrs 

C- Clinical 
Chemistry – 
2-3 hrs 

D- Blood Bank 
– 2-3 hrs 

 
 
 
 

Lab Aide 
Clinical 
Laboratory 
 
Registered 
Medical 
Technologist 
Clinical 
Laboratory 
 
Registered 
Medical 
Technologist 
Clinical 
Laboratory 
 
Registered 
Medical 
Technologist 
Clinical 
Laboratory 
 
Registered 
Medical 
Technologist 
Clinical 
Laboratory 
 
 
 
 
 
 
 
 
 
 
Registered 
Medical 
Technologist 
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5.Encode 
charge slip 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
6.Record of 
laboratory 
results 
 
7.Release of 
laboratory 

P150.00 – 
FBS/RBS 
P150.00 – 

Crea 
P150.00 – 

BUA 
P150.00 – 

Total 
Cholesterol 
P150.00 – 

Triglycerides 
P200.00 – 
ALT/SGPT 
P150.00 – 

CBC 
P100.00 – 

APC 
P80.00 – 

H/H 
P50.00 – 

WBC 
P100.00 – 

CT-BT 
P120.00 – 

ESR 
P60.00 
Blood 

Typing/Rh 
Typing 
P250 – 
HbsAg 

Screening 
P75.00-

Urinalysis 
P75.00 - 
Fecalysis 
P100.00 – 
Gram Stain 

P200.00 - 
KO 
 
 
None 
 
 
 
None 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5 minutes 
 
 
2 minutes 
 
 
 

Clinical 
Laboratory 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Lab Aide 
Clinical 
Laboratory 
 
Lab Aide 
Clinical 
Laboratory 
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results to nurse 
on duty 

Total 25 minutes 
(Depending on the 
workload and 
examination) 

 

C. SPUTUM 

Proceed to GENE 
XPERT ROOM 

1.Review of 
patient’s data 
(Request from 
doctors and 
Rural Health 
Unit) 
 
2.Prepare 
sample for 
testing 
 
 
 
3. Laboratory 
procedures  
 
 
 
 
4. Record 
results 
 
 
 
 
5.Results 
release to 
strider and 
distribute to 
different RHUs 
 
 
5.Release 
result to walk-in 
patients 

None 
 
 
 
 
 
None 
 
 
 
 
None 
 
 
 
 
 
None 
 
 
 
 
None 
 
 
 
 
None 

2 minutes  
 
 
 
 
 
20 minutes 
 
 
 
 
1 hour 

 
 
 
 
 
10 minutes 
 
 
 
 
5 minutes 

 
 
 

 
5 minutes 

 

Registered 
Medical 
Technologist 
Clinical 
Laboratory 
 
Registered 
Medical 
Technologist  
Clinical 
Laboratory 
 
Registered 
Medical 
Technologist 
Clinical 
Laboratory 
 
Registered 
Medical 
Technologist 
Clinical 
Laboratory 
 
Registered 
Medical 
Technologist 
Lab. Section 
 
Registered 
Medical 
Technologist 
Lab. Section 

Total 1 hour and 42 
minutes 
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8. Dental Service 

Dental service offer the following procedures the Tooth Extraction, Oral 
Prophylaxis and Tooth restoration 
 
Office or 
Division 

PGNE Hospitals 

Classification Simple 

Type of 
Transaction 

G2C 

Who may avail: All Citizen 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
OPD Card / Old Record  
 

 
Dental Health Care Office 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.  Proceed to 

dental Health 

Care Office 

 
 
 
 
 
 
 
 
 
 

1.1 Interview 
 
 
1.2 Checking 
of Vital signs 
 
1.1 Dental 

Examination 

and Procedure 

done 

 
1.2 Medication 

/ Counseling 

 
 
1.5 Issuance of  
charge slip 

None 
 
 

None 
 
 

None 
 
 

None 
 
 
 

5 minutes 
 
 

5 minutes 
 
 

Depends on 
the dental 
procedure 

 
1 minute 

 
 

2 minutes 

Dental Aide 
Dental Clinic 

 
Nurse 

OPD clinic 
 

Dentist 
Dental Clinic 

 
 

Dentist 
Dental Clinic 

Dentist 
Dental Clinic 
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2. Payment of 
fees 
a. Pay patients 
 
 
 
b. Patient for 
socialization  

 
2.1. Issuance 
of Official 
Receipt 
 
 
2.2 For 
interview and 
evaluation of 
Social Worker 
 

 
None 

 
 
 

Depending 
on the cost 

of 
medicines 

on the 
charge slip 

 
2 minutes 

 
 
 

10 minutes 

 
Cashier 

Cashier’s Office 
 
 

Social Worker 
MSWD Office 

 
 

3.Proceed to 
Cashier 
 
 
 

Payment of 
Fees 
 
 
 

Tooth 
Extraction - 
P150.00 
Oral 
Prophylaxis 
- P300.00 
Tooth 
Restoration 
- P300.00  

3 minutes 
 

 

Cashier 
Cashier’s Office 

 
 

4.Present official 
receipt  

Record OR no. 
And file patient 
record  

None 2 minutes Dentist 
Dental Clinic 

 TOTAL 20 minutes  

Note: Duration depends on the workload 
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9. Emergency  Room Services 

Provision of medical and/or surgical care to patients arriving at the hospital in need of 
immediate care. 
 

Office or Division PGNE Hospitals  

Classification Complex 

Type of 
Transaction 

G2C 

Who may avail: All Citizens 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Patients Record Emergency Room 

CLIENT STEPS AGENCY  
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Patient 
proceed to 
Emergency 
Room; 
(Emergency, 
OPD and 
Admitted 
Cases) 

1.2 Information; 
Interview 
(Patients’  
Data) and 
issuance of 
Card 

 
1.3 Note Chief 

complaints/ 
take vital 
signs. 

 
 
1.4 Render first 

aid needed 
 
 
1.5 Refer to 

ROD for 
evaluation  

 
 
1.6 Prepare 

laboratory 
examination/ 
x-ray/ ECG 
request 
needed 

 

None 
 
 
 
 
 
 

None 
 

 
 
 

None 
 
 
 

None 
 
 

 
 

None 
 
 
 
 
 

None 
 

2 minutes 
 
 
 

 
 
 

3 minutes 
 
 
 
 

3 minutes 
 
 
 

3 minutes 
 

 
 
 

3 minutes 
 
 
 
 
 

Depends on 
the 

ER Nurse/ 
Medical 

Records Staff 
ER 

Room/Medical 
Records 

 
 

ER Nurse/ 
Nursing 

Attendant 
ER Room 

 
 

ER Nurse/ 
Nursing 

Attendant 
ER Room 

 
ER Nurse/ 

Nursing 
Attendant 
ER Room 

 
 

ER Nurse/ ROD 
ER Room 
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1.7 Carry-out 
Doctor’s 
orders/ 
instructions 
(CARED) 

 
1.8 a. Admitted 

patient- 
accomplish 
patients 
chart  

 
1.7 b. Out-
patient  

-  
Prescription 
of drugs and 
medicines 
-  Health 
teaching 
instructions 
 

 
 
 
 

None 
 
 
 
 

None 

procedures/ 
orders 

 
 
 
 

10 minutes 
 
 
 
 

5-10 minutes 

 
 

ER Nurse 
ER Room 

 
 
 

 
ER Nurse 
ER Room 

 
 

 
ER Nurse 
ER Room 

 
 
 
 

Total 29-34 minutes  
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10. Filing of Claims 
 
Filing of Claims the Project's Phase II where in encoded claims information in the hospital 
systems particularly in claims forms 1 & 2 can now be submitted online via the PhilHealth 
Web Service which will eventually provide Institutional Health Care Provider (IHCP) to 
view status of their claims online. It is intended to reduce the turned around time (TAT) 
and improved operational efficiency in the processing/payment of claims. 
 

Office or 
Division 

PGNE Hospitals  
 

Classification Simple 

Type of 
Transaction 

G2B, G2G 

Who may avail: Philhealth Members & Doctors 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
Philhealth claim forms (CSF, CF1, 
CF2, CF3, CF4, PBEF, SOA 

 
Hospital Philhealth Services 
 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Provides data 

 
 
 
 
2. Patient sign the 

claim forms 

 
 

 
 

1. Encodes 
PHIC data to 
HBSYS, and 
print the claims 

 
 
2. Review the 
accomplished 
form  
 
 
3. Preparation 

of e-claims 

None 
 
 
 
 
None 
 
 
 
None 
 

15 minutes 
 
 
 
 
5 minutes 
 
 
 
10 minutes 

PhilHealth clerk 
Philhealth Section 
 
 
 
PhilHealth clerk 
Philhealth Section 
Client 
 
 
PhilHealth clerk 
Philhealth Section 

  Total 30  minutes  

 
 
 
Note: Duration is accounted on average individual transaction time and does not include 
queuing time, volume of requests factor or compliance of incomplete requirements.  



 
 
 
 
 

 371 

11. Issuance of Birth Certificate and Death Certificate 
 
The Records Section issued Birth Certificate that documents the Birth of a Person and 
Death Certificate issued by a Medical Practitioner certifying the Deceased State of a 
Person.  
 

Office or Division PGNE Hospitals  

Classification Simple 

Type of 
Transaction 

G2C 

Who may avail: All Patients Treated in the Hospital 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

For Birth Certificate / For Death 
Certificate 
*Birth Certificate Request Form 
*Based on Patients Chart 

Records Section 

CLIENT STEPS AGENCY  
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
accomplished Birth 
Certificate Request 
Form / Received 
Death Certificate 
Form. 

1.1 Receive the 
Birth Certificate 
Request Form 
and verify the 
data. 
 
1.2 Prepare the 
Birth Certificate / 
Death 
Certificate. 
 
1.3 Have the 
Attending 
Physician sign 
the 
accomplished 
form. 

None 
 
 
 
 

None 
 
 
 

None 

2 minutes 
 
 
 
 

10 minutes 
 
 
 

2minutes 

Records 
Section Staff 

Record Section 
 
 

Records 
Section Staff 

Record Section 
 

Records 
Section Staff 

Record Section 

2. Claim the 
Official Birth 
Certificate / Death 
Certificate. 

2.1 Retain one 
copy of  Birth 
Certificate / 
Death 
Certificate and 
Release the 
Original Copy to 
the Client. 

None 2minutes Records Officer 
Record Section 
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TOTAL: 16 minutes  

Note: Duration is accounted on average individual transaction time and does not include 
queuing time, volume of requests factor or compliance of incomplete requirements. 
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12. Issuance of Medical Certificate and Medico Legal Certificate 
 
Office or 
Division 

PGNE Hospitals 
 

Classification Simple 

Type of 
Transaction 

G2C 

Who may avail: All Patients Confined / Treated in the Hospital 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

For Medical Certificate / For 
Medico Legal Certificate 
Medical Certificate Request Form / 
Police Request Form 

Records Section 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.  Present 
accomplished 
Medical 
Certificate 
Request Form / 
Police Request 
Form. 

1.1 Receive the 
Medical 
Certificate 
Request Form / 
Police Request 
Form and verify 
the data. 
 
1.2 Prepare the 
Medical 
Certificate / 
Medico Legal 
Certificate. 
 
1.3 Have the 
Attending 
Physician sign 
the 
accomplished 
form. 

None 
 
 
 

 
None 

 
 

None 

3 minutes. 
 
 
 

 
10 minutes. 

 
 

1 minute 

Records 
Section Staff 

Record Section 
 

 
Records 

Section Staff 
Record Section 
 

Records 
Section Staff 

Record Section 

2. Payment of 

Medical 

Certificate / 

Medico Legal 

Certificate. 

2.1 Charge Slip 
Issuance 

P 25.00 / P 
50.00 

2 minutes Cashier 
Cashier’s Office 
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3. Claim the 

Official Medical 

Certificate / 

Medico Legal 

Certificate. 

3.1 Retain one 
copy of Medical 
Certificate / 
Medico Legal 
Certificate and 
Release the 
Original Copy 
to the Client. 

None 3 minutes. Records 
Section Staff 

Record Section 

 TOTAL: 20 minutes  
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13. Medical and Nursing Services 

 
This is concerned with carrying out medical treatment including health education of 
patient and relatives about maintaining and improving his health. 
 

Office or Division PGNE District Hospitals with Authorize Bed Capacity of 50 
San Antonio District Hospital 
San Jose City General Hospital 
Bongabon District Hospital 

Classification Complex 

Type of 
Transaction 

G2C 

Who may avail: All admitted patients 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
Admission Chart 

 
Ward  

CLIENT STEPS AGENCY  
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

8.  Patient 
proceed to 
Ward; Medical, 
Surgical, 
Pediatrics, OB - 
Gyne 

8.1 Receive 
Admitted 
patient 

 
8.2 Admission 

care/ take 
vital signs. 

 
 
 
8.3 Check 

Doctors 
order if all 
are carried-
out 

 
8.4 Refer to 

ROD for any 
complaint for 
management 

 
8.5 Daily routine 

care/ take 
vital signs ( 

None 
 
 
 

None 
 
 
 

None 
 
 
 
 

None 
 
 
 

None 
 
 
 
 
 

None 
 

2 minutes 
 
 
 

10 minutes 
 
 
 

5 minutes 
 
 
 
 

3 minutes per 
patient 

 
 

10 minutes per 
patient 

 
 
 
 

10 minutes per 
patient 

Ward Nurse 
Ward 

 
 

Ward Nurse/ 
Nursing 

Attendant 
Ward 

 
Ward Nurse 

Ward 
 
 
 

Ward Nurse 
Ward 

 
 

Nursing 
Attendant 

Ward 
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every shift or 
as needed) 

 
8.6  Daily 

Doctors 
rounds/ 
giving 
medication 
as ordered/ 
health 
teaching 

 
8.7 Carry-out 

Doctors 
order 
(CARED) 

 
8.8 Accomplish 

Charting 
 
8.9 Fill up 

discharge 
form and 
send to 
billing 
section for 
clearance 
 

 
 
 
 
 

None 
 
 
 

None 
 
 
 

None 
 
 

 
 
 
 
 

5 minutes 
 
 
 

3 minutes 
 
 
 

5 minutes 
 

Ward Nurse/ 
ROD 
Ward 

 
 
 
 

Ward  Nurse 
Ward 

 
 

Ward Nurse 
Ward 

 
 

Ward Nurse 
Ward 

 
 
 

Total 53  minutes  

Note: Patients confinement depends on the case and process of recuperation.  
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14. Nutrition and Dietetics Services 

Hospital Nutrition and DieteticsServices is responsible for providing meals and 
nutritional care, counseling to the patient’s specific health condition 
 

Office or Division PGNE Hospitals  

Classification Simple 

Type of 
Transaction 

G2C 

Who may avail: All admitted patients 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Diet List Dietary Section 

CLIENT STEPS AGENCY  
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Receive the 
recommended 
diet/meal  

Distribute the 
meals  

 
None 
 

5 minutes per 
patient 

 
Food Service 
Worker 
 

Total 5 minutes  
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15. Operating and Delivery Room  Services 
 
Surgical and OB-Gyne procedures are performed as elective or emergency 
 

Office or Division PGNE Hospitals  

Classification Complex 

Type of 
Transaction 

G2C 

Who may avail: All Surgical and OB-Gyne Patients 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
Admission Chart  

 
OR and DR Complex 

CLIENT STEPS AGENCY  
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.  Patient 
proceed to OR / 
DR  Room 

1.1 Receive      
patient 
 
1.2 Take vital 
signs 
 
1.3  Check 
routine pre-
operative 
orders/ OR 
check list 
 
1.4  Prepare 
supplies, 
instruments and 
equipments 
needed 
 
1.5 Prepare 
patient for 
operation 
 
1.6 Assist 
Surgeon 
 
 
1.7 Render 
post-operative 
care 

None 
 
 

None 
 
 

None 
 
 
 
 

None 
 
 
 
 
 

None 
 
 

None 
 
 

None 
 
 

None 
 
 

2 minutes 
 
 

5 minutes 
 
 

3 minutes 
 
 
 
 

15 minutes 
 
 
 
 
 

5 minutes 
 
 

Depending on 
the procedure 

 
15 minutes 

 
 

5 minutes 
 
 

OR /DR Nurse 
OR/DR 
complex 

 
OR /DR Nurse 

OR/DR 
complex 

 
OR /DR Nurse 

OR/DR 
complex 

 
 
 

OR / DR Nurse 
OR/DR 
complex 

 
 
 
 

OR / DR Nurse 
OR/DR 
complex 

 
OR/ DR Nurse 

OR/DR 
complex 
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1.8 Accomplish 
charting 
 
1.9 
Endorsement of 
patient to ward 

 

None 
 
 
 

5 minutes 
 
 
 

OR / DR Nurse 
OR/DR 
complex 

 
OR / DR Nurse 

OR/DR 
complex 

 
OR/DR Nurse 

OR/DR 
complex 

 
 
 

Total 55  minutes 
(Depending on 
the procedure) 
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16. Out-Patient Services 

Patients are seen by the healthcare professionals for consultation, investigation, 
procedures, specialty services. Preventive and promotive healthcare which include 
antenatal, anti-rabies vaccine, family planning and under-five, health education and 
counseling. 
 

Office or Division PGNE Hospitals  
 

Classification Complex 

Type of 
Transaction 

G2C 

Who may avail: All citizens 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
Patient’s Record / Card 

 
OPD Clinic 

CLIENT STEPS AGENCY  
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to 
the TRIAGE 
area  

1.1 Information; 
Interview 
Patients’  
Data and 
triaging  
 

None 3 minutes OPD Nurse 
Triage 

2.  Patient 
proceed to 
OPD Clinic 

2.1 Interview 
and Issuance of 
Card 
 
 
 
 
2.2. Note Chief 
complaints/ take 
vital signs. 
 
2.3 Refer to 
ROD for 
evaluation  
 
2.4 Prepare 
laboratory 
examination/ x-

None 
 
 
 
 
 
 

None 
 

 
 

None 
 

 
None 

 
 
 
 

2 minutes 
 
 
 
 
 
 

5 minutes 
 

 
 

10-15 minutes 
 

 
3 minutes 

 
 
 
 

OPD Nurse/ 
Medical 

Records Staff 
OPD 

Clinic/Medical 
Records 

 
OPD Nurse/ 

Nursing 
Attendant 

 
 

OPD 
Nurse/ROD 
OPD Clinic 

 
OPD  Nurse 
OPD Clinic 
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ray/ ECG 
request needed 
 
2.5 Carry-out 
Doctor’s orders/ 
instructions 
(CARED) 
 
2.6 Out-patient 
– Prescription of 
drugs and 
medicine 

- Health 
teaching 
instructions 
 

 
 

None 
 
 
 

 
None 

 
 
 
 
 

 
 

3 minutes 
 
 
 

 
5-10 minutes 

 
 
 
 

OPD  Nurse 
OPD Clinic 

 
 
 

ROD/OPD  
Nurse 

OPD Clinic 
 
 

Total 28-36  minutes  
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17. Pharmacy Services 

Dispensing of drugs and medicines to In and Out patients 
 

Office or Division PGNE Hospitals  

Classification Simple 

Type of 
Transaction 

G2C 

Who may avail: All Patients Treated in the Hospital 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Prescription  Pharmacy Section 

CLIENT STEPS AGENCY  
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

FOR IN PATIENT 
1. Present 
prescription to the 
Pharmacy 

 
1.1 Receive 
prescription 
from pt 
(PHIC/NON 
PHIC (Class C ) 
Beneficiary 
 
1.2 Dispense 
prescription to 
client 
 
 
1.3 Encode 
drugs and 
medicines 
dispensed 
(HBSys) 

 
None 

 
 

 
Depending 

on the 
selling 
price of 

the 
medicines 

 
None 

 

 
2 minutes 

 
 

 
2 minutes 

 
 

 
2 minutes 

Pharmacist 
Pharmacy 

 
 

 
Pharmacist 
Pharmacy 

 
 

Pharmacist 
Pharmacy 

 
 

Total 6 minutes  

FOR OUT 
PATIENT 
 
1. Present 

prescription to the 

Pharmacy 

 
 
1.1 Receive 

prescription  

 
1.2 Issuance of 
charge slip 
 

 
 

None 
 
 

None 
 

 
 

2 minutes 
 
 

2 minutes 
 

 
 

Pharmacist 
Pharmacy 
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2. Payment of fees 
a. Pay patients 
 
 
 
b. Patient for 
socialization  

 
2.1. Issuance of 
Official Receipt 
 
 
2.2 For 
interview and 
evaluation of 
Social Worker 
 
 
 
 
 

 
None 

 
 
 

Depending 
on the 
cost of 

medicines 
on the 

charge slip 

 
2 minutes 

 
 
 

10 minutes 
 
 
 
 
 

 
Cashier 

Cashier’s Office 
 
 

Social Worker 
MSWD Office 

 
 
 
 
 

3.Client/patient 
receives drug and 
medicines 

3.1 Dispensing 
of drugs and 
medicines 

None 5 minutes Pharmacist 
Pharmacy 

 

 3.2 Receive and 
record  Official 
Receipt 
(payment) 

None 2 minutes Pharmacist 
Pharmacy 

 

Total 13 - 23 
minutes 
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18. Radiology Services  

Radiology services provide procedures that aid in the diagnosis of patient illness or 
patient’s medical examination. 
 

Office or 
Division 

PGNE Hospitals  

Classification Simple to Complex 

Type of 
Transaction 

G2C 

Who may avail: All Citizen 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
X-ray / ECG request 
 
 

 
Radiology Department 

CLIENT STEPS AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

2. Present duly 

accomplished 

Radiology / ECG 

request form 

2.1 Receive the 

request, verify 

the data 

 
 
2.2 Prepare the 

charge slip  

 

None 
 
 
 
 

None  

3 minutes 
 
 
 
 

2 minutes 

 
 

Medical Equipment 
Technician 
Radiology 

Department 

2. Payment of 
fees 
a. Pay patients 
 
 
 
 
 
 
 
 
 
 
 
 

2.1 Issuance of 
Official Receipt 
 
 
 
 
 
 
 
 
 
 
 
 
 

P400.00 - 
Abdomen-
Upright/Supine 
P150.00 - 
Ankle-AP/O/L 
P150.00 - Arm 
P150.00 - 
Chest Adult PA 
P150.00 - 
Elbow-APL 
P150.00 – 
Foot –APL 
P150.00 – 
Fore Arm – 
APL 
P150.00 – 
Hand – APO 

1 minute 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Cashier 
Cashier’s Office 
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b. Patient for 
socialization   
 
 

 
 
 
 
 
 
 
 
 
 
 
For interview 
and evaluation 
of Social 
Worker 
 
 

P150.00 – 
Knee 
P150.00 – 
KUB 
P150.00 – 
Lateral 
Decubitus 
P150.00 – Leg 
APL 
P150.00 – 
Lordotic View 
P250.00 – 
Lumbo Sacral 
P150.00 – 
Pelvic AP 
P150.00 – 
Plain Abdomen 
P150.00 – 
Shoulder AP 
P200.00 – 
Skull APL 
P150.00 – 
Thigh APL 
P150.00 – 
Thoracic Cage 
– AP 
P250.00 – 
Thoraco 
Lumbar APL 
P150.00 – 
Water’s View 

P150.00 – 
Wrist-APL 

 
 

Depends on 
social 

service 
classification 

 

 
 
 
 
 
 
 
 
 
 

 
3 minutes 

 
 
 
 
 
 
 

 
 

 Social Worker 
Social Worker 

Office 

3.Present the 
OR / Socialized 
charge slip 
 
 

3.1 Perform the 
procedure 
requested 

None 30-45 mins Medical Equipment 
Technician 
Radiology 

Department 

4. Claims official 
result 

2.3 Official 
reading / 
Evaluation of 
results 

None 1 day Radiologist 
Medical Officer 

Clinic of 
Radiologist / ER or 

OPD Ward 
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 TOTAL 1 day and 54 
minutes 

 

Note: Duration depends on the workload. 
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Nueva Ecija Drug Abuse Treatment and 

Rehabilitation Center 
 

External Services   
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1. Facilitation of Drug Dependency Examination 
 
Nueva Ecija Drug Abuse Treatment and Rehabilitation Center administer  Drug 
Dependency Examination (DDE) and assessment.  This procedure is ordered by the 
Court to examine client's drug dependency.  If the accused found positive on the test, 
he will undergo treatment and rehabilitation for a period of not less than six (6) months. 
 

Office or 
Division 

Nueva Ecija Drug Abuse Treatment and Rehabilitation Center 

Classification Simple 

Type of 
Transaction 

G2C 

Who may avail: All Concerned Clients 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Court Order 
Alcohol, Smoking, and Substance 
Involvement Screening Test (ASSIST) 
Form 
Medical Screening Test Form  

Clerk of Court 
Social Works Services 
 
 
Medical Services 

CLIENT STEPS AGENCY  
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit Court 
Order through e-
mail for DDE 
schedule 

1.1 Receive the 
court order, 
validate and 
schedule DDE 
 
1.2 Approval by 
the Department 
Head on the set 
of schedules 

 
 

None 
 
 
 
 

None 

 
 

5 minutes 
 

 
 

5 minutes 

 
Social Worker 

 
 

 
Officer-in-

Charge, Chief 
Health Program 

Officer 

2. Provide 

instructions and 

faclitate DDE 

2.1 Instruct the 

concerned client 

on the details of 

requested tests 

2.2 Provide the 

need technical 

assistance to 

client 

2.3 Review of 
documents and 

 
 

None 
 
 
 

None 
 
 
 
 

None 

 
 

5 minutes 
 
 
 

1 hour and 30 
minutes 

 
 
 

30 minutes 

 
 

Social Worker 
 
 
 

Concerned 
Personnel 

 
 
 

Accredited 
Physician 
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finalization of 
recommendation. 

 

3. Releasing of 
Results 

3.1 Release the 
result 
 
3.2  Sending of 
result to 
Court/Judge 
 

 
None 

 
 

None 

 
5 minutes 

 
 

5 minutes 

 
Social Worker 

 
 

Social Worker 
 
 

Total 2 hours and 
25 minutes 
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2. Admission, Treatment and Rehabilitation Program 
 
Nueva Ecija Drug Abuse Treatment and Rehabilitation Center offers treatment and 
rehabilitation program among Persons Who Used Drugs (PWUDs).  Residents live In 
the facility with daily structured activities using Therapeutic Community  (TC) approach.  
The program provides hope and realidtic expectations about the recovery experience 
following treatment. 
 

Office or 
Division 

Nueva Ecija Drug Abuse Treatment and Rehabilitation Center 

Classification Highly Technical 

Type of 
Transaction 

G2C 

Who may avail: All Concerned Clients 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Court Order 
Drug Test Result 
Psychiatric Clearance 
Laboratory and Diagnostic Examination 
Result 
Medical Clearance  

Clerk of Court 
Accredited DOH Medical Laboratory 
Accredited Psychiatrist 
Accredited DOH Medical Laboratory 
 
Accredited DOH Physician 

CLIENT STEPS AGENCY  
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Admission 1.1 Receive the 
Court Order, 
validate and 
facilitate 
Admission 
process 
 
1.2 Security 
Inspection 
 
1.3  Medical 
Check-up and 
examination 
 
1.4 Dental 
Check-up 
 
1.5 Orientation 
on the policies 
and program of 
the facility 

 
 

None 
 
 
 
 

None 
 
 
 

None 
 
 

None 
 
 
 

None 
 
 

 
 

5 minutes 
 

 
 
 

5 minutes 
 
 
 

30 minutes 
 
 

15 minutes 
 
 
 

30 minutes 
 
 

 
 

Social Worker 
 

 
 

Admission 
Officer-in-

Charge/Security 
Guard 

 
Medical Officer 

 
 

Dentist 
 
 
 

Social Worker 
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1.6 Checking 
and inspection of 
personal 
belongings of 
client 

 
 

None 
 

 
 

1 hour 

 
 

House Parent 

2. Residential In-

House Treatment 

and Rehabilitation 

Program 

2.1 utilize 
Modified 
Therapeutic 
Community (TC) 
approach 
 
2.2 Provide  
structured daily 
schedule of 
activities 
 
2.3  conduct 
Therapeutic 
Community 
Behavior 
Shaping 

 
 

None 
 
 
 

None 
 
 
 
 

None 

 
 
 
 
 
 

6 months 
(minimum) 

 
 

Concerned 
Personnel 

 
 
 

Concerned 
Personnel 

 
 

Concerned 
Personnel 

Total 6 months, 2 
hours and 25 
minutes 
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3. Aftercare and Follow-up Program 
 
This services is provided to the patients after the primary rehabilitation program.  
Aftercare program and activities can be viewed as the first line of defense against 
relapse.  It is a broad range of community-based services  support designed to maintain 
benefit when the structured treatment has been completed. 
 

Office or 
Division 

Nueva Ecija Drug Abuse Treatment and Rehabilitation Center 

Classification Highly Technical 

Type of 
Transaction 

G2C 

Who may avail: All Concerned Clients 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Court Order 
Updated Drug Test Result 
Progress Report 

Clerk of Court 
Accredited DOH Medical Laboratory 
Social Worker 

CLIENT STEPS AGENCY  
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Aftercare 
Program 

1.1 Regular 
follow-up 
meetings 
 
1.2 Narcotic 
Anonymous (NA) 
Meetings 
 
1.3 Individual 
and Group 
Counseling 

 
None 

 
 
 

None 
 
 
 

None 
 
 
 

 
 
 
 
 
 

18 months 

 
Social Worker 

 
 
 

Social Worker 
 
 
 

Social Worker 
 

Total 18 months  
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Provincial Manpower Training Center 

 
External Services  
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1. Application for Competency Assessment & Certification 
 

Competency Assessment is conducted by Technical Education and Skills Development 
Authority (TESDA) accredited assessors and Assessment Centers. 

 

This program will assess the knowledge and skills of our graduates to become 
COMPETENT in their chosen career.  It is the basis for certification of competence.  A 
National Certificate (NC) will be issued by TESDA to those who will demonstrated 
competence in all units of competency that comprise a qualification and this will serves 
as PASSES for employment local and international. 
  

Office or Division: Provincial Manpower Training Center (PMTC) 

Classification: Complex 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Graduates of PMTC 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

* 3 pcs ID picture, passport size  
* Clearance/Certification of Graduate (xerox 

copy) 

Client / Trainee 
 
Registrar 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Submit the 
requirements  needed 
for assessment 

1.1 Receive 
and check 
the 
requirements 
1.2 Provide 
Assessment 
Form to be 
filled-out by 
the client   

none 
 

 
 

none 
 

2 minutes 
 

 
 

5 minutes 

Instructional Staff 
 

 
 
 

Instructional Staf 
 
 

2. After Accomplishing 
the form, submit it to 
the cashier’s office for 
payment to TESDA  

2.1 Receive 
the  
forms 
together with 
the 
assessment 
fees for 
payment to 
TESDA 
assessment 
center 
 
 
2.2. Prepare 
request letter 

TESDA 
assessment 

fee cost 
ranges from 

P400 - 
2,175 

depending 
on the 

course to 
be 

assessed 
Ex. Beauty 
Care NC II 
– P650.00 

 
None 

 

 
3 minutes 

 
 
 
 
 
 
 
 
 
 

10 minutes 
 
 

 
Collecting Officer 

 
 
 
 
 
 
 
 
 
 
 
 

Encoder/Cashier 
Staff 
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for 
assessment 
enclosing the 
names of 
trainees and 
their 
Learners ID 
number 
2.3 Submit  
the request 
and pay the 
assessment 
fee to 
TESDA 
Assessment 
Center  
2.3.1 
Demand for 
Official 
Receipt to be 
given to the 
trainees after 
payment 
2.4 Inform 
the trainees 
regarding the 
final 
schedule of 
assessment 
and its 
benefits 

 
 
 
 
 

 
 
 

none 
 
 
 
 
 
 
 
 

none 

 
 
 
 
 
 
 

2 hours 
 
 
 
 
 
 
 
 
 

5 minutes 

 
 
 
 
 
 

Cashier Staff 
 
 
 
 
 
 
 
 
 

Instructional Head 

3. Attend to the oral 
and written and actual 
review in preparation 
for the incoming 
assessment   

3.1 Conduct 
an oral and 
written and 
actual  
review and 
give 
institutional  
assessment 

none 
 
 
 

 
 

5 days 
 
 
 

 
 

Trainer 
 
 

 
 
 

4.Take the 
assessment and claim 
the Certificate of 
Assessment Results 
(CARs) right after the 

4.1 Conduct 
assessment 
and issue 
Certificate of 
Assessment 

none 1 day 
 
 
 
 

Competency 
Assessor/Trainor 
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scheduled  
assessment  

Result 
(CARs) 
indicating – 
Competent or 
Not Yet 
Competent 
right after the 
examination 

 
 
 
 

 

TOTAL 
 
 

6 days, 2 
hours : 25 
minutes 
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2. Application for On the Job Training (OJT) / Apprenticeship  
 

This program / services will enhance the knowledge, skills and attitude of the trainee 
through actual experience in the workplace.  The trainee will apply for OJT after finishing 
the course to gain more experience in the industry.   
 

Office or Division: Provincial Manpower Training Center (PMTC) 

Classification: Simple 

Type of 
Transaction: 

G2C - Government to Citizen 

Who may avail: Trainees / Graduates of PMTC 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
* Resume or Biodata,  (2 copies – original) 

* 2 pcs picture - passport size 
 

 
Client / Trainee 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Submit the 
requirements  
needed for OJT  

1.1 Receive 
and check the 
requirements 
1.2 Issue OJT  
and Waiver 
form to be 
filled-up by the 
trainee.  And 
1.3 Give 
instruction to 
return on the 
next day the 
accomplished 
forms with 
parent/guardian 
signature on 
the waiver form 

none 
 

 
none 

 
 
 
 

none 
 

2 minutes 
 
 

2 minutes 
 
 
 
 

1 day 

OJT and 
Placement Officer 

 
OJT and 

Placement Officer 
 
 
 
 

OJT and 
Placement Officer 

 

2. Return the 
accomplished OJT 
and waiver forms in 
the OJT and 
Placement Office 

2.1 Receive 
and check the 
forms if 
properly 
accomplished  
2.2 Prepare 
endorsement 

none 
 
 
 
 

none 
 

 2 minutes 
 
 
 
 

4 minutes 
 

OJT and 
Placement Officer 

 
 
 
 

Admin 
Staff/Encoder 
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letter to 
company/firms 
2.3 Forward the 
endorsement 
letter to chief of 
Office for  
approval and 
signature 

 
 

none 

 
 

1 minute 

 
Chief of Office 

3. Attend the brief 
orientation regarding 
OJT and Career 
Guidance 

3.1 Conduct 
brief orientation 
on career 
guidance and 
OJT and the 
situation on the 
new working 
environment;  
3.2 Issue the 
endorsement  
letter with 
supporting 
documents for 
submission to 
company or 
firm 

none 
 
 
 
 
 
 
 
 

none 

7 minutes 
 
 
 
 
 
 
 
 

2 minutes 

Placement & 
Guidance Officer 

 
 
 
 
 
 
 
 

OJT and 
Placement Officer 

TOTAL  1 day & 20 min  
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3. Issuance of Training Certificates & other Certification 
 

Training Certificates and Certification of Grades (COG) shall be issued to all graduates 
of PMTC after accomplishing all the requirements in a given course. 
  

Office or Division: Provincial Manpower Training Center (PMTC) 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Graduates of PMTC 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

*Clearance Form  (1 copy) 
*Request Form   (1 copy) 

Registrar’s Office 
 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Get the clearance or 
request form to Registrar’s 
Office,  fill out the form  
and submit to Instructional 
Office for evaluation. 

1.1 Receive the 
clearance or 
request form 
and check the 
status of trainee 
1.2 Sign the 
clearance or 
request form if 
the trainee is 
cleared  
If not, the 
trainee will be 
given a  
completion form 
to complete the 
subject 

none 
 

 
 

 
none 

 

2 minutes 
 

 
 

 
1 minute 

Instructional Staff 
 

 
 
 
 

Instructional Head 

2. Present the 
request/clearance form to 
the cashier for verification 
of accounts 

2.1 Check the 
trainee’s 
accounting 
records if there 
is no accounts 
payable 
2.2 Sign the 
form if the 
trainee is 
cleared and if 
not, write on the 
form the exact 
amount to be 

None 
 
 
 
 
 

none 
 

3 minutes 
 
 
 
 
 

1 minute 

Cashier Staff 
 
 
 
 
 
 

Cashier Staff 
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paid by the 
trainee 

3. Submit the 
accomplished form to the 
Registrar’s Office for 
issuance of request 

3.1 Receive the 
accomplished 
form and check 
the records of 
trainee in the 
T2MIS if it is 
registered and 
completed 
 
3.2 Sign the 
form and issue 
a stub for 
claiming the 
request 
 
3.3 Prepare the 
request/s of 
trainee/client  
 
3.4 Sign and 
certify the 
request 
 
3.5 Issue the 
request of client 
(Training 
Certificate or 
Certification of 
Grades) 

none 
 
 
 
 
 
 
 
 

none 
 
 
 
 
 

none 
 
 
 

none 
 
 
 

none 

2 minutes 
 
 
 
 
 
 
 
 

1 minute 
 
 
 
 
 

7 minutes 
 
 
 

4 minutes 
 
 
 

2 minutes 

Registrar Staff 
 

 

 

 

 

 

 

 

 

 

 

Registrar Staff 
 

 

 

 

 

 

Registrar Staff 
 
 
 

Registrar & the 
Chief of Office 

 

 

 

Registrar Staff 
 

 

 

TOTAL 
 
 

23 minutes  
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4. Processing of Enrolment for Skills Training 

The office provides relevant, accessible, high quality and competent technical education 
and quality skills training responsive to its constituents to support the growing needs of 
the developing industries in the province. 

 
Client assessment, evaluation and administration of test are given to client who wants to 
enroll and study technical vocational skills training. 

 

Office or 
Division: 

Provincial Manpower Training Center (PMTC) 

Classification: Simple 

Type of 
Transaction: 

G2C - Government to Citizen 

Who may avail: 
 Out of School Youth (OSY) unemployed adults, professional, non-
professional and underprivileged constituents in the province. 
  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

* Certification of Grades (COG), (Xerox 

copy) 
* Transcript of records (TOR) (xerox copy) 
* 3 pcs Picture - 1x1 & passport size  
* Brgy. Clearance (original copy) 

* at least 18 yrs old and above 
* Birth certificate 

Client / Enrollees 

CLIENT STEPS 
AGENCY ACTIONS FEES TO 

BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1.Submit the 
requirements  for 
enrolment for 
assessment and 
evaluation and 
copy the schedule 

1.1 Receive and 
check the 
requirements  
1.2 Interview, 
assess  and 
evaluate the client;  
1.3 Provide pre-
enrolment and 
evaluation form to 
be filled out by the 
client. Give 
instruction to copy 
the schedule posted 
in the bulletin board 

none 
 

 
none 

 
 
 
 

none 

2 minutes 
 

 
3 minutes 

 
 
 
 

10 minutes 

Enrolment Officer 
 

 
 

Enrolment Officer 
 
 
 
 

Enrolment Officer 
 
 
 

2.  Forward the 
accomplished 

2.1 Check the 
completeness of 

 
none 

 
3  minutes 

 
Instructional staff 
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forms to the 
Instructional 
Office for 
checking and 
computation 
 
 
 
 
 

information in the 
enrolment form and 
assess/compute the 
fees depending on 
the number of hours 
enrolled 
2.2 Sign and 
approve the 
enrolment form 
  

 
 
 
 
 
 
 
 

none 

 
 
 
 
 

 
 
 

1 minute 

 
 
 
 
 
 
 
 

Chief of Office 

3. Bring and 
present  the 
enrolment form to 
the Cashier’s 
Office for 
payment 

3.1 Receive 
payment and issue 
Official Receipt  

Tuition Fee 
– P1.00/hr 
Laboratory 

Fee–
P20.00 per 
lab & Misc. 

Fees 
P 160.00 
Ex: SMAW 
NC II -268hrs 
TF-268.00 
LF-100.00 
MF-160.00 
Total-
P528.00 

 

 
 

3 minutes 

 
 

Collecting Officer 
Provincial 

Treasurer’s Office 

4. After payment, 
submit the 
enrolment form to 
the Registrar’s 
office for final 
registration 

4.1 Receive and 
register the enrollee, 
issue class cards 
and Identification 
Card (ID) 

 
none 

 
5 minutes 

 
Registrar staff 

TOTAL  27 minutes  

Note: Total Tuition Fee will depend on the number of hours per course enrolled by the 
client. 
    As per SP Resolution P.O. No.03-s-2015 
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5. Application for Supervised Industry Learning (SIL)  
 

This program / services will enhance the knowledge, skills and attitude of the trainee 
through actual experience in the workplace and enhancement of competency thereby 
making them more competitive and employable. 
 
 The trainee will apply for SIL after finishing the course to gain more experience in the 
industry.  
 

Office or Division: Provincial Manpower Training Center (PMTC) 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Trainees / Graduates of PMTC 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
* Resume or Biodata,(2 copies – original & xerox) 

* 2 pcs picture - passport size 
*Brgy. Clearance 

 
Client / Trainee 

CLIENT STEPS 

AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSO
N 

RESPO
NSIBLE 

1.Submit the requirements  
needed for OJT  

1.1 Receive and 
check the 
requirements 
 
1.2 Issue SIL 
and Waiver form 
to be filled-up by 
the trainee. 
   
1.3 Give 
instruction to 
return the 
accomplished 
forms with 
parent/guardian 
signature on the 
waiver form 
 

none 
 

 
 

none 
 
 
 
 

none 
 

2 minutes 
 
 
 

2 minutes 
 
 
 
 

1 day 

SIL  and 
Placemen
t Officer 

 
 

SIL and 
Placemen
t Officer 

 
 
 
 

SIL and 
Placemen
t Officer 

 

 

2. Return the 
accomplished SIL and 

 

2.1 Receive and 
check the forms 

 
none 

 
 

  
2 minutes 

 
 

 
SIL and 

Placemen
t Officer 
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waiver forms in the SIL 
and Placement Office 

if properly 
accomplished  
 

2.2 Prepare 
endorsement 
letter to company 
/industry  
 
2.3 Forward the 
endorsement 
letter to chief of 
Office for  
approval and 
signature 
 

 
 

none 
 
 
 

none 

 
 

4 minutes 
 
 
 

1 minute 

 
 
 

Admin 
Staff/Enco

der 
 
 

Chief of 
Office 

 
3. Attend the brief 
Orientation and Career 
Guidance 

 
3.1 Conduct 
brief orientation 
on career 
guidance  and 
the situation on 
the new working 
environment;  
 
3.2 Issue the 
endorsement  
letter with 
supporting 
documents for 
submission to 
industry 

 
none 

 
 
 
 
 
 
 
 

none 

 
10 minutes 

 
 
 
 
 
 
 
 

2 minutes 

 
Placemen

t & 
Guidance 

Officer 
 
 
 
 
 
 
 
 

SIL and 
Placemen
t Officer 

TOTAL  1 day & 23 min.  
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Eduardo L. Joson Memorial College 

 
External Services  
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1. ADMISSION: Enrollment of Incoming Freshmen 
 
Every first semester of each academic year, ELJMC welcomes freshmen’s enrollees who 
qualified in the College Admission and Scholarship Tests (CAST). This is in keeping with 
the goal of EJMC to uplift the lives of the deserving indigent Novo Ecijano youth through 
quality education.  
 

Service or 
Division: 

ELJMC – Office of the College Registrar 

Classification: Simple 

Type of 
Transaction: 

Government to Client 

Who may avail: Incoming Freshmen/Transferees 

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

Original PSA Birth Certificate Philippine Statistics Authority 

Original DepEd Form 138 Previous School 

Original DepEd Form 137 Previous School 

Original Certificate of Good Moral 
Character 

Previous School 

Original Certificate of Indigence Municipal/City Social Welfare and Dev’t Office 

2pcs 2x2 ID Picture with Nametag  

1pc long brown envelop & 2pcs long 
folders 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
complete 
requirements. 
 
 
 
 
 
 
 
 
 

2. Submit duly 
accomplish 
Student Profile 

 
 
3. Proceed to own 

Department 
(Teacher 

1.1 Check and 
verify 
submitted 
documents 

 
1.2 Issue student 

profile to be 
filled out by 
client once all 
admission 
requirements 
are in order 

 
2.1 Issue student 

number and 
class schedule 

 
 

None 
 
 
 

None 
 
 
 
 
 
 

None 
 
 
 
 

None 
 
 
 

10 minutes 
 
 
 

2 minutes  
 
 
 
 
 
 

15 minutes 
 
 
 
 

10 minutes 
 
 
 

Staff-in-Charge 
Registrar’s Office 

 
 

Staff-in-Charge 
Registrar’s Office 

 
 
 
 
 

Staff-in-Charge 
Registrar’s Office 

 
 
 

Registration Adviser 
and Dean 
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Education or 
Business 
Education) for 
validation of 
class schedule 
 

4. Submit validated 
and signed class 
schedule  

3.1 Validate and 
sign student’s 
class schedule 

 
 
 
 
 
1.1 Issue 

Certificate of 
Registration  

 
 

 
 
 
 

None 
 

 
 
 
 

5 minutes 

Teacher/Business 
Education 

Department 
 
 
 
 

Staff-in-Charge 
Registrar’s Office 

 
 

                                                             
Total 

 42 mins  
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2. APPLICATION FOR DORMITORY ACCOMMODATION 
 

Dormitory accommodation is one of the privileges received by ELJMC students. 
Accommodation in the dormitory is renewed every semester and is approved depending 
on the criteria set by the Office of the Student Affairs. These criteria include the distance 
of the student’s residence in the school, the amount of transportation and other 
transportation concerns due to the geographical location. 

 
Students may apply for dormitory accommodation after enrollment. Renewal of dormitory 
privilege is subject to the evaluation of the Director of Student Affairs. Dormitory 
accommodation may be suspended or terminated once violations in the dormitory rules 
were incurred by a student. 
 
 

Office or 
Division: 

Eduardo L. Joson Memorial College 

Classification: Simple 

Type of 
Transaction: 

G2C- Government to Citizen 

Who may avail: Selected Students of ELJMC 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Certificate Of Enrollment  
Student 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO 
BE 

PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Secure Dorm 
Accommodation 
Slip 

 

1. Release Dorm 
Accommodation 
Slip 

 

None 1 minute 
Office of 

Student Affairs 
 

2. Proceed to 
Administrative 
Office 

 

2. Assess and 
Approve Dorm 
Accommodation 
Slip 

 
None 

10 minutes 

Office of 
Administrative 

Officer 
 

3. Proceed to 
Dormitory 

3. Issued Dorm 
Accommodation 
Form None 1 minute Dormitory Staff 
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4. Fill out the 
Dorm  
Accommodation 
Form 

4. Receive the  
Accomplished 
Dorm 
Accommodation 
Form and 
provide room to 
student 

None 15 minutes Dormitory Staff 

                               Total 27 minutes  

 
  



 
 
 
 
 

 410 

3. Borrowing of Books 
 
 It is the privilege of all ELJMC students to borrow books and other reference 
materials in the library.  

Student who borrowed books or other reference materials overnight are given 24 
hours to return it. Penalties such as minor and major violations are given to students who 
failed to return books on time or returned books with defects.  
 
Office or 
Division: 

ELJ Memorial College- Library Services 

Classification: Simple 

Type of 
Transaction: 

G2C- Government to Citizen 

Who may 
avail: 

All Students Of ELJMC 

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

 Registrar’s Office 

Library Card  
 

Library Personnel 
 

CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present 
library Card 
to the 
Library 
Personnel 

1. Evaluate the 
library card if 
there were 
unreturned 
books. 

None 2 minutes Library Staff 

2. Borrow 
Books 

2.1 Look for the 
accessions 
which the 
students 
would like to 
borrow. 
 

2.2  Appraise 
whether the 
book could be 
borrowed over 
night or not. 
 

None 
 

15 minutes 
 

Library Staff 
 

3. Release 
book/s 

3. List the book to 
the library card, 
get the library 
card and 

None 2 minutes Library Staff 
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release the 
book. 

 

 
4. Returned 

borrowed 
book 
 

 
4.1 Look for the 

student’s 
library card 
 

4.2 Check the 
book/s 
returned for 
damage or 
defects. 

 
 

 
4.3 Sign that the 

returned 
column of the 
library card. 
 

4.4 return the 
library card. 

None 
 
 

5 minutes 
 
 

      Library Staff 
 
 

Total 24 minutes  
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4. DENTAL SERVICES 
 

Students also undergo an initial assessment by the School Dentist for their dental 
records. If there is a need of extensive assessment, students are given a referral during 
the initial assessment. 

 

Office or 
Division 

ELMC - School Clinic 

Classification: Simple 

Type of 
Transaction: 

G2C- Government to Citizen 

Who may avail: All incoming freshmen students of ELJMC 

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

• Medical Form ELJMC School Clinic 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the duly 
accomplished 
Medical Form 

1.1. Receive the 
Medical Form  
 

1.2. Verify the 
content of the 
medical form 
and clearance 
for 
completeness 
and 
authenticity. 

 
None 

 
 
 

None 

 
3 minutes 

 
 
 

2 minutes 

 
School Nurse  

 
 
 

School Nurse  
 
 

2. Get an initial    
assessment 
from the 
School 
Dentist. 

2.1. Perform 
dental 
assessment to 
student. 
 

2.2. Fill up the 
dental records 
of the student. 

 
 

2.3. Provide a 
referral to a 
dental clinic, if 
needed 

None 
 
 
 

None 
 
 
 
 

None 

20 minutes 
 
 
 

5 minutes 
 
 
 
 

5 minutes 

School Dentist 
 
 
 

 School Nurse  
 
 
 
 

School Nurse  
 

                  Total  35 minutes  
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5. Enrollment of Irregular / Re-admitted Students 
 
As previously stated, the schedule of enrollment for irregular students differ from 

the regular students because their subject or course load will differ. Most irregular 
students are those who are in warning status, transferees and readmitted students with 
back subjects. Proper evaluation of these students is important so that they will 
unnecessarily held back in their studies. 
 

Service or 
Division: 

ELJMC – Office of the College Registrar 

Classification: Simple 

Type of 
Transaction: 

Government to Client 

Who may avail: All previous and current students of ELJMC including graduates  

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

Evaluation Slip Office of the College Registrar 

Clearance Form/Final Examination 
Permit 

Office of the College Registrar 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to 
Registrar’s 
Office for 
evaluation of 
subjects to be 
enrolled  

 
 
2. Choose non-

conflicting 
schedule of 
classes of 
subjects to be 
enrolled 

 

3. Submit 
Evaluation slip 
with class 
schedule and 
Clearance 
Form/Final 
Examination 
Permit 
 

 

1.1 Evaluate and 
update 
student’s 
records 
 

1.2 Issue 
evaluation slip 
to student  

 
2.1 Present to 

student 
schedule of 
classes  

 
 
 
3.1 Assess 

subjects and 
schedule of 
classes are in 
order  
 

3.2 Encode and 
print class 
schedule  

None 
 
 
 

None 
 
 

None 
 
 
 
 
 

None 
 
 
 
 

None 
 
 

None 
 
 
 

15 minutes 
 
 
 

5 minutes 
 
 

5 minutes 
 
 
 
 
 

5 minutes 
 
 
 
 
15 minutes  
 
 

10 minutes 
 
 
 

Staff-in-Charge 
Registrar’s Office 

 
 

Staff-in-Charge 
Registrar’s Office 

 
Staff-in-Charge 

Registrar’s Office 
 
 
 
 

Staff-in-Charge 
Registrar’s Office 

 
 
 

Staff-in-Charge 
Registrar’s Office 

 
Registration Adviser 

and Dean 
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4. Proceed to own 
Department 
(Teacher 
Education or 
Business 
Education) for 
validation of 
class schedule  
 

5. Submit validated 
and signed class 
schedule  

 

 
4.1 Validate and 

sign student’s 
class schedule 

 
 
 
 
 
5.1 Issue 

Certificate of 
Registration 

 

 
 
 
 

None 
 
 
 

 
 
 
 

5 minutes 
 

Teacher/Business 
Education 

Department 
 
 
 
 

Staff-in-Charge 
Registrar’s Office 

 

                                                           
Total 

 1 Hr  
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6. Enrollment of Old (Second to Fourth Year) Students 
 

Enrolment for the old students at ELJMC happens every August for the first semester 
every January for the second semester. Regular and irregular students have different 
schedule for enrollment since their subject loads will differ. 
 

Service or 
Division: 

ELJMC – Office of the College Registrar 

Classification: Simple 

Type of 
Transaction: 

Government to Client 

Who may avail: All previous and current students of ELJMC including graduates  

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

Evaluation Slip Registration Adviser – own Department 

Clearance Form/Final Examination 
Permit 

Office of the College Registrar 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
Evaluation Slip 
and Clearance 
Form/Final 
Examination 
Permit 
 
 
 
 

2. Proceed to own 
Department 
(Teacher 
Education or 
Business 
Education) for 
validation of 
class schedule 
 

3. Submit validated 
and signed class 
schedule  

 

1.1 Receive and 
assess 
submitted 
documents 
 
 

1.2 Issue Class 
Schedule 

 
2.1 Validate and 

sign student’s 
class schedule 

 
 
 
 
 
 
3.1 Issue 

Certificate of 
Registration 

 
 

None 
 

 
 
 

None 
 
 

None 
 
 
 
 
 
 
 
 
 

None 
 
 

5 minutes 
 
 
 
 

15 minutes  
 
 

10 minutes 
 
 
 
 
 
 
 
 
 

5 minutes 
 
 

Staff-in-Charge 
Registrar’s Office 

 
 
 

Staff-in-Charge 
Registrar’s Office 

 
Registration Adviser 

and Dean 
Teacher/Business 

Education 
Department 

 
 
 
 
 
 

Staff-in-Charge 
Registrar’s Office 

 
 

                                                             
Total 

 35 mins. 
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7. ISSUANCE OF ACADEMIC RECORDS 
 
As per CHED Memorandum Order No. 40 Series of 2008 Article XX, Section 97 entitled, 
“Release of Records”. It shall be the duty of the higher education institution to release the 
school records of a student who has no outstanding property/or financial obligations to the 
institution, or is not under penalty of suspension or expulsion. In line with this, the following 
academic records may be requested from ELJMC Registrar. 
 

• Transcript of Records (TOR) 

• Diploma 

• Honorable Dismissal 

• Certification of GPA/GWA 

• Certification of Honors 

• Certification of Grades 

• Certification of Enrollment 

• Certification, Authentication and Verification (CAV) 

• Certified True Copy of Original Documents 
 

Office or 
Division: 

ELJMC – Office of the College Registrar 

Classification: Simple 

Type of 
Transaction: 

 G2C 

Who may avail: All previous and current students of ELJMC including graduates  

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

Official Receipt for request  PTO 

For clients requesting certified 
true copies of document/s: 

 

Original and photocopies of 
document/s for CTC 

Client 

Additional for graduates or 
transferees: 

 

Clearance from property and/or 
financial obligations 

Office of the College Registrar 

Additional if the one claiming the 
document is another person: 

 

Authorization or Special Power of 
Attorney 

Client 

Valid Identification Card with Picture 
of both Representative and client 

Client 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 
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2. Submit 
requirements. 

1.1 Assess the 
requirements 
submitted and 
advise client to 
proceed to 
PTO for 
payment. 

None 1 minute 
 

Staff-in-Charge 
Registrar’s Office 

 
3. Pay 

corresponding  
fees at the       
Treasurer’s 
Office 
(for duplicate 
copies of 
Transcript of 
Records) 
 
 

4. Proceed to 
Registrar’s 
Office 
 

 
 
 
 
 
 
 
 
 
 
 

5. Present claim 
stub on 
appointed date 
  

 

 
2.1 Accept 

payment for 
document/s 
requested 

 
 
 
 
 
3.1 Check entries 

on the Request 
Form and 
attachments 
including the 
Official Receipt 
and signed 
Clearance (as 
applicable) 

 
3.2 Issue claim 

stub once all 
documents are 
in order 

 
4.1 Release 

document/s 
requested 

 
4.2 Have client 

sign registrar’s 
copy of 
requested 
document/s as 
proof of receipt 

 
P50/per 

TOR 
 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 
 

None 
 
 
 
 

None 
 
 
 

None 
 

 
5 minutes 

 
 
 
 
 
 
 
 

5 minutes 
 
 
 
 
 
 
 
 

2 minutes 
 
 
 
 

5 minutes 
 
 
 

2 minutes 
 

 
Cashier 

Treasurer’s Office 
 
 
 
 
 
 
 

Staff-in-Charge 
Registrar’s Office 

 
 
 
 
 
 
 

Staff-in-Charge 
Registrar’s Office 

 
 
 

Staff-in-Charge 
Registrar’s Office 

 
 

Staff-in-Charge 
Registrar’s Office 

 
 

                                                              
Total 

 29 mins  
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8. Issuance of Good Moral Certificate 
 
One of the services offer by the Guidance Office is the issuance of Good Moral 
Certificate. All students of ELJMC are able to request good moral certificate for their 
scholarship, job application and other purposes. Requesting and releasing of the 
certificate is within 1-2 days. 
 

Office or 
Division: 

ELJMC – Guidance Office 

Classification: Simple  

Type of 
Transaction: 

G2C – Government to Citizen 

Who may avail: All ELJMC students 

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

None  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Log to 
Guidance Log 
book upon 
visitation. 

 

1.1 Checked the    
       Log book. 

None  2 minutes 
Guidance 

Coordinator 

2. Request for 
Good Moral 
Certificate. 

 

2.1 Release the    
      Good Moral   
      Certificate. 

None 10 minutes 
Guidance 

Coordinator 

                    Total  12 minuntes  
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9. Issuance of Referral Slips 
 
A Referral Slip is a document issued by the School Clinic in case a student, faculty, or 
staff requires a more extensive treatment that cannot be provided by the clinic due to 
limitations in facilities. The slip is used by the receiving Health Center or hospital to be 
able to identify diagnosis made by the clinic personnel, or if first-aid has been 
administered. 
 
For cases that require immediate extensive treatment, referral slips can be given 
immediately after the assessment performed by either the school nurse, nursing aide, 
school dentist. 
 

Office or Division: ELMC - School Clinic 

Classification: Simple 

Type of Transaction: G2C- Government to Citizen 

Who may avail: All students, faculty, and staff of ELJMC 

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

None  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO 
BE 

PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Student/faculty/staff 
must go (or be 
assisted) to the 
school clinic 

1.1. The 
attending 
nurse or 
nursing aide 
will assess 
the patient. 

1.2. The 
attending 
nurse or 
nursing aide 
will provide 
first-aid to 
the patient. 
Patient will 
undergo 
observation, 
if condition 
does not 
improve, a 
referral slip 
is given. 

None 5 minutes 
(immediate 

referral) 
 
 

2 hours 

School Nurse / 
Nursing Aide 

ELJMC School 
Clinic 
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                           Total  2 Hours and 5 
Mins. 
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10. LIBRARY SERVICES: Library Card Registration 
 

ELJMC students are provided free access to the college library. A library card will be 
given to each student upon registration. Students should present their enrollment 
registration form before they are allowed to apply for a library card. Attached in the library 
card is their 1x1 picture. 

 
Students with no library card will not be allowed to borrow books or read materials 

from the library. It is in the library card where all transactions of students in the library are 
recorded. 
 
Office or 
Division: 

ELJ Memorial College-Library Services 

Classification: Simple 

Type of 
Transaction: 

G2C- Government to Citizen 

Who may 
avail: 

All Students Of ELJMC 

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

Enrollment Registration Form Registrar’s Office 

Library Card Application Form 
 

Library Personnel 
 

CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
1. Submit 

requirements 
to College 
Library 

 

1. Check the 
enrollment 
form of the 
applicant 

None 5 minutes Library Staff 

2. Apply for 
Library Card 
from the 
Library 
personnel in-
charge 

 
 
 

 

 
2.1 Discuss 

Library rules 
then let the 
student fill-up 
the library 
card. 
 
 

2.2 Fill-up the 
Library Card 
Form 

 

 
 

None 
 

 

15 minutes Library Staff 
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3. Approval of 
Application 

3. Release the 
Library Card 

None 
 

2 minutes 
 

Library Staff 
 

Total 22 minutes  
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11. MEDICAL SERVICES: Recommendation for excuse due to illness 
 
There are certain instances that a student experiences medical conditions or sudden 
injuries during class or while in the school premise. The school clinic provides an excuse 
slip which is given to the student’s classmate/s to be shown to his/her instructors as a 
valid proof of the condition or injury. This will allow the student to be excused from any 
class or activity that he/she might miss. 
 
The school clinic also informs the student’s parents or guardian regarding the condition 
of the student. If necessary, they will inform them of the need to pick up the student so 
that he/she can be safely sent home. 
 
The excuse slip will ONLY be used for valid medical conditions or injuries. Cases where 
the condition or injury is not severe enough, or has little to no effect on student’s academic 
activity, the excuse slip will NOT be given.  
 

Office or 
Division: 

ELMC - School Clinic 

Classification: Simple 

Type of 
Transaction: 

G2C- Government to Citizen 

Who may avail: All students of ELJMC 

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

None  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Student must 
go (or be 
assisted) to 
the school 
clinic 

1. The attending 
nurse or nursing 
aide will assess 
the student 

None 5 minutes School Nurse / 
Nursing Aide 

ELJMC School 
Clinic 

2. Student or 
assisting 
classmate 
signs the 
clinic logbook 

2. The attending 
nurse or nursing 
aide issues an 
excuse slip to 
be shown to the 
student’s 
instructors. 

None 3 minutes School Nurse / 
Nursing Aide 

ELJMC School 
Clinic 

                  Total  8 minutes  
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12. Provision of First Aid  
 
The school clinic provides first-aid and basic medical services to students, faculty, and 
staff. These services include treatment, but not limited, to headaches, sprains, wounds 
and bruises, fainting, and other mild cases. The school clinic has facilities for these basic 
conditions and injuries. Basic medications like Paracetamol can also be requested at the 
school clinic. 
 
The school nurse and nursing aide are given proper and updated training to be able to 
provide satisfactory service to the students, faculty, and staff. 
 

Office or Division: ELMC - School Clinic 

Classification: Simple 

Type of Transaction: G2C- Government to Citizen 

Who may avail: All students, faculty, and staff of ELJMC 

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

None  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Student/faculty/staff 
must go (or be 
assisted) to the 
school clinic 

1. The attending 
nurse or 
nursing aide 
will assess 
the patient. 

None 5 minutes School Nurse / 
Nursing Aide 

ELJMC School 
Clinic 

2. Student or assisting 
classmate/faculty/ 
staff signs the 
clinic logbook 

2.1 The attending 
nurse or 
nursing aide 
proceeds in 
providing first-
aid to the 
patient. 

 
2.2 The attending 

nurse will 
observe the 
patient for 
improvements. 

 
 
 
 

None 

 
 
 
 

2 hours 

School Nurse   
 
 
 
 
 

School Nurse   
 
 

                            Total  2 Hours and 5 
Mins. 
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13. PROVISION OF GUIDANCE COUNSELING 
 
Guidance Services will be given to all ELJMC students. This is to provide the necessary 
information, knowledge, attitude and skills to students to become mature and socially 
responsible individuals.   
 
Counseling Service will be given upon the visitation of the students in the Guidance Office 
and the duration of the session is depending on the concern and response of the students. 
Monitoring and follow-up are also included. 
 
 

Office or 
Division: 

ELJMC – Guidance Office 

Classification: Complex 

Type of 
Transaction: 

G2C – Government to Citizen 

Who may avail: All ELJMC students 

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

For counseling Service: 
 

• None 

 

  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Log to 
Guidance Log 
book upon 
visitation. 

1. Guidance 
Coordinator 
will give the 
Individual 
Inventory form 
to the 
students.  

    None  5 minutes 
Guidance 

Coordinator 

2. Ask for 
counseling. 

 
 

2.1. Build a 
rapport 
toward the 
client/student. 

2.2. Start the 
counseling 
session. 

2.3. Monitoring 
and follow-up 
will be done if 
needed. 

None 14 days 
Guidance 

Coordinator 
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                         Total 
 

14 days and  
5 minutes 
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14. SETTLEMENT OF STUDENT GRIEVANCES 
 
Student Grievances may take form of any of the following: grievance against 
academic personnel, grievance against staff and general service personnel, grievance 
against fellow students, and other grievance (all other complaints not falling under the 
jurisdiction of the Dean of Academic Affairs, Administrative Officer, and Director of 
Student Affairs shall be addressed to the College President.) The settlement is made in 
order to maintain the harmonious relationship in the ELJMC community. 
 
 

Office or Division: ELJMC – Office of Student Affairs 

Classification: Complex 

Type of 
Transaction: 

G2C- Government to Citizen 

Who may avail: ELJMC Students  

CHECKLIST OF REQUIREMENT WHERE TO SECURE 

  

Complaint Letter Student 

  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 

Letter of 

Complaint 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1.1 OSA will 
receive the 
Written 
Statement of 
the 
Complained 
Party. 

 
 
 
 
 

 
1.2 Within three 

(3) days from 
the date of 
complaint. A 
Copy should 
be given to 
the 
Complainant. 

 None 
 
 
 
 
 
 
 
 
 
 
  None 
 
 
 
 
 
 
 
 
 

 30 minutes 
 
 
 
 

 
 
 
 
 
 

3 days 
 
 
 
 
 
 
 
 
 

Director/ Activity 
Coordinator 

Office of Student 
Affairs 

 
 
 
 
 
 

 
Director/ Activity 

Coordinator 
Office of Student 

Affairs 
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2. During the 

Hearing, 

said 

Complainant 

and 

Complained 

Party shall 

be given the 

opportunity 

OSA shall 
then transmit 
both Written 
Statements of 
the 
Complainant 
and 
Complained 
Party with 
OSA 
Endorsement 
to the 
Student 
Discipline 
Committee 
for hearing, 
deliberation 
and decision. 
  

1.3 The Student 
Discipline 
Committee is 
tasked to 
preliminarily 
assess the 
merit of the 
complaint 
and will set 
the date of 
the hearing 
with the 
Complainant 
and 
Complained 
Party within 
three (3) days 
from receipt 
of said 
Statements 
with OSA 
Endorsement 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
1 day 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

2 hours 
 
 
 
 

4 hours 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
Director/ Activity 

Coordinator 
Office of Student 

Affairs 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
Director/ Activity 
Coordinator 
Office of Student 

Affairs 
 
Director/ Activity 

Coordinator 
Office of Student 

Affairs 
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to present 

evidence to 

support their 

statements. 

Amicable 

Settlement 

and Dispute 

Resolution 

is hereby 

adopted as 

a mode of 

settling 

issues and 

grievances. 

(The 

complainant 

needs to 

attend the 

hearing for 

of the said 

grievance 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. The 

complainant 

will be 

2.1 The OSA will 
facilitate the 
hearing 
 
 
 
 
 
 
 
 
 
 

2.2 After the 
Hearing, the 
Student 
Discipline 
Committee 
shall arrive at 
a Resolution 
not later than 
three (3) 
days from 
the date of 
the hearing, 
to be 
forwarded to 
the 
Academic 
Council for 
Approval.  

 
 
2.3 Final 

Approval 
shall be 
made by the 
Chairman of 
the Board of 
Trustees. 
The 
Decision of 
the 
President 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 

1 hour 
 
 
 
 
 

 
 
 
 
 
 
 

 
1 hour 

 
 
 
 
 
 
 

 
 

 
 
Director/ Activity 

Coordinator 
Office of Student 

Affairs 
 
 
. 
 
 

 
 
 
 

 
Director/ Activity 

Coordinator 
Office of Student 

Affairs 
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informed of 

the decision 

of the 

discipline 

committee. 

 

shall be final 
if no appeal 
is made to 
the 
Chairman of 
the Board of 
Trustees. 

 
 
3.1 The OSA 

will call the 
attention of 
the 
complainant 
and will 
discuss to 
him/her the 
result of the 
hearing. 

 

Total 
 

 4 days, 8hrs 
and 30mins. 
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FEEDBACK AND COMPLAINTS MECHANISM 

How to send feedback 
Answer the client feedback form and 
drop it at the designated 
drop box in every office/division. 

How feedbacks are processed 

Every Friday, the Provincial Human 
Resource Management Officer/Anti-
Red Tape Focal Person opens the 
drop box and compiles and records all 
feedback submitted. Feedback 
requiring answers are forwarded to 
the relevant offices/divisions and they 
are required to answer within three (3) 
days of the receipt of the feedback. 
The answer of the office/division is 
then relayed to the citizen. For 
inquiries and follow-up, clients may 
contact the following: 
hrmo.nuevaecija@gmail.com or (044) 940-
1899; 958-1977 
 

How to file a complaint 

Answer the Client Complaint Form 
and drop it at the designated drop box 
in every office/division. Complaints 
can also be filed thru email. Make 
sure to provide the following 
information: Name of person being 
complained, Incident, Evidence.  

How complaints are processed 

The Anti-Red Tape Focal Person 
opens the drop box on a daily basis 
and evaluates each complaint. Upon 
evaluation, the ARTFP shall start the 
investigation and forward the 
complaint to the relevant office for 
their explanation. The ARTFP will 
create report after the investigation 
and shall submit it to the Office of the 
Governor through the Anti-Red Tape 
Committee. The ARTFP will give 
feedback to the client. For inquiries 
and follow-ups, clients may contact 
the following telephone  number: (044) 
940-1899; 958-1977; 958-1899 
 

mailto:hrmo.nuevaecija@gmail.com
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Contact Information of CCB, PCC, 
ARTA 

ARTA: 8-478-5093 
complaints@arta.gov.ph  
 
PCC: 8888  
pcc@malacanang.gov.ph  
 
CCB:  
0908-881-6565 
email@contactcenterngbayan.gov.ph  

 
  



 
 
 
 
 

 433 

Office Address Email Address 
Contact 
Number 

Governor’s Office 
New Capitol, 
Palayan City 

nepg_gov@yahoo.com.ph 
940-1899; 
958-1977; 
958-1899 

Office of the 
Sangguniang 
Panlalawigan 

New Capitol, 
Palayan City 

 
nuevaecija_sp@yahoo.com 

958-1877/1779 

Provincial 
Administrators Office 

New Capitol, 
Palayan City 

nepg_gov@yahoo.com.ph 
(044) 940-1899 / 
(044) 940 -5122 

Administrative Division - 
G.O. 

New Capitol, 
Palayan City 

nepg_gov@yahoo.com.ph 958-1877/1779 

Public Affairs Monitoring 
Office - G.O. 

New Capitol, 
Palayan City 

 
n/a 

 
 

0968-247-144 / 
0916-457-8908 

Sports & Youth 
Development Office - 

G.O. 

Old Capitol, 
Cabanatuan City 

 
ne_sydsgo@yahoo.com 

09097795568 / 
09436065388 

DWNE TeleRadyo  - 
G.O. 

New Capitol, 
Palayan City 

dwneteleradyo@gmail.com 
 

0956-815-6494 

Management 
Information System 

Division 

New Capitol, 
Palayan City 

 
pgnemis2020@gmail.com 

n/a 

Provincial Youth 
Development Office 

Old Capitol, 
Cabanatuan City 

info@pydonuevaecija.org 0927-918-3939 

Provincial Disability 
Affairs Office 

New Capitol, 
Palayan City 

staanaariel74@gmail.com 0927-314-8134 

Provincial Tourism 
Office 

New Capitol, 
Palayan City 

nuevaecijatourismwebsite@gmail.c
om 

n/a 

Provincial Human 
Resource Management 

Office 

New Capitol, 
Palayan City 

hrmo.nuevacija@gmail.com n/a 

Provincial Treasurer’s 
Office 

New Capitol, 
Palayan City 

n/a 0939-912-9597 

Provincial Budget Office 
New Capitol, 
Palayan City 

 
pbonuevaecija@gmail.com 

0926 343 3692 

Provincial Accounting 
Office 

New Capitol, 
Palayan City 

 
siobe.barrios@yahoo.com 

0925-563-9078 

Provincial Legal Office 
New Capitol, 
Palayan City 

neprovinciallegaloffice@gmail.com n/a 

Provincial Engineering 
Office 

New Capitol, 
Palayan City 

pgneengineering@gmail.com n/a 

Provincial Planning & 
Development Office 

New Capitol, 
Palayan City 

ppdonuevaecija@gmail.com n/a 

Provincial General 
Services Office 

New Capitol, 
Palayan City 

PGSONuevaEcija@gmail.com n/a 

Provincial Assessor’s 
Office 

New Capitol, 
Palayan City 

assessor.pgne@gmail.com n/a 

Provincial Trade & 
Industry Office 

New Capitol, 
Palayan City 

 
lourdes_jimenez63@yahoo.com 

n/a 
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Office of the Provincial 
Agriculturist 

New Capitol, 
Palayan City 

opanuevaecija2018@gmail.com 0917-826-4814 

Provincial Veterinary 
Office 

New Capitol, 
Palayan City 

lferry0413@gmail.com 0925-773-2602 

Environment & Natural 
Resources Office 

New Capitol, 
Palayan City 

enro_nepg@yahoo.com n/a 

Provincial Cooperative 
Entrepreneurship 

Development Office 

New Capitol, 
Palayan City 

pcedone1983@gmail.com n/a 

Provincial Employment 
Services Office 

Old Capitol, 
Cabanatuan City 

pesonuevaecija@gmail.com 
09177412808/0

9985957441 

Provincial Social 
Welfare & Development 

Office 

New Capitol, 
Palayan City 

pswdone@gmail.com n/a 

Provincial Disaster Risk 
Reduction and 

Management Office 

Old Capitol, 
Cabanatuan City 

pdrrmonuevaecija@gmail.com n/a 

Provincial Manpower 
Training Center 

Gen. Tinio Street, 
Cabanatuan City 

pmtc.nepg@gmail.com n/a 

Eduardo L. Joson 
Memorial College 

Brgy. Singalat, 
Palayan City 

eljmc.humanresource@gmail.com 0917-166-9890 

Provincial Information 
Office 

New Capitol, 
Palayan City 

provincialinformationofficene@yaho
o.com 

0935-631-9784 

Provincial Health Office 
New Capitol, 
Palayan City 

pho_nuevaecija@yahoo.com 0936-851-4020 

Nueva Ecija Drug Abuse 
Treatment and 

Rehabilitation Center 

Brgy. Ganaderia, 
Palayan City 

nedtrc@gmail.com 0936-209-0209 

Eduardo L. Joson 
Memorial Hospital 

Daang Sarile, 
Cabanatuan City 

eljmemorialhospital@gmail.com 0995-471-2117 

San Jose City General 
Hospital 

Maharlika 
Highway, San 

Jose City 
sanjosecitygenhosp@yahoo.com 09258811101 

San Antonio District 
Hospital 

San Mariano, San 
Antonio 

sanantoniodistricthospital2@gmail.
com 

(044) 333-3313 

Guimba District Hospital Guimba guimbadistricthospital@yahoo.com 0997-770-7647 

Gapan District Hospital 
Brgy. Bayanihan, 

Gapan City 
gapandistricthospital@gmail.com (044) 958-4834 

Bongabon District 
Hospital 

Brg. Curva, 
Bongabon 

bongabondistricthospital_ne@yaho
o.com.ph 

0927-320-9881 

Sto. Domingo District 
Hospital 

Pulong Buli, Sto. 
Domingo 

stodomingodistricthospital@yahoo.
com.ph 

09605099270 

Carranglan Medicare 
Community Hospital 

Quezon Street, 
Barangay F.C. 
Otic Carranglan 

 
carranglanmch@gmail.com 

 

 
 

0931-081-1413 

Gabaldon Medicare 
Community Hospital 

Sampaguita St., 
South Pobalcion, 

Gabaldon 
gabaldonmch1972@gmail.com 09177088663 

Gen. Tinio Medicare 
Community Hospital 

San Pedro, Gulod 
Street, Gen. Tinio 

 
gentiniomedcomhosp@gmail.com 

0923-626-6012 

 


